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Opening an Existing Database

Open Access and
select File on the
Menu Bar and
choose Open. The
Open window will
appear, so pick the
address book
database and the
Open command
button.
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Opening an Existing Database
(cont.)

x
Answer yes to do e =

you want to block S
unsafe expressions.

Security Warning: Unsafe expressions are not blocked.

Do wou wank ko block unsafe expressions?

ko Help

For individuals who answer yes, but the system administrator
has not authorized the system setting, press OK

Microsoft Office Access X X|

"j Microsoft Office Access cannot change the registry setting that controls whether or not unsafe expressions are blocked.

Your accounk is nok authotrized to change this registry sekting, To change this setting, conkack your system administrator,

Help |




Opening an Existing Database
(cont.)

Microsoft Office Access x|

S i n Ce th e u n Safe Security Warning: Unsafe expressions are not hlocked.
To block unsafe expressions, Microsoft Jet 4.0 Service Pack S or later must be installed. To get the lakest wersion of Jet 4.0, go ko
eX p reSS i O n S are ! E http: fiwindowsupdate . microsoft, com.
'Ci\Documents and Settings)crobbinscoi01iMy Documentstaddress book.mdb' may not be safe ko open if it contains expressions that were intended
n Ot b I OC ked We to harm your computer, Do you wank ko open this File?
) Hide Help <= Opern in Help Window
g y Microsoft Jet 4.0 Service Pack 8 or later must be installed 1o block unsafe expressions without affecting common

Warnlng . PreSS functionality.

O K The latest Microsoft Jet 4.0 service pack is available from Windows Update.

To block unsafe expressions, see the About Microsoft Jet Expression Service sandbox mode Help topic, which is available
from the link at the bottom of this topic.

If the service pack is not applied: -

Finallv. to open x
y’ p Cpening "CDocuments and Settingsicrobbinsccin 1My Documentstaddress

the database, book, "
press the Open
CO m m an d bUttO n . This file may nok be safe if it contains code that was intended to harm wour

compuker,
Do ol wank to open this file or cancel the operation?
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Create a Basic Form

Choose Forms
from the list of
objects on the
main menu.

Double click on
Create form by
using wizard.

& address book : Database {Access 2000 file format)
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Select the Fields for the Form

Make sure the table
and queries list box
should say Table:
Address book. Then
we move all of the
available fields from
the left list to the right
by pressing the double
arrays (>>).

Press Next.
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Tables/Cueries

Wihich figlds do wou wank on wour Form?

|Ta|:n|e: Address Book

By ailable Fields;
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Selected Fields:

Zip Code

Counkry

Haome Phone Murmber
Cell Phone Mumber
Wiark Phone Murmber
Personal Email
Prafessional Ermail

-

You can choose From more than one table or query.
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Select the Layout for the Form

There are multiple
types layouts for the
form such as columnar,
tabular, datasheet,
justified , pivot table
and pivot chart.

Select Columnar and
press Next.

What layout would you like For your Farm?

" Iustified
L PivokTahble
" Pivokchart
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Select the Background for the Form

There are multiple Formwizard
backgrounds for the =

form such as blends,

blueprint, expedition, o
industrial, international, /el

rice paper, sandstone,

standard, stone and L

Sumi painting.

Pick a background that ] el || ks

IS not busy and will
make the from hard to
read. Then select Next.



Select the Name for the Form

Wi'hat kitle do you wank For wour Farm?

Type Address Book
Form for the name of
the form.

!.ﬁ.ddress ook Form|

That's all the information the wizard needs to create wour
Forrn,

Do yiou wank o open Ehe form or modify the Form's design?

Press Finish.

o Cpen the Form to wiew or enter information,

= Maodify the form's design.

[™ Display Help on working with the Form?

Cancel + Back Mexk = Einish




The Form

- EE Address Book form =10] x|
H e re I S th e 4 Last Name [Robhing | work Phone Numb)|
First Name | | Personal Email |

fi n i S h e d fO rm M.I. |:| Professional Email |
. Street Address | | Brithday [

City | |
State

Zip Code |:|

Country | |

Home Phone Numl:|:|

Cell Phone Number| |

Record: HI L II 1 » |H|HE| of 1




Entering the From Design View

Microsoft Access

TO re pOSition : File Edit Wew Insert Format  Records  Tools  Window  Help
I - (2 -y EEE A4 L T ED
and Change BHHR GRY sam(9 8 3 vaT #arx Do of

o ViEw

the size of the |[==to

fiopen &ZDesign Fpew | X | 2z T
labels and the  §ae g oo
textboxes, we W o
select the
Design View
tool under File
on the Menu e

Z2ip Code

B ar . Country
Home Phone Numl:l:l

Cell Phone Numbet|

Queries

Forms EE Address Book form
Reports B\ ot hiame F: obbig] work Phone Numbl

Pages First Name | | Personal Email |
Macros M.I. |:| Professional Email |
Madules Street Address | | Brithday |
Apt No.

B U g B ||

Record: H| 1 || 12 |H|HE| of 1




Moving Form Objects

Click on the Form just to the lower left of the label Birthday and holding
down the left button, make a window around the four field objects on the
form. When the mouse is inside the selected area, a black hand
appears. Click and hold down the left mouse button and move the
objects down two spaces as shown.

EEl Address Book form : Form i =10 =l
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Moving Form Objects (cont.)

Repeat the same process with the two telephone labels

and textboxes in the left column of the form and move them
to the open position above Work Phone Number.
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Resizing Text Labels

Use another window to just highlight the text labels as shown. The sizing
handles will appear around the labels. Place the mouse on the middle
left sizing handle a the black two sided arrow will appear. Pull the label
to the left so we can read the entire field name.
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Resizing Textboxes

Use another window to just highlight the textboxes as shown. The sizing
handles will appear around the labels and textboxes. Place the mouse on
the middle right sizing handle a the black two sided arrow will appear. Pull
the label to the right so we can read the entire email address and birthday.

EE Address Book form : Form
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The Finished Form

Click on the Form View icon below File on the Menu Bar 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.

[Eadaressookiorm Y
> Last Name ISrnith | Home Phone Number  |(614) 999-8865 | =
First Name {John | Cell Phone Number |(F14) 999-8557 |
M.L. Work Phone Number - |(614) 999-8866 |
Street Address  [1234 High St. | Personal Email lmnitty@gmail.com |
Apt No. Professional Email lisrnith@bigompany, corn| |
City IColumbus | Brithday | Thursday, January 01, 1976
State
Zip Code
Country s,
recards 4| [ 1 o eafe#|of 1 =
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