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Exercise 2
Create Single Table Forms Using Wizards

You want to create a form like this:
You can use this form to enter and modify records in the Customer Table.

Customers =i
F.

Gustomers

Record: 4 4 12of12 | + M ¢ ‘&No Filter |5earch

Figure 1: Customer Data Entry Form
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Figure 2: Database Window
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You can use the Form Wizard to create the above Form. Follow the steps below:

Form Wizard

\ | which fields do you want on your form?
‘You can choose from more than one table or query.
Tables/Queries
|Table: Customers v |
Available Fields: Selected Fields:

Title
Firsthiame =%
LastMame
Company
Address
City

State

£ »
Y]]

Figure 3: Form Wizard step 1

For now you will need all of the fields except “Rating” which will be added in a different format later. Select all fields to
be used from the Customers Table on the form by selecting each individually and clicking the single arrow. (You would
click the double arrow to select them all.)

Form Wizard

What layout would you like for your form?

i) Tabular
@ Datashest

() Justified

Cancel ] I < Back ” Mext = ] [ Finish

Figure 4: Form Wizard step 2
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Form Wizard

What style would you like?

Access 2007
Apex
Aspect
Civic
Concourse
Equity

‘ Flow

Foundry
Median
| Metro
Module
_ - = Mone
Label ;DETE | ‘ Morthwind

[
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[ Cancel ] [ < Back ][ MNext = ] [ Finish

Figure 5: Form Wizard step 3

r

Form Wizard

What title do you want for your form?

[CustomersEntry|

form,

() Modify the form's design.

Cancel ] l < Back

That's all the information the wizard needs to create your
Do you want to open the form or modify the form's design?

(%) Open the form to view or enter information,

Figure 6: Form Wizard step 4



MANA 120 College of Business Administration
Access Tutorial Exercise 2 Marquette University
Page 4

After the above steps, you should have a Customer Entry Form on your screen. You can now modify the layout of your
form according to your preference. Understand the following options by clicking on view on the home tab:

»

-7 Display the form in Design View. You can modify the design of a form when this button is pressed by
dragging the form objects around the grid, adding titles, etc.

__— IDisplay the form in Form View. You can enter records but you cannot re-design the form. Doing this
will add or modify records in the Customers table.

i Display the document in Data Sheet View. Pressing the button will show the data in Table Format.
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Create an Option Box For the Customer Rating Field
We will create a set of option buttons to input the rating of the customer using to form created above.

1 Open the form you just created in Design view.

2 Click the Control Wizards tool = on the design tab of the menu bar if it's not already pressed in.

3 On the menu bar, click the Option Group tool.

4 On the form, click where you want to place the upper-left corner of the option group.

5 Follow the directions in the wizard dialog boxes. In the last dialog box, click Finish to display the option group in
Design view.

g

Option Group Wizard

An option group contains a set of option buttons, chedk
boxes, or toggle buttons. You can choose only one option.
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& What label do you want for each option?
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# Excellent [

Figure 7: Option Group Wizard step 1

Option Group Wizard

Do you want one option to be the default choice?

| ! — SR —
Bl {E}éies, the default choice is:  No Rating v
) RN HHERY
| (") Mo, I don't want a default.

Cancel ]’ < Back ” Mext = ]I Finizh

Figure 8: Option Group Wizard step 2
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Option Group Wizard
i Clicking an option in an option group sets the value of the
—ammmss———— | option group to the value of the selected option,
¥y nuey =1
C te =2 | What value do you want to assign to each option?
[ =
b 3 Label Mames Values
Mo Rating !
Poor 2
Fair 3
Acceptable 4
Good g
Excellent 3
[ Cancel ] [ < Back ” Mext = ] [ Einish

Figure 9: Option Group Wizard step 3

Option Group Wizard

You can either store the value of a selected option in a field,
or use the value later to perform a task such as printing a

T ORARARE

(IR report.
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(™ HnE RHRn What do you want to do with the value of a selected option?

it ek ik w7 Save the value for later use,
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(@istore the yalue in this field: |Rating w |
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Figure 10: Option Group Wizard step 4
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b

Option Group Wizard

What type of contrals do you want in the option

group?

Sample {(*) Option buttons

(¥) Mo Rating [] Checkboxes

() Poor E] Toggle buttons

Fai

L= What style would vou like to use?
@Etched ............................. O shadowed
o Ta— O Sunken
0 Raised

Cancel ] I « Back “ [ext = l ’ Einish

Figure 11: Option Group Wizard step 5

Option Group Wizard
What caption do you want for the option group?
|Customer Rating

That's all the infarmation the wizard needs to create your
option group.

Cancel ]’ < Back

Figure 12: Option Group Wizard step 6

Click the Finish Button when you are done selecting your styles and creating a caption. You can now use the form to enter
or modify data in the Customer Table.



