Beginning Access Objectives
In this lesson, you will learn how to:

1. Go to the Design View and use the Form
Design Tools to edit the Form Fields.

2. View the Property Sheet for the Form and
the individual Form Controls.

3. Add a picture to the Form Header and use
the Property Sheet to resize the picture.

4. Arrange the Form Fields
and edit the Tab Order.
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1. Readings
Read Lesson 6 in the Beginning Access
guide, page 129-150.

Project
Edit the Form Controls with the Form
Design Tools and the Property Sheet.

Downloads

FrontRowVideo Begin6.accdb
popcorni.qgif, popcorn2.gif,
popcorn3.qif, popcorn4.qif,
movies1.gif.

Brown Bag Lunch ver6.accdb

BB Customers Logo.jpg

Brown Bag Logo.jpqg

Lunch1.gif, Lunch2.gif, Lunch3.gif,

Lunch4.qif

2. Practice
Complete the Practice Activity on page 151.

3. Assessment
Review the Test questions on page 152.

Lesson 6 : Designing Forms for Real Users

Form Design Tools: Design

AG alors = T[S
| | M s bl Ag =1 [T & =l B [

View | Themes Fonts - h“?:-'l'

Views Themes Controls
Y 4

Form Design Tools: Design

E,El Logo DD ; Dlz:ﬂé Subform in New Window
[ Title S T i Code
Add Existing Property Tab
F.'E.Date and Tirne Fields Sheet  Order %Convert Form's Macros to Visual Basic
Header / Footer iJ EJ iJ Tools

Menu Maps
From the Home Ribbon.
Home ->Views->View->Design View, page 133

From the Form Design Tools: Design Ribbon.
1. Form Design Tools, page 134

2. Form Design Tools ->Design->Tools->Property Sheet, page 136
3. Form Design Tools ->Design->Header/Footer->Logo, page 138
4. Form Design Tools ->Format->Font, page 144

5. Form Design Tools ->Design->Tools->Tab Order, page 146

Microsoft Access 2013 Beginning Page 130 of 289



Forms: Designing for Real Users

A Real User is the person who has to use your database to get their job done. If your Forms are easy to enter information, then the data
will get typed in. If not,...images of playing whack-a-programmer come to mind. Real Users get real frustrated if the Form does not behave
as expected. Each time the Form is changed, we will test it to see if it still works.

| Zg| Customers

This lesson looks at Form Design from the
m User's perspective and corrects two

C U STO ers common Form errors: Tab Order and

Cycle (how the Form acts when you Tab to

the end of the Form Fields.)

Customerl|D ‘ 2‘

Home Phone |(810) 555-

LastName |Poohbah ﬂgﬂf{””g S Py ’F
Address] 123 Main Stree Mfiﬂuee"sfﬁ ‘

-~

City |Brighton

Mobile Phone
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Before You Begin

This demonstration uses the Front Row
Video database that we programmed in
the previous lessons. You can continue
with the database you have been
working on. You can also download the
sample Access database at the
beginning of this lesson.

1. Try it: Open the Sample Database
Go to the Documents folder.

Open the sample database:
FrontRowVideo Begin6.accdb

What Do You See? There are two
Tables:

tblICustomers

tbIMovies

There are two Forms as well:
Customers
Movies

What Else Do You See? This database

may have a Security Warning. In order to
edit the objects and save your work, you

need to click on Enable Content.

Microsoft Access: Enable Content

T ' Temnthoaiins Beget Dt vt b Dt somehiis g ¢l i e 20 - 2071 Al bt - i

InTiiveny BATA  BATARAH VoG
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I SECURITY WARNING Some active content has been disabled. Click for more details.

All Access Objects @ «
Search... ol
Tables 2
1 tbiCustomers

EH tbiMovies

Forms 2
@ Customers

@ Movies
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Change the View

The previous lesson considered the options
available when a Form is in Layout View. This
lesson uses the Design View.

2. Try it: Go to the Design View
Go to the Access Navigation Panel.
Double-click the Customer Form to open it.

Go to Home ->Views->View.
Click on Design View.

Keep going, please...

Home ->Views->View->Design View
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1.0 Create and Manage a Database
1.3 Navigate Through a Database: Change Views
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Hello, Design View

3. Try it: Review the Form Design Tools

Form Design Tools

There are three Form Design Ribbons: Design,

Arrange and Format.

The Design Ribbon includes:
Views

Themes

Controls

Header/Footer

Tools

The Arrange Ribbon includes:

Table

Rows & Columns
Merge/Split
Move

Sizing & Ordering

The Format Ribbon includes:
Selection

Font

Number

Background

Control Formatting

Keep going, please...
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Exam 77-424: Microsoft Access 2013
4.0 Create Forms
4.3 Format a Form : Modify Existing Forms

Microsoft Access 2013 Beginning Page 134 of 289



=
4
3

7a
ky
ron

Form Headers and Detail

4. Try This: Find the Sections

A Microsoft Access Form may have many
sections. Each section has a purpose. The Form
Header is used for navigation and corporate
logos. Users look for clues or signs that they are
on the right page. Color and images are part of
good form design.

The Detail section is used for the Form Fields.
This is the data from the Customer Table,
tblICustomer.

Here are the changes we will make to the
Customer Form:

1. Edit the Label on the Form Header
2. Insert a picture

3. Change the Layout

4. Fix the Tab Order

5. Change the Form Properties

Form Design Tools
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 Form Header

CustomerlD

FirstName

LastName

Address]

Exam 77-424: Microsoft Access 2013
4.0 Create Forms
4.3 Format a Form: Design View
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Form Design Tools ->Design->Tools->Property Sheet
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descriptions. This step edits the Label in the Form = § : e i 5
Header by editing the Property Sheet. AR hooess Ofets 0 T —rr — — Progerty Sheet
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|
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5. Try it: Find the Property Sheet i

The Customer Form is open in Design View. 3 s (I e —
Go to the Form Header. S . 0 i | i
Select a Label: Customers. - -
Go to Form Design Tools ->Design->Tools. L et e '-'::'E;\ E-E’-"«‘
Click on Property Sheet. prant o) L ——
What Do You See? The Property Sheet for the : ) . =
Label shows the following: = oe oA L

Name: Label18
Caption: Customers
Visible: Yes

Property Sheet *

) Selection type: Label
And more...keep going...

’Labenﬂ |v‘

Memo to Self: The name in your Property Sheet
may or may not match the example on this page.
That is OK.

Format| Data | Event | D‘Izhelr‘ All

MName Label13 ~
Caption Customers

Visible Yes

Width 1.525"

Height 0.7083"

Top 0.0417"

Left 0.0417

Exam 77-424: Microsoft Access 2013
4.0 Create Forms
4.3 Format a Form: Design View (Properties)
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Form Design Tools ->Design->Tools->Property Sheet

:} Edit the Label =8 Customers
6. Try it: Edit the Label T T T T < B I B
Click on the Label to select it. & Form Header
Edit the following Properties:
Name: CustomerLabel
Left: 2

What Do You See? The Label is now placed 2"
from the Left edge of the Form.

Keep going...

Hrsthloms|:

Firsthame

Property Sheet *
Lastl Selection type: Label
e |CustnmerLabeI W
! Add Format| Data | Event @ Other  All
' —— Mame CustomerlLabel LS
LghIRIng = = s S < Ci Caption Customers
MEQueet ¥ g™ : e P ty Visible Yes
i S | | Width 1.525"
Height 0.7083"
Top 0.0417"
Left 2"

Exam 77-424: Microsoft Access 2013
4.0 Create Forms
4.2 Set Form Controls: Manage Labels (Edit Label Properties)
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Form Design Tools ->Design->Header/Footer->Logo

TR BT e e B Srer— .
:} Add a Logo N s o S B e B S o

You can use the Form Design Tools to add a vor | e e (Ml A0 (=1 L) 5 B PN B 2 [l S

Logo to this Header. Here are the steps. - o s o 7

All Access Objects ® = wmomen % Property Sheet

7. Try it: Add a Logo to the Header e A i

The Customer Form is open in Design View. I

Click on the Form Header to select it. PR

Go to Form Design Tools ->Design. "

Go to Header/Footer->Logo.

What Do You See? You will be prompted to
Browse for an image.

Go to the Documents folder.

Select an image: movies1.gif

Pin ey | Gomphers Vi g g it

g Lamanl

Click OK. Keep going...

Memo to Self: It is not necessary to MATCH the
images in this lesson. You can use your own
picutres if you wish.

DESIGN ARRAMGE

FORMAT

Xz || - D E,EI Logo
IS H B\ B o

Image ~ E{l} Date and Time

Contraols Header f Footer

Exam 77-424: Microsoft Access 2013
4.0 Create Forms
4.3 Format a Form: Insert Images
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Form Design Tools ->Design->Header/Footer->Logo

=5| Customers ",

Resize the Logo

8. Try it: Edit the Logo < L
Click on the Logo to select it. & Form Header 8
Edit the following Properties: 2 —— ——————————— !
Name: FrontRowLogo |
Size Mode: Zoom

Picture Alignment: Center
Width: 1.5"

Height: 1" - ‘ ]
Top: 0.0417" - [I; oy
Left: 0.2083" : e

Property Sheet

1 selection type: Image

What Do You See? The Logo is now resized to
be 1.5" x 1".

FrontRowlLogo (V]

What Else Do You See? The Page Header did
NOT automatically resize when you changed the
Logo. Please resize the Page Header.

Format| Data | Event | Other | All

Mame FrontRowlogo LS
Looking good. Keep going... 5:1?;[:' source Yes

Picture Type Embedded

Picture Movies1.gif

Picture Tiling Mo

S5ize Mode Zoom

Picture Alignment Center

Width 1.5"

Height 1

Top 00417

Left 0.2083"

Exam 77-424: Microsoft Access 2013
4.0 Create Forms
4.3 Format a Form: Format the Image Properties
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Form Design Tools ->Design->Tools->Property Sheet

LR

Format the Header = ] g
9. Try it: Format the Header Vo | T [y
The Form Header is selected.

Go to Property Sheet-> All. ittt il B

Click on Back Color. Taen
Use the three-dot builder to select a Theme =S
Color: Light Grey 2. —

So far, so good.

?_E'T| Customers

iven BT

abl| Ag

Eainaki Tomd | DM bl

1)

uslorerns

demnan]

1

CustomerlD [

Exam 77-424: Microsoft Access 2013

4.0 Create Forms

4.3 Format a Form: Format the Background Color
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Selection type: Section
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FormHeader W

Format| Data | Event | Other | All

Mame FormHeader

Visible Yes

Height 1.0569"

Back Color #D2DEDg =
Spedial E_ﬁHt Automatic

Auto Height

Can Grow Theme Colors

Can Shrink [ EEEEEERE
Display When

Keep Together

Force Mew Page

Mew Row Or Cal IIIIIIII
On Click [ |

On Dbl Click Standard Colors

On Mouse Down

On Mouse Up | EEN Ll
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Working with Form Controls
Each Form Field has two parts: Label and Control.
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The previous pages looked at the Label and the
various Properties that can be edited to resize and
position the Label.

BHifEEE
P i}
HJ' -

Cuslor‘f‘ers l
The Control is where users enter and change C oW
data. The Detail Section of this Form has several : 1 [ i
Controls that we will edit and arrange. e iy

1. Try it: Select the Control
Select the FirstName Control.

What Do You See? The FirstName Control is
highlighted. There are small square handles in
each corner and side that can be used to resize
the Control.

The Label and the Control both have special
handles in the upper left corner that can be used

N,

to move them independently.

Keep going...

LastName

Exam 77-424: Microsoft Access 2013
4.0 Create Forms
4.2 Set Form Controls: Move Form Controls
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Select Multiple Controls
Say there are a half dozen Controls that you Ve D |8 =
would like to resize. You can select and edit
them all at the same time.

2. Try it: Select Multiple Controls B e
Hold the Control (Ctrl) key on the keyboard as | & w “arma
you select all of the Controls in the Detail a - T T —
Section of the Customers Form, EXCEPT the
State Control.

Try This, Too: Resize Multiple Controls
Go to the Property Sheet.

Edit the Width: 2"

Edit the Height:0.25"

Keep going...

Form Design Tools ->Design->Tools->Property Sheet

B E 5 - ot ten Bl LA Dridis Tt ailscarmsentil vtiratiites begedt Ubaccie T ]
RN CEAR DT BATA  DATARKG TOSHE | DR Tissarh ok l
7 | [A] Ecum- — Lo m | = ]
:-\.-1 ab | g (- —:‘.._\“_' M‘I:‘:"ﬂ": -:: :._T:__ R
— oy ! | ! e
: r Property Sheet
: E Selection type: Multiple selection
a W

Format Data @ Event | Other | All
Control Source
Format
Decimal Places Auto
Visible Yes
Text Format Plain Text
Datasheet Caption
Show Date Picker For dates
Width 2
Height 0.25"
Top
Left 2.0208°

Exam 77-424: Microsoft Access 2013
4.0 Create Forms
4.2 Set Form Controls: Move Form Controls
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Form Design Tools
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BE s PO DR IS orrwcban B LA st £ Lsa ol Doy | sontbionsogas Bt LAM bl a =
Reposition the Controls T e e s e e | o B e
The Customer Form collects information that can v | T . |0 A E" ' 1 3 e | Mmin P R
used for billing, reports and mail merges. This - - : 3
step arranges the Form Controls as they would AR Acces Otfects 8 S hr——— ERERRRT ; sh

look on an address label or receipt.

3. Try it: Move the Controls T o | | - 2

Select the Controls one by one. e -

Resize and move them as shown on this page. ;,,.“1 e

Keep going...! ; e e Famic e’ —

- i . e s

Memo to Self: You can instantly resize a Label ' | ' | ' ' ' ' o S -

so that it fits the text. : . —
T T

Try this: Select the Label  Detail

Place your cursor on the bottom right handle.
When you see a double arrow, double click.
Access will resize the Label precisely. - i Tk Customer|D

Don't Forget: You can move a Label and
Control separately by using the grey handle in
the upper left corner. 1

LastMame Firsthame

e Address]

Exam 77-424: Microsoft Access 2013
4.0 Create Forms
4.2 Set Form Controls: Move Form Controls
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Format the Controls

In this business scenario, the Front Row Video
employees look up customers by their phone
numbers. So, the phone number is critical data
that users need to enter.

You can make the phone number very obvious
by moving it to the top of the form and
formatting the size and color.

4. Try it: Format the Controls

Place the HomePhone Control at the top of the
Detail Section.

Both the Label and the Field are selected.

Go to Form Design Tools ->Format.

Go to the Font group and select:

Size: 12

Attribute: Bold

Fill: Orange, Accent 2, Lighter 60%.

Keep going...

Form Design Tools ->Format->Font
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CustomerlD

one . HomePhone

LastName

Address]

FirstMome

'Ezip

:t MobilePhone

Exam 77-424: Microsoft Access 2013
4.0 Create Forms
4.3 Format a Form: Form Design Tools
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Form Design Tools ->Design->View->Form View

[ W= ‘ Voo Bt LAY Dt iy sfbont Oty speiartabss B LM i Shccons P07 - 207 Al At - At a x

:} Test the Form B o o W s e —
Whenever you change a Form, it is a good ideato = : 8 e sl Ba iy | o, Son:
go back to Form View and test it. e E——— e . 5
Al Acoess Dbpecls == -

- & Custormers
Tab through your Form. Does it advance to the o i B
next Field as you expected? B mans

=g Customers-""“-._l

5. Try it: Test in Form View

The Customer Form is open in Design View.
Go to Form Design Tools ->Design->View.
Select a View: Form View

Customers

Try This, Too: Test the Tab Order
Use the keyboard to Tab to each Field.

4
What Do You See? Does Tab begin at the top
with the Home Phone, or First Name? I CustomerlD l 2‘
What happens after you Tab through all of the Home Phone ‘{8] 0) 555-1212 A ‘
W

Fields. Does it return (Cycle) to the first Field on
this Customer or go to the next Customer?

LastName |Poohbah FirstName |Deeter

Address] (123 Main Street
City |Brighton State Iip 48116

Mobile Phone

Good questions. Turn the page to see...

Exam 77-424: Microsoft Access 2013
4.0 Create Forms
4.3 Format a Form: Modify Tab Order in Forms
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Form Design: Tab Order

Form Design Tools ->Design->Tools->Tab Order

BE % = T CEMDESNINEE. | Reschaw¥ides Bapind LA : Deitans. C\lserusliethlsrarmse] rantfieaaivs. Begond- LM i
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Forms that Tab around like a ping pong ball can Vo | Vo [y - Ll ) Ao (=
get old very fast. The Tab Order can be fixed with -
H Al Access Objects & = e
the Form Design Tools. . " oo R G
D wnee ' Form Head
Before You Begin: Go to the Design View e e = l LT
The Customer Form is still open. i — : # Form Footer HomePhone

Go to Form Design Tools ->Design->View.
Select a View: Design View.

6. Try it: Edit the Tab Order
Go to Form Design Tools ->Design->Tools.
Click on Tab Order.

You will be prompted to edit the Tab Order:
Click on Auto Order.

What Do You See? The Fields in the Detail
Section will be reordered as they appear, top to
bottom, in the Customer Form.

What Else Do You See? You can drag the rows
by hand if you wish.

Click OK.

Keep going, please...

. | popcornl
hmfr LastName
FirstName
Addressl
City

State

Zip
MobilePhone

Click to select a row, or
dick and drag to select
multiple rows. Drag
selected row(s) to move
them to desired tab
order.

| | |

Exam 77-424: Microsoft Access 2013
4.0 Create Forms
4.3 Format a Form: Auto-Order Forms
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Form Design: Cycle Records
Cycle is the term used to describe what happens
after you Tab to the last Form Field. You can stay
in the current record and Tab back to the top. You
can also advance to the next record until you have
tabbed through all of them. Cycle is in the Form
Properties.

Before You Begin: Select the Form
Click on the Form Selector, the small square at
top where the two rulers meet.

7. Try it: Edit the Cycle Property

The Customer Form is open in Design View.
The Form is selected.

Go to Form Design Tools ->Design->Tools.
Click on Property Sheet.

Go to the Other Tab.

Click on Cycle: All Records.

Select: Current Record.

Keep going...

Form Design Tools ->Design->Tools->Property Sheet

Form Selector

[ I T - I |

& Form Header

1

' HomePhone

L[] - - Form V]

e T T bbb ! ...........

g LastName Format| Data | Event | Other | aj

1 ' Pop Up Mo

- aE Address] | Madal No
Cycle Current Reco rd| v
foobbar M
Toolbar
Shortcut Menu Current Page

Menu Bar
Shortcut Menu Bar

Exam 77-424: Microsoft Access 2013
4.0 Create Forms
4.3 Format a Form: Modify Tab Order in Forms
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Test it, Again

8. Try it: Test in Form View

The Customer Form is open in Design View.
Go to Form Design Tools ->Design->View.
Select a View: Form View

Try This, Too: Test the Tab Order. Again
Use the keyboard to Tab to each Field.

What Do You See? Does Tab begin at the top
with the Home Phone and return to the top after
you Tab through each Field?

Good.

Form Design Tools ->Design->View->Form View

0u e T ST

W T Erbrrsn

Home Frone (810} 555-1282

=8| Customers %

CustomerlD

LastName [Poohbah

Address]

City |Brighton

Microsoft Access 2013 Beginning Page 148 of 289
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Save, Save, Save!

Now would be a good time to save your Form.

Especially if it works!

9. Try it: Save the Form
The Customer Form is still open.
Go to File->Save.

Done and done.

File ->Save

Exam 77-424: Microsoft Access 2013
4.0 Create Forms
4.1 Create a Form: Save Forms
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This discussion introduced the Form Design tiedoadi ol

View and the Form Design Tools. We used the =

3 a Customers
Tools to arrange and edit the Form Fields. S o =

b
Keep in mind that you are designing for "Real Home Pone. (810} 85-1212 N o
Users." Users want to be fast and effective. e M
Make it good enough even for you, the =2 customers
programmer. \

OK, enough for now. Allez, Allez in Free.
You get two cookies. Maybe three.

Customers

CustomerlD | 2|

Home Phone (810) 555-1212 4|

LastMame |Poohbah Firsthame |Deeter
Address] 123 Main Street

City

Brighton

Mobile Phone

State Zip

Microsoft Access 2013 Beginning Page 150 of 289
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Practice Activities

Lesson 6: More Form Design

Try This: Do the following steps
1. Open the Brown Bag Lunch database you have been programming. Or you may download the sample database

Brown Bag Lunch ver6.accdb online.
2. Open the Customers Form in Design View.

3. In the Form Header, change the name of the Customers Label to Customers. Using the Property Sheet, change the
position of the Label to be left 1.25" and top .25"

4. Add the image BB Customers Logo.JPG to the Header. Resize the image to be width 1” and height 1”.
5. Format the color of the Header with a Shape Fill to be Theme Color: Dark Blue 2.
6. Select ALL the Form Controls & Labels (except the Header Label). Change the width to 2.5" and the height to .25"

7. Resize each of the Labels so that they are just larger than the text. Move the fields so that they are next to the labels,
with minimal space in between. Move the Controls and their Labels: Place Company below Last Name. Place Phone
Number below Company.

8. Select the Form and change the Tab Order as follows:
Customer ID, First Name, Last Name, Company, Phone Number, City, State

9. Select the Form and set the Cycle Properties to Current Record.
10. Save the Customers Form.
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Test Yourself

1. Which are the Form Design Ribbons?
(Give all correct answers.)

A. Design

B. Format

C. Layout

D. Arrange

E. Advanced

Tip: Beginning Access, page 134

2. Which is true about the sections of Form?
(Give all correct answers.)

A. Form Header contains the Form Fields
B. Form Header is for navigation and a logo
C. Detail contains the Form Fields

D. Detail is for navigation and a logo

Tip: Beginning Access, page 135

3. Which of the following is true about the
Property Sheet? (Give all correct answers.)

A. The Label is edited with a Property Sheet

B. Resizing an image is done with the Property
Sheet

C. Setting the distance from the edge of a
Form is done with the Property Sheet

Tip: Beginning Access, page 136, 137, 139

4. What is the procedure for selecting multiple
Fields at the same time?

A. Press the Shift Key before clicking each Field
B. Press and hold the CTRL (Control) key on the
keyboard while clicking each Field

C. Press the Control command on the Home
Ribbon while clicking each Field

Tip: Beginning Access, page 141

5. Which is true about the parts of a Field?
(Give all correct answers.)

A. The Label is the description of the Field

B. The Control is where users enter and change
data

C. The Name is the description of the Field

D. The Cell is where users enter and change data

Tip: Beginning Access, page 142

6. Which of the following is true about Cycle?
(Give all correct answers.)

A. Describes what happens after a user tabs to the

last Form Field

B. Can stay on the Current Record and return to
the first Field

C. Can advance to the next Record

Tip: Beginning Access, page 147

7. Double-clicking the bottom right handle of a
Label does what?

A. Fills the Field with the selected Fill Color

B. Selects the Label

C. Resizes the Label to fit the text

Tip: Beginning Access, page 143

8. What are two common Form errors? (Give all
correct answers.)

A. Tab Order

B. Font Size

C. Cycle

D. Layout

Tip: Beginning Access, page 131

Finnegan
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