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You can change the type of control used to display a field. For
example, you can change a Combo Box control to a List Box control
or a simple Text Box control. You are going to open an existing
form and then change some of the controls on the form.

1. Open the More Controls database file.
On the Database window, select the Forms tab.

2
3. Open the StudentCourses form in Design view.
4

If necessary, resize the window so you can see all
controls.

This form is based on the Courses table. At this time,
notice that the bound controls are all text boxes.

Combo Box
Controls

As you have seen, if a field is formatted as a Combo Box in Table
Design view, it will be formatted in the same way in Form view. If
a field is not already formatted as a Combo Box, you can use Form
Design view to format it in this way.

You are going to format the Department Text Box control as a
Combo Box. The Combo Box will simply display a list of
appropriate department values. The list will come from a value list
that you create.

1. Rather than delete the existing control and use the
Combo Box button on the Toolbox toolbar to begin
creating a new control, you are simply going to
reformat the existing Text Box control.

Select the Department Text Box control.

2. On the Format menu, point to 'K
a ext Box
Change To. A
Notice that the submenu — |EHl| List Box
contains all control types used EB| comboBox
on forms. Since the Department || checkBox
-
field is a Text data type, only - Toagle Butten
certain control types are (6] ceren Burten
B &l mage
available.
| Command Button

3. On the submenu, choose Combo
Box.
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The field has the appearance of a Combo Box
control, because of the arrow
indicating a drop-down list box.

If the Department field were
already formatted as a lookup field, Access would
use its lookup properties. Since this is not the case,
you must define the lookup properties on the form.

4. If necessary, click the Properties button to display
the Properties window.

5. Select the Format tab.

The Format options are not much different from
what you used in the previous lesson. Since you are
formatting a Combo Box, notice the Column Count,
Column Heads, Column Widths and List Rows options.
These are the same options that appeared when you
formatted a lookup field in Table Design view.

E’ Combo Box: Department

|Department v |
Format | pata [ Event || other | &l |
Farmat . oo e
Decimal Places . ... .00 Auto
Column Counk oo 1
Colurmn Heads . ... .00 0 Mo
Column widths . ..o
ListkRows . oo S
Liskwiidth . ..o Auto
Misble ..o ‘es
Display When . ... 0000 Alwavs
Left ..o 1.4583"
TMEDooooooooooonono0na 0.6657"
width ..o 1"
Height . . .............. 0.1667"
BackStyle . ... ... Mormal
BackCalor ..o oo 16777215
Special Effect . .. .. ... .. Sunken
BorderSkvle . . ... Transparent
Border Color ..o 0
Border Width ..o Haitline
ForeCalor . ooves o 0
FontMame . ... MS Sans Serif
FonkSize . .........00 0 S
Fonkeight . ... ... ... . Morrnal
FonkTtalic . ... .00 Mo
Font Undetling o000 Mo
Texbdlgn. . ............ General
Reading Order ..o u Conkesxt
Keyboard Language . ... ... Syskem
Scroll Bar &lign ... ... ... System
MNumneral Shapes . ... .00 System
IsHypetlink . . ........... Mo

6. The Combo Box will contain a list of appropriate
departments, so you will need only one column.

Verify that the Column Count option is set to 7.
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7. Select the Data tab.

The control remains bound to the Department field.
This means that Access will store contents of the
Combo Box in the Department field.

E Combo Box: Department

|Department L3 |

|F0rmat| Data | Event || Other al |
Control Source .. ... ...

Input Mask . . . ..

Row Source Type |

Row Source . ... o
Bound Column . v 1
Limit Talist . .......... . Mo
AutoExpand . ... Ves

Default Walue oo
Validation Rule o0 oo v u s
Validation Text o000
Enabled .. . ..

Locked . . .
Smart Tags

8. The Combo Box will display values from a list that you
create.

Set the Row Source Type option to Value List.

9. The values are entered in the Row Source property. Be
sure to separate them by a semicolon.

In the Row Source property, type: Art; English;
History; Mathematics; Music; PhysEd; Science

10. Since there will be only one column in the Combo Box,
you should verify that the Department field will be
bound to that column.

Verify that the Bound Column option is set to: 1
11. You are going to take a look at the Combo Box.
Save changes to the form design.

12. Switch to Form view.

Notice the example of the form.

B2 StudentCourses : Form

Student Courses Offered 8/9/2007 6:43:33 PM
»
CoaurzelD I ;!: l “ CourseMame: Swinming
Drepartment: IF‘hysEd ~ ™ Required
Credits: i3]
Weight: 1

Recard: (14] 4 T (e of 75
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13. Use the Record Control buttons to scroll through
twenty to thirty records.
Notice that the contents of the Combo Box change as
you reach courses in different departments.
14. Click the Department Combo Box.
Notice the items in the value list At
that you defined. "Sh
1Z00 |'_Ir|
15. Tap the ESC key to close the Mathematics
Combo Box without makin Husic
4 Phy:Ed
changes. Science
—
1
List Box Whereas a Combo Box control allows you to either type in a value
Controls manually or select it from a drop-down list box, a List Box control

allows you to select only from a list of items. List Box controls

cannot accept values that are typed manually.

You are going to change the Department field from a Combo Box
control to a List Box control.

1.
2.

Open the StudentCourses form in Design view.
Select the Department Combo Box control.

On the Format menu, point to Change To and then
choose List Box.

Notice that the
control has
expanded to
become a multiline
contro. —

Tip: To create a List
Box control from scratch, you could use the List Box
button on the Toolbox toolbar.

Resize the Department List Box control so that it
does not cover the Credits Text Box control.

Since you changed only the type of control used to
display the Department field, the properties that you
applied earlier remain.

If necessary, select the Data tab on the Properties
window.
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Notice that the Row Source Type is still set to Value
List and that the Row Source property contains the
items that you entered earlier.

6. You will not bother saving changes to the form design.

Switch to Form view.

Notice the List Box control. =™ | [Histary ~

Mathematics -

7. Use the Record Control buttons to Music =

scroll through twenty to thirty _
records.

Notice that the highlighted item in the List Box
control indicates the Department of the selected

course.

.|

Check Box By default, Access displays Yes/No data types using a Check Box
Controls control. A check mark inside of the control indicates a value of Yes

(or True); no check mark indicates a value of No (or False).

1. The StudentCourses form should be open in Form
view.

2. Scroll through the records.

Notice the check mark that appears
inside of the Required Check Box
control whenever a required course is
displayed.

¥ Fequired

Tip: To create a Check Box control from
scratch, you can use the Check Box button —
in Form Design view.

=l

3. Switch to Form Design view.

Notice the Check Box control in
design view.

Note: By default, dragging a Yes/No field from the
Field List to the form design creates a Check Box
control.
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You can also use an Option Button control to display Yes/No data
types. As you will learn Option Button controls can be used in

many other situations.

1. You are going to use a Shortcut menu to change the
type of control used to display the Required field.

Right-click the Required Check Box bound control.
(Be sure to point to the box itself, not its label.)

2. On the Shortcut menu, point to

Change To.

Notice that only two options
are available. Yes/No data

N

types can be displayed only with

Check Box, Toggle Button or
Option Button controls.

3. Choose Option Button.

abl

BBl @ N KL

Text Box
Label

Lisk B
Combio Box
Check Box.
Toggle Button
Option Butkon
Image

Command Bukton

Notice the Option Button control. —

4. Switch to Form view.

Notice the Option Button control

in Form view. When a course

is

required, the Option Button will fill in

to indicate this.

5. Scroll through the records of the table.

Notice that the Option Button control

fills in when a course is required.

€ Required

¢ Requied

Note: Usually, Option Button controls are used to
display a selection from two or more mutually

exclusive choices related to a single field. For
example, you could have used an Option Button
control to specify the Department control When used
in this fashion, Option Buttons are often included
within an Option Group, which you will learn about

shortly.

You can also display Yes/No data types using a Toggle Button
control. A Toggle Button control that appears “pushed in”

represents a value of Yes. A Toggle Button that does not appear

pushed in represents a value of No.
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You are going to use a Toggle Button control to represent the
values of the Required field.

1.
2.

Switch to Design View for the StudentCourses form.

Your Toggle Button control will contain the caption
Required. Therefore, before you create it, you are going
to delete the Required Label control.

If necessary, select the Required Label control.
Tap the DELETE key.
The label is removed from the form.

Note: If you accidentally deleted the Option Button
bound control, choose Undo on the Edit menu. Click
the Label control to select it and then try again.

Right-click the Required Option Button control.

On the Shortcut menu, point to Change To and then
choose Toggle Button.

Notice the Toggle Button control. ——

You are going to format the Toggle Button
control.

If necessary, display the Properties window.

On the Format tab, set the Caption property to:
Required
The Caption property will appear on the Toggle
Button control.

Tip: You can use the Picture property to place a
picture on the Toggle Button. You can choose one of
the preset pictures or you can specify your own
picture.

Instead of dragging the control's sizing handles, you are
going to use the Properties window to resize the
control.

Change the contents of the Width property to: 0.67
Change the contents of the Height property to: 0.25

Switch to Form view.

Notice the format of the Toggle

Button control. Required |
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11.  Scroll through the records of the table.
Notice that the Toggle Button
control appears pushed in ——— [ Requred
when a course is required.
12. Close the form window without saving changes.
Adding Option groups are designed to display related values — such as
rade levels or departments — as a collection o eck Box, Option
Option grade levels or dep llection of Check Box, Opti
Groups Group, or Toggle Button controls. When related values are

displayed within an Option Group, selecting a value is as simple as
clicking the appropriate control. You are going to add an Option
Group to the MathTeam form.

Double-click the MathTeam form object to open it
in Form view.

Notice the form.

B MathTeam E”E|
Math Team Members

-

StudentiD I i]i iﬁ] v

PaidDues? v

Level I 3

Record: E 4 I—lz]m[ﬁ] of 3

Use the Record Control buttons to navigate through
the records of the table.

Notice that the Level Text Box control contains one of
three different values.

You are going to create an Option Group of three
Option Buttons for the Level field.

Switch to Form Design view.

If necessary, resize the window to see all of the
form design.
Notice that the Level field is bound to a Text Box
control. Normally, you would not have a Text Box
and an Option Group bound to the same field. To
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help you understand how the Option Group works,
however, you will leave the Text Box control.

You can create an Option Group manually or with a
wizard. You will start by creating one manually.

On the Toolbox toolbar, verify that the p
Control Wizards button is not selected. N

When selected, the Control Wizards button will
cause wizards to begin automatically when some of
the other buttons on the Toolbox toolbar are used.

On the Toolbox toolbar, select the e
Option Group button. I_’l

The easiest way to create an Option Group that is
bound to a field is to drag the field from the Field List
to the form.

Verify that the Field List is displayed. — LGS
It may be behind a window.

With the Option Group button
selected, drag the Leve/ field from the
Field List to the form design, just
below the Level Text Box control.

Notice the Option Group frame.— |::;

The Option Group frame
organizes the related values for
the bound field. Inside of the
frame will be a series of check
boxes, option buttons, or toggle

buttons to represent the possible values — in this
case, the possible math team levels. Only one of the
values within the Option Group frame can be
selected at a time.

You are going to take a look at the properties for the
Option Group.

With the Option Group frame selected, use
ALT/ENTER.

The Properties window appears, if it was not
already displayed.

Tip: ALT/ENTER is a shortcut for displaying the
properties of any selected object.

On the Properties window, select the Data tab.
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12.

13.
14.

15.

17.

Notice that the Control Source is set to Level. When
you create an Option Group, it is the frame — not
the individual controls within the frame — that is
bound to the field.

In addition to the Option Group frame, Access created a
label. Normally, the label text would be the name of
the bound field. Since there is already a control named
Level on the form, however, Access uses generic text.
You are going to change this.

Select the Label control that is on the
Option Group frame.

On the Properties window, select the
Format tab.

Change the Caption property to: Level

With the label still selected, on the Format menu,
point to Size and then choose 7o Fit.

The size of the label is adjusted.

There are three different math team levels — Beginning,
Intermediate, and Advanced. To represent these levels,
the numbers 1, 2, and 3 are used, respectively. You will
need three Option Button controls to represent the
possible values of the Level field.

On the Toolbox toolbar, select the Option
Button button. @

The pointer appears as a
crosshair with an Option Button

symbol attached to it.

Point to the upper left corner of
the Level Option Group frame.

Once you place the pointer in the

group frame, notice that the entire frame is
highlighted. This indicates that the Option Button
control will be placed inside of the frame, becoming
part of the Option Group control.

Click.

An Option Button control is
created within the frame,
along with a generic label.
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19.

20.

21.
22.

23.

24.
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You are going to format the Option Button that you just
added.

On the Properties window, select the Data tab.

Notice the Option Value property.

|Opti0n26 v|
|F0rmat| Data | Event | Other | &l |
OptionWalue . ...

Enabled . ... 0o Yes

Locked oo Mo

Each Option Button control within the frame is
assigned an option value. When an option is selected,
its Option Value is what is actually stored in the
bound field. The Option Value can only be a Long
Integer Number, meaning that it can range from
about negative two billion to positive two billion.

If the first Option Button control is selected, Access
should store 7 in the Level field.

Verify that the Option Value property contains: 1

So that the user will know that this Option Button
corresponds to a Beginning level, you are going to
change the label used for the control.

Click the label for the Option Button control to
select it.

On the Properties window, select the Format tab.

Change the contents of the Caption property to:
Beginning

On the Format menu, point to Size and then choose
To Fit.

Notice the new label :
for the Option Button control. =™}
Although it will appear that a value
of Beginning is being stored in the

Level field, Access will actually store

a value of 1 when this control is
selected.

You are going to add the second Option Button control
to the Level frame.
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25.

26.

27.

28.

29.

30.

31.

32.

33.
34.

On the Toolbox toolbar, select the Option Button
button.

On the Form Design window, point to the Leve/
frame.

The frame highlights, indicating that the control will
become part of the Level Option Group.

With the cross hair positioned below the first
Option Button control, click.

A second Option Button control is created. This
button will correspond to a Level of 2 (or
Intermediate).

If necessary, position the control and the label so
that they line up with the first Option Button
control of the frame.s

On the Properties window, select the Data tab.

Notice that the Option Value is already set to 2.
Access changes this automatically as you add
controls to the Option Group. Keep in mind that you
can change this value to any long integer.

You are going to change the label that is used with this
control.

Select the label for the Option Button control that
you just added.

On the Properties window, select the Format tab
and change the Caption property to: Intermediate

The Size to Fit command also appears on a shortcut
menu.

Right-click the caption. On the shortcut menu,
point to Size and then choose To Fit.

Using the same techniques as above, add a third
Option Control button to the frame. The button
should have an Option Value of 3 and a label of
Advanced. You may have to increase the size of the
form design window.

The Level Option Group
should look like this:

Save changes to the form design.

Switch to Form view.



168 Microsoft Access 2003 - Intermediate

35. Navigate through some of the records and compare
the contents of the Level text box with the contents
of the Level option group.

Notice how the option button corresponding to the
Level setting is selected.

EE MathTeam

Math Team Members
4 StudentlD I m@i ~

Paidliues? v

Level: I 2

Lewel

" Beginning

# Intermediate

" Advanced

Record: EE I—S @mﬁ] of &

Once again, if the Beginning option button is
selected, the value corresponding to this option
button is what is stored in the Level field. Since you
set this Option Value to be 1, this is what Access
stores in the Level field when the Beginning option
button is selected.

36. Close the Form View window.

1

The Option The Option Group Wizard walks you through the process of creating

Group Wizard an Option Group control. You are going to use the wizard to create
an option group that is bound to the Grade field.

1. Double-click the Studentinformation form object to
open it in Form view.

Notice the form created from the Students table. The
only field that the form is missing is the Grade field.
You are going to put this field on the form using an
Option Group.

Note: The rectangle around the DOE, Feeder, etc.
fields is not an Option Group frame. It is simply a
rectangle created with the Rectangle button on the
Toolbox toolbar.

Tip: Usually, you can tell the difference between an
Option Group and a rectangle because an Option
Group has a text label over the top of the frame.
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6.

ES Students

Student Information

StudentlD I I:I:“

il

Lastame IYoung
FirstM ame IJamaaI

DOE | ERED

Feeder IBAS—
DOE 4/15/1928

HomeRoom I—SBD

Advizor lStover—

Record: E b I 1 E]mﬁ] of 20

Switch to Form Design view.

To create an Option Group using the wizard, the
Control Wizards button on the Toolbox toolbar
should be selected.

On the Toolbox toolbar, click the Control B
Wizards button to activate it. ‘”:\
As you will see, the Control Wizards button works
in combination with some of the other buttons on

the Toolbox.

On the Toolbox, select the Option Group p”
button. I_’l

You will create the Option Group in the empty area at
the left of the form.

Position the pointer just below
the FirstName label.

The pointer is in the shape of a crosshair
with an Option Group

symbol attached to it.

Normally, you would drag to create the option

group frame and then format the frame and its
contents accordingly. Since the Control Wizards
button is selected, however, all you need to do is
click the mouse and the Option Group wizard will
begin.

Click.

An empty Option Group frame is placed on the
form and the Option Group wizard begins. After a
few moments, the first dialog box appears.
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Option Group Wizard

An option group contains a sek of option buttons, check
boxes, or toggle buttons. You can choose only one option.

R
Ol 47 ]

(G
& What label do you want For each option?

[ Label Mames:

= Back Mext = Einish

7. The first dialog box asks you to indicate the labels that
should appear next to each option. You will need four
labels — one for each grade.

Type: 9th

As you type, a new row appears. You can add,
delete, and modify the label names using the basic
editing techniques that you use with datasheets.

8. Each label should appear on a new row.

9. On each row below 9th, type the other three grades
as follows:

Label Mames:

oth

10th
11th
A 12eh]
*

You have entered the four labels.

10. Click the Next button.
The second dialog box appears.

Option Group Wizard

Do wou wank one option to be the default chaoice?

BRI
B | ® s

i ©ffes, e defadk chaics s |

) ung wRuRg

) Mo, I don't want a default,

Cancel l[ < Back. ” Mext = ll Finish
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11.
12.

13.

14.

171

You are asked if you would like one of these options

to be the default choice. By default, Access suggests

the first option that you entered as the default.

On the dialog box, choose No, / don’t want a default.

Click the Next button.

The third dialog box appears. Here, you to specify

Option Group Wizard

R
(O
1

) RERY RERER

=1

=2
=3

Clicking an option in an option group sets the value of the
option group ko the value of the selected option,

‘that value do wou want to assign to each option?
Label Names: Yalues:
P [3th
10th Z
11th 3
12th 4

[ concel | [ <pack || mex> ][ Erish

)

the value that should be assigned to each option.

Once again, only one option within a frame can be

chosen. The value of the Option Group, then, is the

value that is associated with the selected option.

By default, Access assigned a value of 1 to the first
option, 2 to the second option, 3 to the third option,
and so on. You can change these values to any long

integer.

Change the first row of the Values column to: 9

If the option with the 9th label is chosen, Access will
place a value of 9 in the bound field.

On each row below 9, type the other three values

as follows:

Label Mames: YWalues:
ath 9
10th 10
11th 11
& 12th 1z]

Notice the label names and their corresponding

values.

Note: Each option must have a unique value
assigned to it.
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15. Click the Next button.
The next dialog box appears.

Option Group Wizard

‘fou can either store the value of a selected option in a Field,
T or use the value later to perform a task such as printing a
F uu wnn repork,

7 a wuy

s What do you wank ko do with the value of a selected ophion?
1

R ) QS ave the value For later use,
EEEERE] R B

OStore the walue in this field: StudentID -

’ Cancel ]’ = Back. ” Mext = ll Finish ]

You are asked if the selected value should be saved
for later (which would create an unbound control)
or stored in a field (which would create a bound
control).

16. Select Store the value in this field.

The drop-down list box next to this option allows
you to specify the field (from the table or query on
which the form is based) in which the value should
be stored.

17. Click the drop-down list box and choose Grade.

The Option Group control will be bound to the
Grade field.

18. Click the Next button.

This dialog box allows you to select and format the
control used in the Option Group.

Option Group Wizard

What bype of controls do you want in the option

group?

Sample ® {Option buttons

@ th [0 check baxes

O 10th [:] Toggle buttans

@) A What style would you like to use?
(®) Erched () shadowed
O Flat () Sunken
O Raised

Cancel ] l = Back. “ Mext = l [ Finish
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Only Option Button controls, Check Box controls, or
Toggle Button controls can be placed in an Option
Group (you cannot mix control types). Based on
your choices, Access will display a sample Option
Group in the dialog box.

Tip: As a general standard in designing interfaces,
Option Buttons are used to designate that only one
option of many can be selected, whereas Check Box
controls normally indicate that multiple options can
be selected. For this reason, Option Button controls
are used most often with option groups.

19. Click the various options and see the sample
change.

20. Verify that Options buttons and Etched are selected
and then click the Next button.

The final dialog box appears.

Option Group Wizard

‘what caption do vou want for the option group?

That's all the information the wizard needs to create vour
option graup,

'a! [ Display Help on customizing the option group,

’ Cancel ][ = Back. ] Mext =

You are asked to choose a caption for the Option
Group control. The caption is the text that appears
on the Option Group frame, in the upper left corner
of the control.

21. Enter a caption of: Grade

Note: The caption is mandatory — you cannot leave
it blank. As mentioned earlier, the text on the frame
helps to indicate that the Option Group represents a
single field, rather than a grouping of separate
controls.

22. Click the Finish button.
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23.
24.

25.

26.

Microsoft Access 2003 - Intermediate

Notice the Option Group control. ——

Access has formatted and sized the
control according to your selections
using the wizard.

Tip: To reposition the Option Group
control, click the frame to select the
entire control and then drag it to the appropriate
location, or use the ARROW keys to "nudge" the
control one grid unit at a time.

Save changes to the form design.

Switch to Form view.

Notice the Option Group control. — f_:ade ]

Sth
Instead of the grade appearing as a o 10k
number in a text box, it appears as a 1
selected option within the Grade & 12
option group.

Use the Record Control buttons to navigate through
several records.

Notice the Grade option change. Keep in mind that
when the 12th option button is selected, what is
actually being displayed is the value that you
associated with that label —namely 12.

Close the form.

Notes

Once again, it is important to consider an Option Group
control as a single object. If an option group is bound to a
field, it is the group frame that is actually bound to the field,
not the individual check boxes or option buttons.

As mentioned, the values of an option group can be only a
Long Integer Number data type, not a Text data type.

To delete an Option Group control, simply select the option
group frame and then tap the DELETE key. Of course, you
can delete an individual control within the option group by
simply selecting it and tapping the DELETE key.
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The Control Wizards button also works in combination with
the Combo Box and List Box buttons. Using these tools when
the Control Wizards button is turned on would begin the

Combo Box Wizard or the List Box Wizard, which you used

in Lesson 7.
I
Review In order to review the concepts presented in this lesson, you are
Exercise going to modify a form so that it includes some of the controls that

you just used.

Open the MoreStudentinformation form object in
Form Design view.

The Advisor field can contain only one of four values.
You are going to change the control to a Combo Box
control.

Use the Change To command to change the Advisor
Text Box control to a Combo Box control.

Use the Properties window to identify the Row
Source Type as a Value List.

Use the Properties window to identify the Row
Source as the following value list: Bennett; Duffy;
Normand; Stover

In the same way, change the Grade Text Box
control to a Combo Box control.

Format the Grade Combo Box control so that it
refers to the following value list: 9; 10; 11; 12

Finally, you are going to create an Option Group control
that is bound to the HomeRoom field.

Delete the HomeRoom Text Box control and its
label.

Create the following
Option Group control
(bound to the HomeRoom
field).
You can do this manually
or with the assistance of
the Option Group Wizard.

Tip: To format the option group control as indicated
above, you may need to first move the Option
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Button controls and then resize the option group
frame.

9. As you create the Option Group control, make sure
that the labels are associated with the following

values:
Label Value
Gould 250
Finn 251
Filler 253
Haskes 254
Quintana 360
Sleet 361
Minnio 363
Sutphen 364

10. Save changes to the form design.

11. Switch to Form view.

The form should look like the following.

EE Students

Student Information

StudentlD I I'I:]I

-

LastMame IYoung
FirstH ame IJamaaI
Homeroom ——————————————
© Gould & [uirtana D I 877200
 Firin © Sleet IRzl IEAS
DOE I 94151988
 Filler © Minnio
Advisor Stover v
o e
Haskes Sutphen Grade IT

Record: E b I 1 E][m[m of 20

12. Navigate through several records and notice the
controls you modified.

13. Use your redesigned form to add a new record to
the table.

End of Lesson 9



