Unit 07-Database


How to make a form and customised the form
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To make a form, open up Microsoft access and click on Form wizard. Click onto create a form by using wizard.





This window will then come up. Click on to the fields you want to be shown on the form. Then click onto the single arrow to select some of the fields. To select them all, click onto the double arrow. Click next.





Then select a layout for the form. Then click next.





You can then change the style of the form .Then click next.





The form will then need a name. Give it a suitable name and then click finish.





This is my form which I have just made. To make changes to the form, click this button which is located at the left hand side of the toolbar.





I can now make changes to the form by using the tools.





To change the font colour, right click onto the text and click onto font colour. Then select the colour .It will then be viewed in the colour that you chose.





To change the back colour of the text box, right click onto the box and click on fill/back colour .Then select the colour you want the box to be.





I have now changed my form to how I want it. I have also changed my font by selecting the box which it is in and selecting the font from the drop down box.








