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Overview 
 
Objective:  Participants will create a form and sub-form to collect data.  The data will be stored in a 

Table(s) in the database.  We will identify how to add a new field to a form.   

Supplies:  Pre-created List of Form Items or you can bring in a list of items you would like to see on a 

form. Optional:  Thirty minute lab time available immediately following 60 minute workshop. 

 

 
Objectives 
 
At the conclusion of this workshop, participants will have the knowledge and skills to: 
 

¶ Open an Access Database 

¶ Create a Form 

¶ Modify the design and style of a Form 

¶ Add data using a Form 
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Start Access 
You start Access in the same way that you start other Windows programs ï using t he Start 

button on the taskbar.  

To start Access:  

1.  Make sure Windows is running on your computer and the Windows desktop appear s 

on your screen.  

2.  Click the Start button on the taskbar to display the Start menu, and then point to All 

Programs to display the Programs menu.  

3.  Microsoft Access may be visible or you may need to open the Microsoft Office folder.  

4.  Click Microsoft Access to start Access.  

 

Forms 

A form is an organized and formatted view of some or all of the fields from one or more tables or 
queries. You can use forms to view your data, or as a more convenient way of entering data. A form is a 
database object that you can use to enter, edit, or display data from a table or a query. You can delete 
any forms without deleting data.  Forms feed into tables.  You can use forms to control access to data, 
such as, which fields or rows of data are displayed. For example, certain users might need to see only 
several fields in a table with many fields. Providing those users with a form that contains just those fields 
makes it easier for them to use the database. You can also add buttons and other functionality to a form 
to automate frequently performed actions. 

Think of forms as windows through which people see and reach your database. An effective 

form speeds the use of your database, because people don't have to search for what they 

need. A visually attractive form makes working with the database more pleasant and more 

efficient, and it can also help prevent incorrect data from being entered. Microsoft Office 

Access 2007 gives you new tools to help you create forms quickly, and provides new form 

types and featur es that improve the usability of your database.  

Create a Form 
Select the Create Tab.  Select the Form icon to create a simple form.  The options in the 

Forms Group are Form Option, Split Form, Multiple Items, PivotChart, Blank Form, More 

Forms and Form Des ign.  

 

Use the Form tool to create a new form 
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1.  In the Navigation Pane, click the table or query that contains the data you want to see 

on your form. In this case I have provided pre -populated tables to use.  

2.  On the Create  tab, in the Forms  group, click Form .  

 

Access creates the form and displays it in Layout view. In Layout view, you can make 

design changes to the form while it is displaying data. For example, you can adjust the size 

of the text boxes to fit the data, if necessary.  If Access finds a singl e table that has a one -

to -many relationship with the table or query that you used to create the form, Access adds 

a datasheet to the form that is based on the related table or query. For example, if you 

create a simple form that is based on an  Instructors and Departments  table, and there can 

be a one - to -many relationship defined between the Instructors and Departments  table, the 

datasheet display s all the records in the Instructors  table that per tain to the current 

Departmentôs record.  

Create a split form by using the Split Form tool 
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A split form is a new feature in Microsoft Office Access 2007 that gives you two views of the 

data at the same time  ð a Form view and a Datasheet view. 

 

 

The two views are connected to the same data source and are synchronized  with each other 

at all times. Selecting a field in one part of the form selects the same field in the other part 

of the form. You can add, edit, or delete data from either part (provided that the record 

source is updateable, and you have not configured th e form to prevent these actions).  

Working with split forms gives you the benefits of both types of forms in a single form. For 

example, you can use the datasheet portion of the form to quickly locate a record, and then 

use the form portion to view or edit the record.  

To create a split form by using the Split Form tool:  

1.  In the Navigation Pane, click the table or query that contains the data that you want on 

your form. Or open the table or query in Datasheet view.  

2.  On the Create  tab, in the Forms  group, click  Split Form .  

Access creates the form and displays it in Layout view. In Layout view, you can make 

design changes to the form while it is displaying data.  
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Building a Form with the Blank Form Option 
Building your first form with the Blank Form option will help you understand the variety of components 

that go into form design.  Click the Blank form command in the forms group on the Create tab.   

 

On the right side you will see a field list.  If you see a plus symbol next to the name of a table, click and 

Access will expand the list. Go to the View Option ς upper left of screen ς and change to Design View 

 
 
 
Drag the fields and labels from the available options that are on your right. 
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This is not very pleasing so we need to align and arrange the fields.   
 
First we will add a title to the Form.   Give it a name you like.  In the Design Tab you will find the 
Controls Group.  In the Controls Group the Title Command is available.  Select it and double click 
while in design view.  Type the title inside the label.  Select the Logo Command to add a Logo.  
Add Page Numbers, Date and Time if desired.   
 
Next select the first label/field by clicking on it and hold down the shift key while you select the 
other label/fields. You will see an orange border around the fields. 

 
 
bƻǿ {ŜƭŜŎǘ ǘƘŜ !ǊǊŀƴƎŜ ¢ŀōΦ  Lƴ ǘƘŜ /ƻƴǘǊƻƭ !ƭƛƎƴƳŜƴǘ DǊƻǳǇ ǎŜƭŜŎǘ ΨwƛƎƘǘ.Ω   bƻǿ ǘƘŜȅ ŀǊŜ ŀƭƭ 
ŀƭƛƎƴŜŘ ǘƻ ǘƘŜ ǊƛƎƘǘΦ  5ƻ ǘƘŜ ǎŀƳŜ ŦƻǊ ǘƘŜ Ψ[ŜŦǘΩ ŀƴŘ ǘƘŜȅ ŀǊŜ ŀƭƭ ŀƭƛƎƴŜŘ ǘƻ ǘƘŜ ƭŜŦǘΦ  Experiment: 

¶ Tabular option stacks the field and label on top of each other 
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¶ Stacked places the label and field horizontally 

¶ Control Padding places space between label and field 

¶ Control Margins push the label and field against or away from the box holding the data 

¶ Snap to Grid helps to align 

¶ Tab Order assigns the clicking order of the form fields 

¶ Control alignment options align to the left, right, top or bottom 

¶ The Size group stretches or reduces the size to Fit, to Tallest, to Shortest, to Grid, to 
Widest, to Narrowest 

 
Switch to Form View to see how your form is looking. 
 
aŀȅōŜ ȅƻǳ ǘƘƛƴƪ ȅƻǳǊ ŦƻǊƳ ƛǎ ǎǘƛƭƭ ǇǊŜǘǘȅ Ǉƭŀƛƴ ǎƻ ƭŜǘΩǎ ƎƛǾŜ ƛǘ ŎƻƭƻǊΦ  wƛƎƘǘ ŎƭƛŎƪ ƻƴ ǘƘŜ ōƻŘȅ ƻŦ ǘƘŜ ŦƻǊƳ 
and select Fill/Back Color. 

 
 
Now we can fine tune your labels and form fields.  Below are just some of the options available to use. 
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Add Form Field to an Established Form 
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First, you must add the Field to a Table in your database.  Now go to your Established Form.  Open in 

Design View.  In the upper right of your screen select Add Existing Fields. 

 

The Existing available Fields will display. Select and drag object to your form. Test your form to be sure it 

is still working. Now that your form is functional and beautiful we want this form to be the first and the 

only thing that users see. 

Displaying the Form 

Go to the upper left corner of the screen.  Select the Office Button .  Next open Access 

Options.  

 

Give your application a title.  Find an icon and select the form you want folks to see when they first open 

this database. 

This concludes this workshop.  I hope you have found it informative and that you will 

consider attending other MS Access workshops planned.   

ATS offers one - to -one and cohort/departments worksh ops.  Call for more information  
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