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Opening an Existing Database

Open Access and
select the Address
Book database
listed In the recent
database list.
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In the Menu
Ribbon, select
Create.

Click on Form.

Create a Basic Form
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iCreate a form that lets you enter

Allsiables information for one record at a
time.
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The Form
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Entering the From Design View

To reposition
and change
the size of the
labels and the
textboxes, we
select the
Design View
tool on the
Menu Bar.
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Moving Form Objects

Click on the Form just to the upper left of the label Home Phone Number
and holding down the left button, make a window around the field object
on the form. When the mouse is inside the selected area, a black move
arrow appears.
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Moving Form Objects (cont.)

Click and hold down the left mouse button and move the
object up to above the Cell Phone Number textbox and let
go. The Home Phone Number will be on the top of the list.
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The Finished Form

Click on the View button and select Form to return to entering data into
the form. After keying in data for a record, press the arrow to the right of
the 1 and the second record will appear. The first record is
automatically saved. Enter in 100 records to make a good address

book.
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