Access 5, Forms in Design View
This handout is designed to be used in the lab with the instructor. Outside of that environment, this handout may not be useful.
Tasks:
1) Backup Database

2) Compact & Repair Database

3) Create a data entry form, frmtblAlumnDesignView, for tblAlumn in Design View that has a Header, a title in the Header, a line to highlight the title, and appropriate use of color. Surround the data fields with a rectangle. Create an appropriate tab order.
To backup a database: Click Tools. Click Database Utilities. Click Backup Database. After choosing an appropriate location and providing a file name, click SAVE.

To Compact and Repair a database: First, backup the database. (Write down the size of the database.) Open the database to compact and repair. Click Tools. Click Database Utilities. Click Compact and Repair. Check the repaired database to see if it continues to be functional. (Look at the size of the database after compacting.)

To create a form in design view: Click Form tab. Click New icon. Choose Design View. Drop down arrow and choose tblAlumn.
To turn on Toolbox and Field List: Click View. Select Toolbox and Field List.

To show Header: Click View. Select Form Header/Footer.

To add a label: Click and drag the Label button in the Toolbox, Aa, to the desired location.
To make background of title white: Right click Label. Select Properties. Click Format tab. Find Back Style. Choose Normal.

To add a line: Click and drag the          button from the Toolbox, to the desired location. Change the width of the line with the right angle icon; change color with the paintbrush icon.
To add a rectangle to the detail section: Click and drag the Toolbox button that shows a rectangle to enclose the desired region.
To add fields to the detail area inside the rectangle: Click and drag the fields in the Field List box to the desired location inside the rectangle.

To view Form properties: In Design View, right click the dark gray area to the right of the form. Select Properties. The record source is listed on the Data tab.
To change the tab order: Click View. Click Tab Order. Click Detail. Click Auto Order or click and drag fields to the desired position (Select the field. Point to the button in front of the field, and, then, click and drag.).

To align multiple controls: Use the Shift key, or lasso, to select multiple controls. Click Format. Click  Align. Select an appropriate option.

To resize multiple controls: Use the Shift key, or lasso, to select multiple controls. Click Format. Click Size. Select an appropriate option.

To change the label background color: Select the labels to change. Click the Background Color button (paint can) and choose a color.  

To change text color:  Select the desired labels. Click the Foreground Color button (letter A) and choose a color.

To add special effects: Select the desired control. Click the Property button. Choose the desired effect from the Special Effect line.

To use the Format Painter button: Double-click the Format Painter button (wide brush). Click on every label that you desire to format. Click the Format Painter button again to toggle it off.

To print a form for a single record: Click File, Print. On the Print dialog box, click the radio button, Selected Record(s) before clicking OK.
Individual Assignment:
· Finish a visually appealing form.

· Use appropriate labels.

· Align and size controls to aid the user.

· Create a tab order that helps the user enter data efficiently.

· Use color, and special effects to add interest.

