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Introduction

Microsoft Access allows people to effectively and efficiently organize data. Forms are powerful tools in
which you can easily view, add, or modify data that is stored in the Access database. The various
sections presented in this document will help you to build a solid knowledge foundation.

The Microsoft Access Documentation Series will provide you the necessary knowledge on how to use
Microsoft Office Access 2016. Before reading this booklet, it is recommended that you read the
Microsoft Office Access — Intro to Access 2016 documentation on the UITS Documentation Center at
http://uits.kennesaw.edu/cdoc.

Learning Objectives

The following objectives are covered in this document:
e Understanding how to create a form
e Editing form properties
e Entering data into the form
e Searching for records in a form

e Saving the form

Revised: 6/29/2016 Page 4 of 33
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Forms

A foundation was created in the Microsoft Office Access 2016 - Intro to Access training documentation,
which can be viewed at http://uits.kennesaw.edu/cdoc. In that documentation, you were presented

with the following table:

University Ambassador Database
Student ID
First Name
Last Name
Hometown
Campus
Date of Birth
Application Received
Account Balance Due

Figure 1 - Example Table

For this booklet, we will continue using this table in order to create a form. Forms are powerful tools
in which you can easily view, add, or modify data that is stored in the Access database. If your
database is going to be used by multiple users, it is recommended that a well-designed form be used
for efficiency and data accuracy. The following explains how to create and design forms in Access.

Creating the Form

The following instructions explain how to create an interactive form from scratch that allows the user
to effectively interact with the database.

1. Onthe Create tab, click Form Design.

i O !rtor' - Database? : Database- C:\Users\eatkin\Documents\Database7 .accdb (Access 2007 - 2016 file format) -

Home Create Bxternal Data Database Toals Q Tell me what you want te do...

D S8 D ’m\ ﬁ B m D EA Form Wizard j @ j 5] Report Wizard —r £ Module

. . Na\.rigationv Ef‘ Class Madule
Application  Table Table SharePoint Query Query  Form] Form JEBlank Report Report Blank Labels Macro ) _
Parts - Design  Lists ~ Wizard Design Design § Form Mare Forms ~ Design Report =] Visual Basic

Templates Tables Queries Forms Reports Macros & Code

Figure 2 — Form Design
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2. You will be taken to the Form Design view, and a blank form will appear on your screen.

ER student Inforrmation i?_§| Forml %,
L R I - B

# Detail

Figure 3 - A Blank Form

Accessing the Property Sheet

You can manage various aspects of the form (e.g. format, background color, objects on the form), by
using the Property Sheet. While in the Form Design View, click the Property Sheet button under the
Design tab to display the Property Sheet.

E il E‘:‘ D EQP [ Form Design Tools Database? : Database- C:\Users\eatkin\Docume
=1 Home Create External Data Database Tools m Arrange Format Q Tell me what you wan .
=l | ogo i)
D B colors - e D e DD =| b=
mmmmm A - o— Iz
2] (=] [T @2, B8 & -, Dee =
View  Themes [&] Fonts ~ % Aa =) = o Imet _ AddExisting Property [Tab
- - Image~ ‘= Dateand Time Fields Sheet  Prder
Views Themes Controls Header / Footer

Figure 4 - Accessing the Property Sheet
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The Property Sheet will display to the right of the form. From here, all areas of the form can be selected
and altered; allowing you to develop an effective form.

|§| Formil = v
1 v <
oy s s o oo A Property Sheet

Selection type: Section
Detail E
Format | Data | Event | Other | A |
Visible Yes [=]
Height 5.25°
Back Color Background 1
Alternate Back Calar Background 1, Dz
Special Effect Flat
Auto Height Yes
Can Grow Mo
Can Shrink Mo
Display When Always
Keep Together Mo
Farce Mew Page MNone
Mew Row Or Col Mone

Figure 5 - Property Sheet

Changing the Background Color of a Form
The following explains how to change the background color of a form.
1. Click the Form background with your mouse so that it is the active object.

£ student Inforrmation | =5] Forml

[ T T
F Detail

Figure 6 - Clicking the form to make it active
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2. On the Property Sheet, click the Format tab.

Property Sheet *

Selection type: Section

Detail E

I Format |IData | Event | Other | An |
Visible Yes [=]
Height 5.25°
Back Color Background 1
Alternate Back Color Background 1, D:
Special Effect Flat
Auto Height Yes
Can Grow Mo
Can Shrink Mo
Display When Always
Keep Together Mo
Force New Page Mone
Mew Row Or Col Mone

Figure 7 - The Format Tab

3. Click the Back Color field to select it.

Format | pata | Event | Other | An |
Visible Yes [+]
Height 5.25°

Back Color Background 1
Alternate Back Color Background 1, D:
Special Effect Flat

Auto Height Yes

Can Grow Mo

Can Shrink Mo

Display When Always

Keep Together Mo

Force Mew Page MNone

Mew Row Or Col Mone

Figure 8 - Selecting the Back Color
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4. Additional buttons will appear. Click the ellipsis.

Format | Data | Event | Other | AN |

Visible

Height

Back Color
Alternate Back Color
Special Effect
Auto Height
Zan Grow

Zan Shrink
Display When
Keep Together
Force Mew Page
Mew Row Or Col

Yes

5.25"
Backgroun
Backgroun
Flat

Yes

Mo

Mo

Always

Mo

Mone
Maone

Figure 9 — Click the Ellipsis

5. The Color Selection Palette will appear. Select the color that you want to apply to your form.

Automatic

Theme Colors

.Illilllll

Figure 10 - Selecting the Color

6. Your selected background color will be applied to the form.

T student Inforrmation | =] Formd

R

Figure 11 - Background Color
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Drawing Labels

Labels allow you to create text boxes on your form, such as a banner for a title. The following explains
how to add a banner to a form.

1. Onthe Design tab, in the Controls grouping, click the Label button.

H E':' O !rtor‘ - = Form Design Tools DatabaseT : Database- C:\User...
File Home Create External Data Database Tools Arrange Format Q@ Tell me what you want to do...
12 | aqo i)

D | B Colors ~ Prany e E D =

: - h AHRX I—i-l [m ) E . [ Title - E = o
View  Themes Eepise w o - Insert o ) Add Existing Property Tab

- - Image- o Dateand Time Fields Sheet  Order oy
Wiews Themes Controls Header / Footer Tools

Figure 12 - The Label Icon

2. Your cursor icon will change to display the Label icon. Hold the left mouse button and drag to
draw a text box on the form.

:__='|F0rm1

¥ Detail

Figure 13 - Drawing your Text Box

3. Once finished drawing your text box, release the left mouse button. Your text box will appear.
4. Click in the text box and type your text.

udent Informat

Figure 14 - Entering Text into the Text Box
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Change Text Style and Color
To change the text style and color of text:
1. Select the text you want to format.

Figure 15 - Selecting your Text

2. From the Home tab, the text can be formatted using the tools found in the Text Formatting
grouping.

H = E'Al' O .@ — Databasel : Database- CHLL. Form Design Tools
File Create External Data Database Taals Design Arrange Format Q Tell me...
D o1 Calibri (Detail)
o B I U
Wl

> < Delete ~ A S =

“Wiews  Clipboard Sort & Filter Records Find Text Farmatting

Figure 16 - Text Formatting Tools

Move and Resize a Text Box
The following explains how to move and resize a text box:
1. Click on the text box to select it.
2. Hover your mouse over the side of the text box. The cursor will turn to a crosshair with arrows.

Figure 17 - Hovering your Mouse to the Side of the Text Box

3. Hold left-click and move the text box to the location of your choice on the form.
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4. To re-size the text box, hover over a sizing handle, then hold left-click and drag the mouse to
resize the text box.

Figure 18 - Anchor Points on the Text Box

Drawing Lines

Lines can be used as an organizational tool for the form, such as creating different areas on the form.
The following explains how to draw a line on the form.
1. Onthe Design tab, in the Controls grouping, click the More button.

H = F.f:' 0 ‘:or‘ - - Form Design Tools Database? : Database- C:\User...

File Home Create External Data Database Tools Arrange Farmat Q Tell me what you want to do...

E,E' Logo

CIg
D ECD|DFS' h sy D DD E =
[ i =
Ad) Vsl Ac =1 7] @, 7 o =)
View  Themes [A]Fonts - v - Aa I—jl ] 5] i Insert E o ] Add Existing Property Tab -

- - mage~ Lo Dateand Time Fields Sheet  Order &

Views Themes Controls Header / Footer Tools

Figure 19 - More Options

2. Click the Line button.

hAa-EKH\-E
M= E ol N & B O
Vel | ®E a3

Figure 20 - Line Tool

-

3. Your cursor icon will change to display the Line icon. Hold the left mouse button and drag to
draw a line on the form.

Figure 21 - Adding a Line to the Form
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4. The line will appear on your form.
5. Inthe Property Sheet, adjust the style, width, and color of the line.

Property Sheet *

Selection type: Line

Lined E

Format | Data | Event | Other | AN |
Visible Yes

Line Slant M

Width 4.0417"
Height o

Top 1.5°

| aft 0.Ja17"
Border Style Solid| =
Border Width Hairline
Border Colar Text 1
special Eect Flat

Figure 22 - Adjusting the width and color of a line

Adding Fields to the Form

In order to enter data into your database through a form, you will need to add the fields from an
existing table first. The following explains how to add fields to a form:

1. From the Design tab, click the Add Existing Fields button.

HEeEDS @ -

Form Design Tools Database7 : Database- C:\User...

File Home Create External Data Database Tools Arrange Format @ Tell me what you want to do...

i |, CIp
= o St ™ )2
mnsmnal FA= =
. L5 |[abl] Aa (=] [7] & Fel (5 |- [ Tile - =2 g
View  Themes Frmse oD — | Insert o ) Add Existing Property  Tab o
- - Image~ o Dateand Time Fields Sheet | Order o
Views Themes Controls Header / Footer Tools

Figure 23 - Add Existing Fields
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2. The Field List window will appear. Click Show all tables.

Field List x

I|: Show all tables I

Figure 24 - Show all tables

3. Click the + next to the table that contains the fields that you want to add to your form.

Field List *
E’ Show only fields in the current record source

Fields available for this view:
I Student Inforrmation Edit Table

Figure 25 - Adding Fields

4. Alist of fields will be displayed. Left-click and hold on the first field you wish to add, then drag
your mouse to the form.

=5| Form1 ] . %
s s e = Field List

Ep Show only fields in the current record
source

Fields available in other tables:

=1 Student Information Edit Talhla

student ID h

FITST Malte

Last Mame

Hometown

Campus

Date of Birth
Application Received
Account Balance Due

Figure 26 - Adding Fields

5. When the field is over the form, release your mouse button and the field will be added to the
form.

6. Repeat steps 4 and 5 until all desired fields have been added to your form.
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Arranging Fields on the Form
Once the fields have been added from a table in your database, they may need to be arranged
properly. The following instructions explain how to quickly arrange the fields on the form.
1. Select all of the fields that you want to arrange on the form by left-clicking and dragging your
mouse cursor over all fields.

2. When you release the mouse button, all of the fields that were contained in the selection box
will be selected.

3. From the Arrange tab, click Stacked.

- G
E | E‘:‘ D Eor‘ - Form Design Tools Database’ : Datak
File Home Create External Data Database Tools Design Format @ Tell me what

Select Layout Merge
o Select Column Split Vertically
Gridlined Stacked [Tabular Remove  Insert Insert Inmsert Insert - - _ Move Move
Layout Above Below Left Right Select Row Split Horizontally Up Down
Table Rows & Columns Merge / Split Move

Figure 27 - Stacked Layout

4. The selected fields will be arranged in a stacked layout on your form.

. Student ID

“Account Balang:
b ZZZZZZZZ.ZZZZZ|ZZZZZZZZZZZZZZZZZZZE
Figure 28 - Stacked Layout Applied to Fields

5. From the Arrange tab, Click Remove Layout.

- o
E i F!:‘ D Er‘a i - Form Design Tools Database? : Databa
File Home Create External Data Database Tools Design Format Q Tell me w

Select Layout Merge
E=l — . ) )
o Select Column Split Vertically
Gridlines Stacked Tabulaf Remove] Insert Insert Insert Insert B o _ Move Maove
Layout | Above Below Left Right Select Row Split Horizontall Up Down
Table Rows & Columns Merge / Split Move

Figure 29 - Remove Layout Button
6. The fields will be neatly arranged on the form.
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Changing the Tab Order

When you use a form in an Access desktop database, you can switch between controls by pressing the
TAB key. Each field on the form has a Tab Stop that marks that field as a stop when the Tab key is used
for navigation. On a well-designed form, the controls respond to the TAB key in a logical order (e.g. top
to bottom, left to right) so you can switch between fields by pressing the TAB key.

The following explains how to re-arrange the Tab Order on your form:
1. From the Design tab, click Tab Order.

E [ | FO: D !rtor' — Database7 : Database- C:\U... Form Design Tools
File Home Create External Data Database Tools Arrange Format Q@ Tel want to do... Evan R Atkin
= | ogo i)
= [ad oo o9 = B2
mamsnn (o t =

= [a] L bl Aa (=1 7] €3 Fel B - [ Tt y o =
View  Themes Fonts' D - Insert o ) Add Existing Propel Tab o

- - Image - £ Date and Time Fields Sheet | Order O
Views Themes Controls Header / Footer Tools ~

Figure 30 - Tab Order

2. The Tab Order dialogue box will appear.

Tl
Tab Order [

5

Custom Order:
| StudentID
First Name
:Last MName
|Expected Graduation Date
Hometown
:Campus
| Date of Birth
| Acount Balance Due
. ;Applicatiqn Recieved

ction:

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

[

] I Caniel ‘ [ Auto Order I

Figure 31 - Tab Order Dialogue Box
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3. Click to the Left of the field name to select the field where you want to adjust the order. In this
example, we will be moving the tab order for the Date of Birth field above the Hometown field.

Custom Order:

Student ID

First Name

Last Name

Expected Graduation Date
Hometown

Application Receive
Account Balance Due

Figure 32 - Adjusting the Order

4. After the field name is selected, hold left-click and drag the square next to the selected field
name above the Hometown field to re-arrange the tab order.

Custom Order:
Student ID
First Name
Last Name
Expected Graduation Date
Hometown
ampus

Application Received
Account Balance Due

Figure 33 - Move Selected Field

5. When you have re-arranged the tab order, click the OK button to close the window.

Tab Order |-

Custom Order:
Student ID |
First Name

Last Name
Expected Graduation Date
Date of Birth

Hometown
| Campus I
Application Received
Account Balance Due

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

| OK I Cancel l| Auto Order |

1 = v

Figure 34 - Click OK
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Removing a Tab Stop for a Field

The following explains how to remove a tab stop for a field. For an example, in Figure 35 Student ID is
defined as an auto-number. Therefore, no input is required from the user. For this reason, the tab stop
for this field will be removed so the user will not select it.

Account Balan

g Graduation Da xpected Gradi

Figure 35 - Fields on the Form

1. From the Design tab, click Property Sheet.

= i Fm" O @ I Form Design Tools Database7 : Database- C:\Users\eatkin\Docurmy

File Home Create External Data Database Tools Arrange Format Q Tell me what you want to do...
=l o . i)
| = - &= H0go =

D I]Colors Pirany D . ED E Q

- Aﬂ - [ Title o
View  Themes Eemise W oD - Insert ) Add Existing Property JTab

v v Image ~ F.;:l;.Date and Time Fields Sheet  Prder
Views Themes Controls Header / Footer

Figure 36 - Property Sheet

2. Click to select the text box for Student ID.

I 55rStudEm 1D

Figure 37 - Select the Text Box
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3. Inthe Property Sheet, click on the Other tab.

Property Sheet *
Selection type: Text Box

Student 1D -]
|Format| Data IEventI Other I All |
MName Student ID
Datasheet Caption

Enter Key Behavior Default
ControlTip Text

Tab Index 0

Tab Stop Yes

Status Bar Text

Shortcut Menu Bar

Help Context Id 4]

Auto Tab Mo
Vertical Mo

Allow AutoCaorrect Yes

IME Hold Mo

IME Mode Mo Control
IME Sentence Mode Mone

Tag

Figure 38 - The Other Tab

4. Inthe Tab Stop field, select No from the drop-down.

Mame Student ID
Datasheet Caption

Enter Key Behavior Default
ControlTip Text

Tab Index 4]

Tab Stop
Status Bar Text
Shortcut Menu Bar

oM

Entering Data in the Form

Figure 39 - Tab Stop

The following explains how to enter data in the form.

1. From the Design tab, click View.

HEED S -

File

Home Create External Data

| n Colars~

Themes Femic=

Themes

Database Tools Arrange

% Aal—jl%: Insert

Form Design Tools
Format

E,El Logo

[ Title

Image ~ F(': Date and Time

Controls Header / Footer

Database] : Database- C:\User...

@ Tell me what you want to do..

B8 =

Add Existing Property Tab
Fields | Sheet | Order ™3

Tools

Figure 40 - The View Tab
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2. From the drop-down menu, click Form View.

ID Form View
D Datasheet View

Layout View

]

b/ Design View

.

Figure 41 - Form View

3. The Form View will appear. You can now enter data into the various text boxes on the form.
Press the tab key to go to the next field.
5. Press shift + tab to go to the previous field.

6. When you have reached the final field for a record, press the tab key on your keyboard and you
will go to the next record where you can enter more data.

7. Toreturn to the Design view, click the View button under the Home Tab.

E i F‘:‘ D E?i i - Jatabase- Form Design Tools
File Create xterna ta Jatabase Tools ge Faormat Q@ Tell me...
D p 4 Ascending I ey E o Calibri (Detail) =11 -
) EE) . Descending Save . B I U
Wiewy Paste Filter Refresh Find . o
- ¥ Rermove Sort Al < Delete - A Q ER ===
Wiews  Clipboard & Sort & Filter Records Find Text Formatting A

8. Figure 42 - Return to Design View

9. From the drop-down, click Design View.
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Creating Buttons to Navigate through the Form

Adding buttons to your form will make it easier to navigate records within the form, and provide

simple access to common commands. The following example will show how to add a next record

navigation button to an existing form:
1. From the Design tab, click the button icon.

H s E DO EQP - - Form Design Tools

File Home Create External Data Database Tools m Arrange

Database? : Database- C:\User...

Format Q Tell me what you want to do...

D HCDIors' h Aa

View  Themes Eamico W

Wiews Themes Controls

| Co
&= Logo DD DEQ
0 Title = I
) Add Existing Property Tab
% Date and Time Fields | Sheet  Order -0
Header / Footer Tools

Figure 43 - Button Icon

2. Your cursor icon will change to display the Button icon. Hold the left mouse button and drag to

draw a button on the form. Release the left mouse button when finished drawing your button.

[ Student ID

2 Account Bal

ance Due

| Expected Graduation Date

Figure 44 - Drawing a Button
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3. The Command Button Wizard will appear. Under Categories, select Record Navigation, and

under Actions, select Go To Next Record.

pressed?

Categories:

|

Report Operations
Application
Miscellaneous

Different actions are available for each category.

What action do you want to happen when the button is

Go To First Record

< Back iLuerw ]I Firigh

Figure 45 - Go to Next Record

4. Click the Next Button.
5. Choose your preferred button design.

Do you want text or & picture on the button?

OIext  NextRecord

If you choose Text, you can type the text to display. If you
choase Ficture, you can dick Browse to find a picture to display.

® e Amow Right

rowse. .
[T]show All Pictures
R R

Figure 46 - Button Design

6. Click Next.
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7. Inthe Command Name Field, enter a meaningful name that will help you refer to the button

from the properties sheet.

What do you want to name the button?

INext Button|

earlier versions.,

A meaningful name will help you to refer to the button later.

<

That's all the information the wizard needs to create your
command button, Mote: This wizard creates embedded
macros that cannot run or be edited in Access 2003 and

Figure 47 - Button Name

8. Click Finish.
9. Your button will appear on the form.

Figure 48 — Record Navigation Button
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Creating a Back Button to Navigate to Previous Records
The following explains how to add a back button to navigate to previous records:
1. From the Design tab, click the button icon.

H | F&l O ﬁrtop - - Form Design Tools Databasef : Database- C:\User...

Home Create External Data Database Tools m Arrange Format Q Tell mew

delL o .h)
D | B colors ~ % Aa /:.\ E . ET:: DD = r
— 1

==
View  Themes [4 - \ o nsert Add Existing Property Tab -
- - Bz Image - E Date and Time Fields | Sheet  Order “%
Wiews Themes Caontrols Header / Footer Tools

Figure 49 - Button Icon

2. Your cursor icon will change to display the Button icon. Hold the left mouse button and drag to
draw a button on the form. Release the left mouse button when finished drawing your button.

it e e

Figure 50 - Drawing a Button
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3. The Command Button Wizard will appear. Under Categories, select Record Navigation, and

under Actions, select Go To Previous Record.

[
Command Button Wizard

What action do you want to happen when the button is
pressed?

Different actions are available for each cateqory.

Categories: Actions:

Find Next

Find Record
Go To First Record
Go To Last Record

Form Operations
Report Operations
Application
Miscellaneous

4. Click the Next Button.

Figure 51 - Go to Previous Record

5. Choose your preferred button design and click next.

g

. Command Button Wizard

Do you want text or & picture on the button?

If you choose Text, you can type the text to display. If vou
choose Picture, you can dick Browse to find a picture to display.

e

Go To Previous

[|show All Pictures

Caricel H < Back ‘[ Nest > H Finish

R  ——

B

Figure 52 - Button Design
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6. Inthe Command Name Field, enter a meaningful name that will help you refer to the button on
the property sheet.

What do you want to name the button?

A meaningful name will help you to refer to the button later.

IF‘rE'-.-'iDus Eiuth:un| I +

That's all the information the wizard needs to create your
command button. Mote: This wizard creates embedded
macros that cannot run or be edited in Access 2003 and
earlier versions.

Figure 53 - Command Name Field

7. Click Finish.
8. Your button will appear on the form.

WGrdustion ba

Figure 54 — The Previous Button
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Saving the Form

The following explains how to save the form.
1. Click the File tab.

E [ | E':‘ D Eﬁ# - - DatabaseT : Database- CAL... Form Design Tools
File Home Create External Data Database Tools Arrange Format
e
=EliE o é
susnan .f'a—i'b.

. 5 (@bl Aa = (7] @), (el B - i
View  Themes Ermlco Insert

- - Image* =
Views Themes Contrals

Figure 55 - File Tab

2. The backstage view appears. Click Save.

Figure 56 - Click Save

3. The Save As window appears. Enter a name for the form and click the OK button.

= —
Save Az @lﬁ

Form Mame:
Student Information|

Figure 57 - Saving the Form
Note: It may help you stay organized if you name the form the same name as the table that the form is

associated with.

Page 27 of 33



To close the form, click the X in the upper-right area of the form.

O

H & F!:' O !rtar’ - - Database? : Database-... Form Design Tools

' Tell me.. EvanR At.

File Home Create External Data Database Tools Arrange Format !

Pt - ] (|

D 2] Themes IT D i Logo DD D:IES 5
Wi nCoInrs' < n Is 1 01 ide Add Existing P Tab 5"

1ew ontrols  Insert ) 1sting Property Ta 5

- [A] Fonts~ ~  Image~ E% Date and Time Fields Sheet  Order &
Wiews Themes Controls Header / Footer Tools -

o] 8| Student Information %

All Dates 9« |3 -
Search. yel e e R R B B
Today 3

E:'j Student Information

@ Student Information _

Figure 58 - Closing the form

5. To open the form, double-click the form name under your Access Objects.

O

qr:ar’ - - Database? ; Database- C:\Users\eatkin\Documents\Data...

Create External Data Database Tools Q Tell mie what you want to do... Evan R Atkin

£ Past Filter

Views Clipboard e Sart & Filter Recards Find Text Formatting ~
All Dates @ «
| Search. Fel

Today *

j Student Information

=] Student Information

Figure 59 - Opening the form
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Searching for a Record

The following explains how to search for a record in Access.

1. Click in the field where you are searching for a match. For example, if you were searching for a
person’s last name, you would click in the field for last name.

Student Information Table

Student D |[New)

First Name :

Last Name | —
oo E—

Campus EEast Campus

Date of Blrth

Account Balance Due 150,00
Application Recieved ||
Expected Graduation Date

Previous Record Kesxd Recard

Figure 60 - Select a Field

2. On the Home tab, click Find.

E [ | EO:' D ‘rtor‘ — Database’ : Database- C:'\Users\eatkinDocumentshDatabased.accdb (Access 2007 - 2016 file foi

File Create External Data Database Tools @ Tell me what you want to do...

E '“'D Cut Y 2] Ascending T Selection - @ New Totals p 30 Replace
E)

il Descending o Ad d- 5 W Spelli > GoTo~
Cop &4 Descendin ] Advance o Save ellin oTo
View Paste . Filter 9 Refresh B ? Find
= = Format Painter Remove Sort Toggle Filter All~ Delete More [3 Select~
Views Clipboard P} Sort & Filter Records Find

Figure 61 - Find Button

3. The Find and Replace window appears. In the Find What field, enter the item that you are
searching for (e.g. last name).

KlFmd and Replace M‘

Find | Replace

Find What:  |Shepard |Z| I
Cancel

Look In: Current field ] E
Match: Whole Field |Z|

Search: :AII E
[TMatch Case  [¥] Search Fields As Formatted

Figure 62 - Find and Replace Search Window

4. Click Find Next.
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5. The item that you are searching for will appear on the form and be highlighted.

Student Information Table

Student ID 3

First Name William
Last Name

Campus Marietta
Hometown Atlanta
Date of Birth 9/4/1995
Application Received v
Account Balance Due $1,000.00

Expected Graduation Date |5/20/2019

4 2

Figure 63 - Search Results

6. Click the Find Next button in the Find and Replace window to go to the next match. When no
more matches can be found, a message will appear indicating the search item was not found.

Attaching Photos to a Record

In many situations, it is helpful to attach a photo to a record. The following will explain how to create a
photo field as an attachment, add the new field to a form, then upload a photo to the record.

1. Open the table where you wish to attach photos to a record.

All Access Obje... @ «
Search. yei
Tables -3
Iﬁ Student Information

b

Forms

E Student Information

Figure 64 - Double click the Table to Open

2. On the Home tab, click View.
3. From the drop-down, click Design View.
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4. The design view will open. In a blank field under the Field Name column, create a Photo record.

Field Mame Data Type
# |student ID AutoMumber

First Name Short Text

Last Name Short Text
Hometown Short Text
Campus Short Text

Date of Birth Date/Time
Application Recieved Yes/No

Expected Graduation Date Date/Time
Account Balance Due Currency

IPhcrtc|| I F

Figure 65 - Photo Record

5. Change the data type to Attachment.

Field Mame Data Type
% Student ID AutoNumber

First Name Short Text
Last Mame Short Text
Hometown Short Text
Campus Short Text
Date of Birth Date,/Time
Application Recieved Yes/MNo

Expected Graduation Date Date/Time
Account Balance Due curren

Figure 66 — Attachment

6. Save the Table (See Saving the Form for more information).
7. Open the form you wish to add the photo field to.

8. Add the new photo field to the form using the Add Existing Fields tool (See the section on
Adding Fields to the Form for more information).
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9. Once the photo field has been added to the form, resize the field to make certain the area that
will contain the photo is large enough to see the image.

tudent ID

First Name

xpected Graduation Date
P

Figure 67 - Adding the Photo Field into the Form

Once the form is complete and you are entering the data for the record, do the following to attach the
photo to the record:

10. In the Form View, double-click inside the photo field box.

Previous Record : Next Record

Photo

—

Figure 68 - The Photo Field
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11. The Attachments window will appear. Click Add.

-
Attachments | J

Attachments ([Double-click to open)

[ 0K | | Cancel

Figure 69 - The Attachments window

12. The File Explorer will open. Browse to the photo on your computer and select the photo.

13. Click Open.

14. You will return to the Attachments window, and the selected picture will be ready for upload.
15. Click OK.

-
Attachments !

Attachments (Double-click to open)

[l cippyipg | Add..
Bemove

JIpEN
Save As.. |
| save Al

Cancel |

[ ok

Figure 70 - Click OK

Additional Help

For additional support, please contact the KSU Service Desk:

KSU Service Desk for Faculty & Staff

e Phone: 470-578-6999
e Email: service@kennesaw.edu
e Website: http://uits.kennesaw.edu
KSU Student Helpdesk
e Phone: 470-578-3555
e Email: studenthelpdesk@kennesaw.edu
e Website: http://uits.kennesaw.edu
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