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CHUONG 4. BIEU MAU (FORM)

Form (biéu mau) la cong cu cho phép nguoi dung tao giao dién nhap dir liéu,
giap cho cong viéc nay tro nén thuén tién hon, tiét kiém thoi gian va han ché viéc nhap
sa1 dir héu.

Néi dung chuong nay dé cap dén cach thiét ké, chinh sira va trinh bay cac biéu
mau. Ngoai ra chiing ta ciing s& tim hiéu cach sir dung cac biéu miu dé nhap dir liéu
mo1 cho bang, xem thong tin, chinh stra dir liéu, hién thi thong bao, ...

4.1 GIOI THIEU VE BIEU MAU
4.1.1 Khii niém vé biéu méu

Biéu miu (Form) trong Access la mot cong cu thiét ké giao dién (cira so
chuong trinh - man hinh lam viéc) cho nguo sir dung co so dir liéu, la b phan giao
tiép giita nguoi dung vdi tng dung. Gitp ngudi ding nhin thiy va tiép cn co so dir

liéu mot cach truc quan, h;ip dan va hiéu qua hon.

4.1.2 Cong dung cua biéu méu

Co thé thiét ké Form cho nhiéu muc dich khac nhau:

- Hién thi va chinh sira dir liéu (thay déi, bo sung, xéa dit liéu) cua céc bang,
truy vin trong co so dir iéu.

- Nhap dir iéu mdn cho bang.

- Diéu khién tién trinh cua img dung.

- Hién thi cac thong bao [chiing han nhu man hinh luya chon cong viéc cén thue

hién, man hinh dang nhap hé thﬁng, man hinh giao dién chinh).

4.1.3 Két céu ciia biéu miu

Tit ca cac thong tin thé hién trén Form duoc chira trong nhimg dbi tuong duoc
gol la diéu khién (Control). Diéu khién co thé dung dé thé hién dir lidu hodc thuc hién
cac hanh dong hodc trang tri cho Form.

Form gfjm cac & diéu khién nhu: hop van ban (Text Box), nhan (Lable), nut

Iénh (Command Button), hop lua chon (Combo Box), hop danh sach (List Box), ...

Vi du:
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Hinh 4.1. Biéu mau dang columar

Cong dung cua céic & diéu khién:

- Thé hién dir liéu: cic thong tin trén Form cé thé ]5}-’ dir liéu tir mot bang hay
truy vén ngui’m nhung ciing c6 thé déc lap dbi vai ca bang va truy vin (chidng han nhu
man hinh diing nhap hé théng, man hinh giao dién chinh). Cac 6 diéu khién co thé lién
két voi cac truong (Field) cua bang hodc truy van ngudn dé thé hién dir lidu va cap
nhét dir liéu vao cac truomg nay. Co thé ding hép van ban dé thé hién két qua cua tinh
toan.

Chii ¥: néu dir liéu ngudn la cic Field trén mét bang thi lay bang dé lam dir liéu
ngudn, néu dir liéu nguén la cic Field trén nhiéu bang hodc céc truong tinh toan chua
co trong bang thi nén tao Query lam dir liéu ngué-n cho Form.

- Thyre hi¢n hanh déng: cac nat 1énh co thé gf'in vl mot Macro hodc mét thu tuc
xtr Iy su kién. Sau dé mdi 1an bam chuét vao nat [énh thi Macre hodc tha tuc sy kién gin
v né sé thuc hién. Co thé sir dung cac nit 1énh dé c6 menu don gian cho chuong trinh

- Té chire chwong trinh: giao dién chuong trinh c6 thé duoc t6 chirc dudi dang
mdt Form. Tiéu dé cua chuong trinh va cac hudng din sir dung cé thé dwa vao cac
nhin. Trong Form co thé dua vao cac hinh anh dé trang tri.

- To chire hé Menu Bar cho chwong trinh: hé Menu Bar g{;‘]m cac menu
ngang (nam trén hang ngang o diu man hinh). M&i menu ngang gé-m cac menu thanh

phin. Menu thanh phan co thé la chirc ning thuc hién ngay hodc ¢ thé la menu khac.

4.2 THIET KE BIEU MAU
Co ba cach thiét ké Form: ding nut 1énh Form, Form Wizard hoic Form

Design.
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4.2.1 Thiét ké biéu méu diung nit 1énh Form (Single Form)

Chire niing: dung nat lénh Form nhanh chéng va dé dang thiét ké duoc mét
Form dua trén dir iéu ngué-n la mot Table hodc Query.

Cic budrc thiét ké:

Bude 1: Trong Navigation, chon Table hoic Query lam dir Liéu ngui’m cho
Form,

Bwoe 2: Chon Tab Create trén thanh Ribbon, nhin nit Form trong nhom lénh
Forms. Xuit hién mot Form maoi co dang Layout view.

Chui y:

- Form vira thiét ké c6 dang c6t (Columnar). Mic dinh mdi truong (Field) hién
thi trén mot dong va theo thir tu cua cac Field trong Table hoic Query dir liéu ngudn.

- Tai mdt thii diém chi hién thi thong tin cua mot Record trong dir hiéu nguﬁn_

- Néu dir liéu ngudn cua Form la bang cha c6 lién két vdi bang con thi két qua
Form sé& hién thi cac Record quan hé trong bang con.

Bwde 3: Dung lénh File\Save dé lru Form, dit tén va nhin OK.

4.2.2 Thiét ké biéu miu ding Form Wizard

Chirc ning: Form Wizard la cong cu tao Form qua cac budc trung gian vol1 mot loat
cac cau ho1 gm y dé giup ban chon lya va xay dung mot Form phu hop nhit.

Ciéc buére thiét ké:

Bwde 1: chon Tab Create trén thanh Ribbon, nhén nit Form Wizard

[ Gy
MEERE T e =

Apphcation | Tabde Table SharePoint Query Query | Form Form  Blank
Parts - Design  Lists=  Wizard Design Design Form [ More Forms =

Templates Tables Queries | Farms I

Hinh 4.2. Nhom lénh tao Form

Burée 2: Xuit hién cura s06 Form Wizard, chon cac thong tin cén dua lén Form
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Hinh 4.3. Chon nguon va triwéng tham gia Form

L
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- Tables/Queries: chon bang hodc truy van co cac truong can dua 1én Form.

+ Available Fields: phﬁn ctra s6 chira tén cac truomg cua bang hodc truy vin can dua
lén form.

+ Selected Fields: phin cira s6 chira tén céc trudong cua bang hodc truy vin dugc chon
dé dua 1én Form.

Dé lay tén céc trudng sang Selected Fields sir dung cac nut 1énh: > (1 truong), >>(tat ca
céc truong). Dé loai tén cac truong khoi Selected Fields sir dung cac nat lénh: <, <<

- Nhin nit Next.

Chu y: co thé chon céc truong trén nhiéu bang hodc truy van,

Buwée 3: chon b cuc (Layout) cho Form.

C6 4 kiéu bd cuc co thé thiét lap duoc cho form la: Columnar, Tabular, Datasheet
hodc Justified.

Hinh 4.4. Chon bo cuc Form

Budc 4: nhap tiéu dé cho Form:

e

‘What St do you want for your form?

Hinh 4.5. Nhdp tiéu dé Form

- What title do you want for your form?: no1 nhap tiéu dé cho Form.
- Open the form to view or enter information: kich hoat ngay Form vira thiét ké va

o thé cdp nhat, chinh sua dir liéu, xem thong tin ngay.
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- Modify the form’s design: mo Form ra & ché do Design view dé chinh sira ciu tric.

- Nhin nit Finish dé hoan tit viéc thiét ké.

4.2.3. Thiét ké biéu miu ding Form Design
Cong cu Form va Form Wizard giip ban thiét ké Form mot cach nhanh

chong va dé dang. Vo Design View, ban sé thiét ké mot Form ma khong co su hd tro
nio cua Access. Co 2 cach dé thiét ké mot Form hzlmg Design View: Form Design va
Layout View (Blank Form).

2.3.1. Layout View
Vi cach thiét ké nay ban c6 thé can thiép vao ciac Control: Textbox, Checkbox,
Label,..nhu di chuyén ching, thay déi kich thudc ching, thém hodc loai bo cac diéu
khién. Layout View lam cho viéc sip xép céc control tré nén dé dang hon.
Céc budc thiét ké:

Buwdc 1: chon Tab Create trén thanh Ribbon, nhin nat Blank Form trong nhom

lénh Forms. Xuit hién mot Form tréng & ché do Layout View

Bude 2: dung chudt kéo cac Field tir Field list vao Form.

3 form! - 0 = Field List
L}

HOHO

Rcard: 4 1al& Lol Search

Hinh 4.6. Lavout View
2.3.2. Design View
Khi thiét ké Form bing Design View thi cic Control khi tha vao Form n6
khong tu dong canh theo hang va cit nhu Blank Form.
Céc buéc thiét ké:
Buwdc 1: chon Tab Create trén thanh Ribbon, nhin nat Form Design trong
nhom lénh Forms. Xuat hién mot Form trﬁng & ché do Layout View,
Bude 2: dung chudt kéo cac truong (Field) tir Field List vao Form.
2.3.3. Cdc thanh phan ctia Form
Cac thanh phfin mot Form thong thuong gﬁm nam dai: Page Header, Form Header,

Detail, Form Footer, Page Footer
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Hinh 4.7. Cdc thanh phan ciia Form

- Form Header: tiéu dé dau cua Form, chi xuat hién mot lan & dau trang dau
tién trén Form, hién thi trong ché d6 Form View. Trong da1 Form Header thuong
chira dong tiéu dé cua Form.

- Page Header: hién ¢ dau mdi trang in nhung khong hién thi trong ché do Form View.

- Detail: chia no1 dung chinh cua Form, ph;in nay hién thi ndi dung trong di
hiéu nguﬁn cua Form hodc cac Control dua vao tir Toolbox.

- Page Footer: hién & cudi mdi trang in nhung khong hién thi trong ché do Form View.

- Form Footer: tiéu dé cudi cua Form. chi Xuit hién mot lin & cudi trang cudi
cung trén Form, hién thi trong ché d6 Form View. Trong dai Form Footer thuong
chira Text Box tinh toan hodc cac nuat lénh diéu khién Form.

Thiét lap cic thudc tinh cua Form:

- Chon Form can thiét 1ap thudc tinh. Nhin nit Properties Sheet,

- Chon cach thé hién thudc tinh hﬁng cach nhin chudt vao phén bén phai cua mébi
thudce tinh. Cac thudc tinh trong Properties Sheet duoc hién thi theo tirng nhom.

Cic thuoc tinh quan trong trong nhom Format:

Thubc tinh Cong dung

Default View Thiét lap dang hién thi cua Form:
- Single Form: chi hién thi mot Record tai mot thoi diém.
- Continuous Form: hién thi cac Record lién tiép nhau.

- Datasheet: hién thi dit lidu dang bang.

Picture Alignment Canh vi1 tri cho cac Picture trén Form

Auto Center Tu dong hién th1 Form ngay giira man hinh

Border Style Chon kiéu duéng vién ciia Form

Record Selectors Bét.-"t:it cong cu chon Record phia trai Form

Navigation Buttons Bat/tit cac nat di chuyén va thém Record & phia du¢i Form
Dividing Lines Bit/tit cdc dudng ké phan tach cac thanh phin cua Form
Scroll Bars Bat/tdt thanh cudn Form

Close Button Bat/tat nut dong Form
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Min Max botton Bétftﬁt nut Max/Min

Bang 4.1. Cac thuoc tinh Format cua Form

Cic thudc tinh quan trong trong nhom Data

Thude tinh Cong dung
Record Source Chon dir liéu nguf‘m cho Form
Filter Khai bao diéu kién loc
Order by Khai bao Field can sap xép s liéu.
Allow Additions Cho phép nhdp thém cac Record hay khong
Allow Edits Cho phép/ khong cho phép chinh sira
Allow Filters Cho phép/khong cho phép loc cac Record

Bang 4.2. Cac thudc tinh Data cua Form

4.3 CAC CHE PQ HIEN THI BIEU MAU
Khi mot Form thiét ké xong no co ba ché d6 hién thi: Form View, Layout
View, Design View. bé Chuyén doi gifra cac ché do hién thi Form, nhén chudt vao nut

View trén Tab Home.

View

—=| Form View
BB oot v
S

4.3.1. Form View: dung dé xem, nhap dir liéu (chi co thé xem mét ban ghi mot

lﬁn, song dir liéu dugc trinh bay mot cach co to chire va hﬁp dan).

4.3.2. Layout View: cho phép ban xem nhimg gi trong thﬁy nhu Form cua
ban, sép xép la1 cac Field va ap dung cac dinh dang.

4.3.3. Design View: thuong ding dé tao mdi hodc sira chira lai Form da tao
{h-:;) sung, sua doi. di chuyén cac diéu khién hodc cac thudc tinh), trong ché do nay ban

khong nhin thiy dir liéu thue.
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4.4. CAC THAO TAC TREN BIEU MAU

4.4.1, Tim kiém va chinh sira mot ban ghi (Record)
Mo Form o dang Form View.

Chon tab Home trén thanh Ribbon.

Pit tro trong Field chira dir liéu can tim, nhin nat Find trong nhém 1énh

Find.
- Xuat hién cura 56 Find:

Find ? x
Find

Find Yvhat: b . Find Mext

Cancel

Loak In: Current docurmant

Match: Whode Field w

Search: All kd

Dmnb:hca&e Search Fields As Formattad

Hinh 4.8. Hop thoai Find

+ Find What: nhap gia tri cin tim.
+ Look in: pham vi tim kiém.
+ Match: chon cach so trung gia tr1 nhap trong 6 Find What va gia tn1 trong
Field chira dir liéu cén tim.
+ Search: huong tim.
Khi di tim thiy Record can tim, ban thuc hién chinh stra hodc thay thé thi gia tri sau
khi chinh sura hodc thay thé s& cap nhat xuéng bang:
- Chon Tab Replace, xudt hién cira s6 Find and Replace:
- Nhéin chon Tab Find dé thuc hién viéc tim kiém (nhu huéng din phia

trén),

- Nhin chon Tab Replace dé chinh sira hodic thay thé dir liéu:;

Find and Replace ?

X
Find ~ Reploce
Find WWhat: T .

L S e
replace with —
Look In; Current figld w
Replace
Match: ‘Whale Field w
Search: Al v Replace Al
[[IMatch Case  [] Search Figlds As Formattad

Hinh 4.9. Hop thoai Find and Replace

+ Nhap gia tri can thay thé trong 6 Replace With,
+ Nhén nut Replace hodc Replace All néu can thay tit ca g1a tr1 trong bang.
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4.4.2. Thém mdi mot ban ghi (Record)
Khi lam viéc trén Form, dé thém mét Record mai ban thuc hién nhu sau:

- M Form 6 ché d6 Form View
- Nhén nat New Record trén thanh Navigation button bén dudi cira s6 Form.
- Form sé chuyén dén Record trong, cho phép ban nhap dir liéu. Tuy nhién khi

nhap dir liéu phai thoa man cac rang budc trong co so dir héu.

T8 Hanghoa = | X

NHAP DU LIEU CHO BANG HANG HOA |

[M3 hang | [Born wi tinh |

e rane | [Gaones ] 0

Recorct B 4 5ol 8 kl (H-‘;l Search
F

New Record
Hinh 4.10. Form nhdp di liéu

P Hiw x

4.4.3. X6a mot ban ghi (Record) ey sme P spemng
- Di chuyén dén ban ghi cin xéa. = ;;D"'E:”
- Trong nhom lénh Record trén tab Home, chon Iénh s Delete Becord

Delete,
- Chon Delete Record. Tuy nhién khi xoa ban ghi phai xem xét anh huong

dén cac ban ghi quan hé.

4.4.4. Loc dir liéu trén Form
- Mo Form o dang Form view.

- Trong nhém lénh Sort & Filter trén thanh o
Ribbon, nhin nit Advanced, Chon 1énh Filter By e
Form, Form chuyén sang dang Filter. j e

- Nhén nit Combo Box cua Field chira gia tri i ——

K Oew e

chon diéu kién loc.
- Néu c6 nhiéu diéu kién thi ban chon Tab OR bén dudi cira so Filter, chon
diéu kién loc tiép theo.
- Nhén nat Toggle Filter dé thuc hién loc.
- Nhén nit Toggle Filter dé bo loc.
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Combo Box

Hinh 4.11. Combo Box trong Form

4.5 CHINH SUA VA TRINH BAY BIEU MAU
Cich 1: thuc hién dén budc 4 trong ché dé thiét ké Form ding Form Wizard,

sau do chon Modify the form’s design, chon Finish. Khi do Form sé duoc hién thi &
ché do Design View dé chinh stra céu tric.

Ciach 2: nhin chuot phai vao Form da tao chon Design View.

- Nhén chudt vao diéu khién, khi d6 khung vién quanh diéu khién s& noi lén,

- Khi con trd chuét doi hinh miii tén bon chiéu ta ¢6 thé di chuyén diéu khién,
chon mau chir, phong chit, c& chit, can 1é (Format\Font),

- Tré con tro chudt vao tam diém miu & quanh khung diéu khién, con tré chudt
d6i thanh hinh miii tén hai chiéu, khi do co thé kéo dé thay déi kich thude cua diéu
khién, cin chinh khoang cach giira cac diéu khién.

Chu y: tro con tro chudt vao mép cua cac thanh phén Form (Detail, Form Footer,...),

khi con tro chuét d6i thanh miii tén hai chiéu c6 thé thay déi kich thudc thanh phan.

4.5.1 Chén cic diéu khién thudc nhém 1énh Controls vio Form
Cac diéu khién thuoc nhom lénh Controls dugc sir dung nhir mot phuong tién chinh dé

- " - = " - - A < - -~ - - ¥ - A -
xdy dung cac biéu mau, mo1 diéu khién c6 moét chirc nang va nhiém vu nhat dmh.

()60 Ac = DQERMN\NEmO MO ERE.

Controls

Hinh 4.12. Hop Control

Céc didu khién chinh sit dung trén Form 13- B2 (Label), [44] (Text box), =

(Button), —E]( List box), |‘7 (Check box),...
Céch chén mét diéu khién:
Bude 1: chon loai diéu khién hﬁng cach nhén nat tuong ung trén Controls,

Buwére 2: di chuét dén vi tri cin dit diéu khién trén Form va nhin chuét,

Buére 3 thuc hién céc sia ddi can thiét,
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— Label (Nhin): thuong ding dé nhip céc dong tiéu dé, giai thich, ghi cha.
Chui y: mudn soan thao trén nhiéu dong sir dung Ctrl+Enter dé xuéng dong.

— Text box (Hop van ban): dung dé hién thi dir l1iéu, cap nhat dir Liéu, hién thi
két qua tinh toan.
Chii y: d6i voi cac control ¢o su tro gitip cua Control Wizard thi co thé thiét ké
bﬁng hai cach: Design hoac Wizard bﬁng cach bat tit nat Cotrol Wizard:

Form Dessgn ool

External Data Database Tools Arrange Format

(3 B0 A =1 (Y@ (@ ™ (™) = B i\ 2 =8
178 “NROJEEY “1=

:_'s\ e Control YWizerds
=

ActereX Cgntrols

Hinh 4.13. Chén cdc diéu khién Control

4.5.2. Cic loai Form Control

Control Tén Y nghia
rb—l Textbox Dung dé hién thi dir hiéu, cap nhat dir ligu, hién tha
da két qua tinh toan.

Co 2 loar:

- Bound control: chira no1 dung cua Field

- Unbound control: khéng c6 dir liéu nguon thuong
dung dé nhap cong thirc tinh toan.

* Tao Text Box hién thi va nhip dir liéu: kéo
truong tur Field List dat Ién Form

MGéi truomg dica vao Form sé tao nén hai diéu khién
lién két nhau.

+ Bén phai: 1a mot Text Box (hop van ban, ta1 vi tri
nay sé hién dir liéu cua truong tuong ung vor mot ban
ghi).

+ Bén trai: 1a mét Label (nhdn) -Access mdc dinh Iﬁy
Caption cua truong lam nhan, co thé thay bﬁng tén
khac cho than thién hon.

* Tao Text Box tinh toan:

Buoc 1: kich niat Text Box trén Control, nhén va kéo ré
chudt trén Form dé xac dinh vung chir nhat dung lam
Text Box,

Budc 2: mo Property Sheet, dit thuoc tinh: Name -
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tén cua Text box, Control Source - nhap biéu thirc
can tinh hoac go truc tiép trén Text Box,
Budc 3: dat thude tinh Caption cho Label (nhan)

lién két vai Text Box.

Label Str dung dé tao nhan hoic Hyperlink
' | Button Nit lénh ding dé thuc hién lénh khi nhan chudt
(thém mo, x6a, in Record, )
Tab Hién thi dir liéu thanh tirg nhom trén nhiéu tab khac
nhau.
Hyperlink Tao Hyperlink

Web Browser

Cura s0 trinh duyét

Navigation

Tab dung dé hién th1 Form hodc Report trong co so

dir hiéu.

Option Group

Nhom cac tay chon

L
b : Page Break Ngit trang
E Combo Box La Drop-down menu cho pheép chon mét tuy chon
trong danh sach hodc nhap thém tuy chon mm
_ﬂ Char Tao mot do thi bang Wizard
RN Line V& dudng thing
r:I Toggle button | Nt co hai trang thai on/off
I - List box La mot Drop-down menu cho phép chon mét tuy
= chon trong danh sach nhung khong duoc nhap thém
g1a tr1 mon
[ 4 Rectangle V& hinh chir nhat
_|7 Check box Hép chon, ¢6 hai trang théi Check va Uncheck
e Unbound Cho pheép nhing cac doi tugng tir cac phfin mém

object frame

khac nhu: graph, picture,... ma no khong dugc luu

trir trong Field cua bang

O

Attachment Str dung cho nhimg Field c6 kiéu Attachment
Option La mot thanh phfin cua Option group
Button

131




Bai giang Tin hoc co ban Il

Subform/Subr | Dung dé tao Subform hoic Subreport
eport

L
oo

Bound Object | Cho phép nhing cac doi tuong tir cac phan mém

E
| =
L

Frame khac nhu: graph, picture,. .. ma no dugc luu trir

trong Field cua bang.

Image Chén hinh anh vao Form.

Bang 4.4. Danh sdch céc diéu khién cua Form

4.5.3. Tinh chinh Form (ché d Design View).
4.5.3.1. Pua cdc truéng con thiéu vao Form

Buée 1: nhin nut lénh Add Existing Fields, xuit hién thanh cong cu Field List chon
Show all tables, chon bang chira cac truong can dua vao Form.
Buwde 2: dua cac truong dir liéu: nhén chuét vao tén truomg (Field) tir Field list va kéo
vao v1 tri mong muén trén Form.
Bude 3 nhin phai chuot chon Form Header/Footer dé hién thém hai dai Form
Header va Form Footer, nhéan phat chudt phar chon Page Header/Footer dé hién
thém hai dai Page Header va Page Footer.
Chii y: ¢6 thé thém cac Control vao Form.
Bude 4: dung lénh File\Save dé luu Form.
4.5.3.2. Cic thao tic chinh sira diéu khién (Control)

- Lua chon diéu khién: nhin chuot vao diéu khién. Muén chon nhiéu diéu khién
cung luc: giit phim Shift, sau d6 nhan chuét vao nhing diéu khién cén chon.

- Thay déi kich thudc, khoang cach gitra cac diéu khién:
+ Chon céc diéu khién can hién chinh.
+ Cach 1: tro con tro chudt vao tam diém mau o quanh khung diéu khién, con tro
chudt doi thanh hinh miii tén hai {:hiéu, khi dé co thé kéo dé thay doi kich thudc, cin
chinh khoang cach giira cac diéu khién,
+ Cach 2: Chon Tab Arrange trén Form Design Tools. Trong nhom lénh Sizing &
Ordering, nhin nat Size/Space. Chon Iénh hiéu chinh thich hop:
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g | = g &
-e o ==
SizefSpace Ahgn  Bring
. - te Fromd to

To f&t

To faliest

To fhostest

Tg Gred

To Widest

To Har owest

ng

Egual Morcontal
[nerease Horzontal
Cheireare Hompontal

Eaual Vertice

Hei
-

1eie 10§ ELL[; LLEEE

Incrgaie Yertical

@ Dagresis Vi

- Déng cac diéu khién:
+ Cach 1: nhin phai chudt va chon Align, sau do chon mét trong cac kiéu canh 1é trén
Submenu
+ Cach 2: Chon tab Arrange trén Form Design Tools. Trong nhom lénh Sizing &

Ordering, nhén nat Align va chon mt trong cac kiéu canh & tron g Submenu:

e BT 8

-+ (P =0 S

Szelpace Align | Brng  Send
= = to Fromt to Badk
To Gred

(Wi

Right

Top

EdhuTR

Baottos

5
-

- chuyén, chon mau chir, phong chir, cd chir, can 1€, sao chép, xoa, phuc héi
diéu khién:
Nhén chudt vio diéu khién, khung vién quanh diéu khién s& néi lén,
+ Di chuyén: khi con tré chudt déi hinh miii tén bén chiéu ta c6 thé di chuyén
diéu khién
+ Thay doi mau chir, phong chit, c& chir, cin 1&: chon cic muc trong nhom

lénh Font cua Tab Format.

Calibri (Detail) - (11 - | o
B I U A-O- == =
Font

+ Sao chép diéu khién: nhan chudt phai chon Copy, tro chudt dén vi tri can
sao chép dén chon Paste.

+ Xoéa diéu khién: nhin chudt phai chon Delete.

+ Phuc héi diéu khién: nhn nat HUndn Delete goc trén bén trai cira so.
- Thiét ldp thudc tinh cho diéu khién:
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+ Chon diéu khién cén thiét 1ap thudc tinh,
+ Nhin nit Property Sheet trong nhom Iénh Tools trén thanh Ribbon:

ol | D 1 cubi
Eqa T i Property Sheet o
-1 .-_—-J E— i IV Selection type: Test Box
Add Existing |Propertyy Tab il Mk =i
Fields Sheet | Order J-’"_.'“'m'f"' Fo L
Tools Format| Data | gvent | Other | an
Contral Sourde MaNy [x]=]
Teat Format Plasn Text
Input Mask

Default Vlue
Walidation Rule
Vahidation Text

Filter Lookup Databade Detaul
Enabiled L1

Lociced Mo

Sanart Tags

Hinh 4.14. Trang thugc tinh

- Thay déi mau nén, mau duong ké khung cua diéu khién: chon diéu khién can
thay ddi , chon Tab Format, tai nhom Iénh Control Formatting, nhin ddu ~  tai muc Shape
Fill dé thay d6i mau nén, nhin ddu ~  tai muc Shape Outline dé thay doi dudng ké khung:

£ Shape Fill ~
E Shape QOutline ~

Control Formatting

Hinh 4.15. Dinh dang é diéu khién
- Stra nhén (Label): Label la déi tuong tao ra dong chu thich trén Form. Dong
chir nay (nhan) phai duoc nhdp truc tiép tir ban phim lam sao phai thit ngin gon, stc
tich dé nguoi ding c6 thé hiéu duoc ban chit ciing nhu ¥ nghia cua viéc ban giai thich.
Gia tri hién thi trén nhin chinh 13 gia tr1 cua thudce tinh Caption. Stra nhan la sira thuoce
tinh Caption hodc ¢ thé nhan chuét truc tiép lén nhan dé sua gia tri.

Access 2016 con cung cip cho ching ta mot bo cic cong cu dé tinh chinh cac dbi

tuong trong Form:

| L Shape Fil -

1Y Wanmanvien_Labs - | | | Timses Mew Raman -1
£ Shape Cughre -
Salect All BE I u & Ly - Background =
Image -
Sedechion Fank Faumber Backgro Cantrod Formafng
A g -
Thay do1 dinh dang ki

Thay do1 kiéu dir iéu

. Thay do1 mau
Chén anh nén N .
nén, duong
vIEn

Hinh 4.16. B¢ cong cu tinh chinh doi nieong trong Form
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* Ngoai cach chinh sira diéu khién (Control) khi Form o ché do Design View, Access con
cho phép con cung cip cac thao tic chinh sira diéu khién khi Form o ché d6 Layout View:
- Cén chinh kich thude:

Buréc 1: Chuyén Form sang ché d6 xem Layout: Chon Tab Home, nhan vao —

nut View, chon Layout View -
Burdrc 2: Lua chon trudmg hodic phim diéu khién ma ban muén cén chinh kich =
thuoc, sau do ré chudt xung quanh phan vién cua no. Luc nay con tro chudt s€ 57 ...
chuyén thanh dang miii tén 2 chiéu.

Burée 3: Nhin va ré chudt sang hai bén dé cin chinh kich thude theo ¥ mudn. Lic nay ban
da can chinh kich thudc thanh cong.

- Dich chuyén V1 tri:

Vi du: ta mudn chuyén truomg Tén khach sang bén phai trromg Ho dém khach, ta phai
tao thém 2 cft dir héu mon phia bén phai, mot cot chira tén ticu dé va mot ¢ot khac chira
chinh truong nhap héu do.

Buée 1: Nhin 2 1an vio 1énh Insert Right

Hinh 4.17. Thay déi vi tri ctia diéu khién
Budc 2: Gitr phim Shift, chon déng thoi 2 diéu khién (Nhin- tén truong va diéu khién
bén canh chira dir liéu cua truomg d6). Xuit hién mii tén 4 chiéu, nhin va kéo ré diéu

khién sang vi1 tri mong muon. Hinh minh hoa:

Mmmrwmumuﬂmm

Hinh 4.18. Thay doi vi tri ciia diéu khién
Buwée 3: Lap lai cac bude trén cho bét cir truong hodc phim diéu khién nao khac ma
ban muén dich chuyén. Khi d6 muén xo6a diéu khién tréng bén trai, nhan chudt phai

vao diéu khién, chon Delete.
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4.5.4. Cich tao cic control c6 hd tro ciia chire ning Wizard
4.5.4.1. Command button:

a) Tao h:;'lng Wizard

- Bat nat Use Control Wizards( = “*“""""*“ ) nhinnat ~ bén phai

nhom lénh Controls, chon Use Control Wizards.

- Nhinnat — Button trong nhom Controls, ré chuot vé vao Form.

- Xuat hién cura s0 Command Button Wizard:

Commarnd Button Wizard
Wikt mction do you waeTl 30 Bappen when e bumos & presssd
Different poiions: are g dable tor sach calegony
Cabegaries: Actuns!
[Frd et |
Record Cpemtions Fird Recorel
Ferm Ogeratons Lo Te Fred Esord
Repert Cperations Go Te Last Becord
Applcaton Go To Hexd Esord
Pirsce lansouy Go To Prewous Record
Ceiwsd et Efiedy

Hinh 4.19. Cira s6 Command Button Wizard
- Trong khung Categories chon nhom Iénh:
+ Record Navigation: chira cac 1énh di chuyén giira cac Record nhur:
+ Find Next: tim tiép theo.
+ Find Record: tim ban ghi.
+ Go To First Record: di t6i ban ghi dau tién.
+ Go To Last Record: di dén ban ghi cudi cung.
+ Go To Next Record: d1 to1 ban ghi tiép theo sau ban ghi hién hanh.
+ Go To Previous Record: di dén ban ghi trude ban ghi hién hanh.
Céc lénh nay thuong ding dé tao thanh Navigation Buttons trén Form.
+ Record Operations: gfjm cac lénh thém Record hoac xoa Record nhu:
+ Add New Record: thém ban ghi man.
+ Delete Record: xoa ban ghi
+ Duplicate Record: tao cac ban ghico gia tr trung o tit ca cac Field.
+ Print Record: in ban ghi.
+ Save Record: luu nhirng thay déi trude khi chuyén dén ban ghi tiép theo.
+ Undo Record: huy su thay déi sau cing.
+ Form Operations: gém cac 1énh vé Form
+ Apply Form Filter: ap dung b loc Form.
+ Close Form: dong Form hién hanh.
+ Open Form: mo mot Form khac.

+ Print a Form: in Form.
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+ Print Current Form: in Form hién hanh.

+ Refresh Form Data: lam md dir iéu Form.

+ Report Operations: gf}m cac 1énh vé Report

Finish:

+ Mail Report: gui Report dén hom thur.
+ Open Report: mo Report.

+ Preview Report: xem mot Report trude khi in.

+ Print Report: in Report.

+ Send Report to File: giri bao cao dén tép.

Application: gf}m lénh lién quan dén ung dung nhu Quit Application.
Miscellaneous: chira nhimng Iénh tf&ng hop

+ Auto Dialer: trinh quay sO tur dong.

+ Print Table: bang in.

+ Run Macro: chay Macro.

+ Run Query: chay Query.

Chon lénh cho nat trong khung Action, nhén Next,

Chon Text hoidc Picture hién thi trén nut, nhén Next. Dit tén cho nut, nhén

Command Bation Wizsd

Command Buttnn W
What 3o fa veant t2 rarss e bulson? [k i sl DR O I paCTLT O (R Bulond
A reeeegul aase vl heip yeu b reder o e ution inter.

I e gh

o e CPunoe Tl e O Ty O 0 0 iy, B e e
Fichurs,. you oan chck Browss i find & piciurs i3 displeg

Traf s sl the nfeemaiion e Wnand resd o T8 e
oETEad el SEk R NS e TR0
sk cwarok rur or b sdied i Acosmn S0 srd sarier rson.

Lasel < By

[e= |

= gk

Hinh 4.20. Cira s6 Command Button Wizard
b) Tao bing Design

1.

Tit nit Use Control Wizards( ~

»  Use Control Wizards i L, | -
' ’ ): nhan nut bén

phai nhom lénh Controls, chon Use Control Wizards.

Chon nut ~ Button trong nhom Controels, ré chudt vé vao Form.
Gan lénh biang cich nhén phai trén nat, chon Build Event....

Chon Macro Builder,

. ¥ Add New Action
Trong hop

L

, chon lénh CloseWindow.

Dién cac Argument vao cac khung:

+ Object Type: Form
+ Object Name: nhap tén Form
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F CloseWindow b
Object Type |Form u
Object Name |Hanghoa ~
Save |Prompt "

4.5.4.2. Option Group
a) Tao bﬁng Wizard

#

- . . A Control Wizar 4 .
- Bat nut Use Control Wizards( Use Control Wizards ): nhan nut

phai nhom lénh Controls, chon Use Control Wizards.

- Chon cong cu Option Group

trong nhom Controls.
- Xudt hién cira s6 Option Group Wizard.

- Nhdp nhan cho cac Option, nhin Next:

Option Group Wizard
An option group conteins & =% of option buttons, chedk boxes, or
——— togghk buttens, You can cheose oaly o5 option.
B -
5 -
- Wihat label do you et for mach opbon?
Lol Mames
wi
Hip
£
W
Camcal Heod = Finesh

Hinh 4.21. Cita s6 Option Group Wizard
- Chon/khong chon Option méc dinh, nhan Next:

Cxptian Grow p Wizand

i ypens o e ophion b2 B thes defmal choioeT
 —
(4 ry—
L. ﬂmhﬂ-ﬂmh: M

o

[T Mg, 1 ot maaet i it

bén

- Nhdp ga tr1 cho cac Option, méc dinh, Option déu tién sé co Option Value

la 1, nhén Next.

Option Growp Wizard

Choang an option i an opbon group sebs the: value of the option

s group ta the valwe of the selected option,
[T |
e =2 Wit value do you want bo assign to each option?
Lol
Label Names Waluag

Wi

Hip |2

Lp 13

Cancel < Back Hest = Eintsh
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- Chon vi tri luu trir gia tri caa Option Group, nhin Next.
- Chon loa1 Option trong Option Group va Style cho Option Group, cac
Option nay co hinh dang khac nhau nhung chire nang la giéng nhau, nhin Next.

- Nhip nhan cho Option Group, nhan Finish.

Dption Grouwg Wizard Ciption Group Wizard
*fu £an either store the value of & selected opson i 3 fiekd, or ﬁt?““fmﬂm*ﬁr“"“”h“"ﬂm
— ume the value |ster to perform a task such 85 printing & report. greup
::—: L Sampia W Option Buthons
e = o
it d you weant 1o do with the value of & ssleced apban? W | i
ol Togghe buthons
- Oie
() e the value for |mter ue. hd what =ple would wou like 1o use?
Etched | (" Shadowed
Store the ke in this fiekd: fromtniy L |
® < Fat () Samken
+~ Eatsed
oo = -
.
- .
b) Tao bang Design

- Tét nit Use Control Wizards( &N Use Control Wizards ): nhan nut ~ bén phai
nhom lénh Controls, chon Use Control Wizards.

- Nhén nat Option Group trong nhom Controls vé vao Form.

- Chon loa1 Option vé vao trong khung cua Option Group.

- Chon Tab Design, trong nhom lénh Toeels, nhin chudt vao nit Property Sheet
va thiét 1ap cac thudc tinh sau:
+ Control Source: chon Field chira dir iéu ngufjn cho Option Group.
+ Lan luot chon timg Option va gan gia tri cho thudc tinh Option Value.
4.5.4.3. Combo box va List box:
a) Tao hﬁng Wizard:

- Bét niit Use Control Wizards( ™ "= W= - nhin ndt ~ bén phai nhom
lénh Controls, chon Use Control Wizards.

- Chon cong cu Combo Box/List Box trong nhom Controls.

- Ré chudt vé vao Form, xudt hién cira s6 Combo Box Wizard vdi ba lua chon

img vo1 ba chirc ning cua Combo Box:

Cornba Bos Wizan Comiba Bo Wizard

T wizard craati o combs bas, wehich depirys 2 kel of vakuss yos e e R e T
s chiarsa Tran How 0 pou wWant your esmbo Bus 1 gal 15 value?

Tabla: Hangban
iy T vt the comibo o 52 gt the welums from another {sbie or quary Taile: Hoadon
Tabke: Ehach

() Bwill bypes inv Hhes yhses that [went.

() Findl & puacond on my Torm Becsed on th vaiue [ selced in my
" comby b

iew
ﬁ:. Tebiks T | Bgth
Cencel et > Cancal < Back

Hinh 4.22. Cira s6 Combo Box
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