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Using Macros

9

Chapter

Macros are a time-saving feature within Microsoft Access. Many steps that are frequently
used can be stored in a MACRO and the macro can be reused as often as required. You
can also set a button to run a macro.

Your task for this activity is to create some macros for a simplified database for a real
estate company. The database is similar to the one you used in Chapter 8, however, the
queries to separate the rental, sale and auction properties have been removed. Macros
will be used to separate data within the database.

Loading the Sample File

1  Load Microsoft Access or close the current database and click on the OPEN icon in
the BACKSTAGE VIEW.

Access the CHAPTER 9 folder of the ACCESS 2010 SUPPORT FILES and open the

CHAPTER 9 file as an OPEN READ-ONLY file.

on the ENABLE CONTENT button.

Looking at the Database

Click on the FILE tab and select SAVE DATABASE AS.
Access your ACCESS STORAGE folder and save the file as CHAPTER 9 COPY and click

(1 The database consists of two tables.

# Forma
Clipboard

Chapter 9 copy : Database

The first table stores data about the
owner of the property. The second
table stores data about the property

itself. A query is used to link the two

All Access Objects = «
Tables

S
B3 owners Details /

B Property Details

ueries
B Al details Query

Forms

tables.

Ve

2 There are 2 forms, a MAIN
SWITCHBOARD form and a DATA

E Data Entry
E2l Main Swithboard

Reports
E Rental Properties Report

I sale Properties Report s

ENTRY form.

e

3 One report prints the RENTAL details

and the second report prints either
the properties for SALE or AUCTION.

© Guided Computer Tutorials 2010
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Creating the Rental Properties Macro

We need macros that print the reports for each of the three different types of properties
(rental, auction and sale) that the company deals with.

A Starting the Macro

For the first macro the properties for rent need to be separated.

Wizard Design
Queries

(&l I+

Home Create
B =& m
L =]

Application | Table Table SharePoint | Query Query
Parts = Design Lists ~

Templates Tables

Chapter 9 copy : Database (Access 2007) - Microsoft Access

Database Tools

E j R Form Wizard

i Mavigation =
Form

Design Form &
Farms

§:| & Report Wizard
B— i =l Labels

Report Report Blank

Design Report

Reports

) 4 Module

— [ Class Module
Macrg

[% ] visual Basic
MacrWgg: Code

All Access Objects

Tables
A Owners Details
EH Property Details

—

Macro

ic to your
automa e
create more usable

ase to
aSNgand

:

[ 1 Open the CREATE tab of the RIBBON

Queries ES
and click on the MACRO icon to start
a hew macro.
@l |+ ‘ ‘ Macrol - Microsoft A o B o=
1 Home  Create  External Dat: esign . 2 @@=
R‘gn éc‘::\/:ft;:UUSlﬂviiuﬂ‘Eﬂii( F_xp:d Collapse AEEH Shnw;f\\l
i:fss Objects [T} : . 5 Action Catalog px
EH owners Details i
B Property Details [E1Ca Program Flow ‘
Queries 2 Ve -
LTI 2 The MACRO BUILDER screen is
B somoemcrs opened. Actions can be inserted

@  Rental Properties Report

[E  sale Properties Report

from the ACTION CATALOGUE pane
at the right of the screen or from the

ADD NEW ACTIONS box which is
provided in the MACRO STEPS area.

NOTE:

—

The arrow at the right of the ADD NEW ACTION box is used
to enter the commands of the macro. Those commands are
executed in the order that you enter them.

When you select an action a new ADD NEW ACTION box is added
after the current action.

9-2
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B Inserting a Comment

It is good practice to insert COMMENTS as you build macros. These comments don’t
effect the running of the macro in any way, but they help explain what the actions are
doing.

[ 1 Double click on the COMMENT icon
in the ACTIONS CATALOGUE pane

EERCHE \

| Macrol - Microsoft Access

n
o | @
R
B ¥

External Data Database Tools

o
5

and a COMMENT frame is inserted

| S 45 = 3 = b he ADD NEW ACTIONS b
» “@Cun\terﬂ\hcmstu\nsua\ Basic E = 5 = a Ove t e OX‘
Run Expand Collapse Expand Collapse | | Action |Show All
Adions Actions Al All | |Catalog| Actions
Taols Collapse/Expand Show/Hide
All Access Objects ® « (4 Action Catalog / x
Tables & Preview the Rental Properties Report x ‘ I |P
B owners Details A &
- =3 Pro Flow
EA Property Details & | S B ®mment
Queries x I8 Group
=
EF Al details Query (
2 Enter the comment:
.

Preview the Rental Properties Report

and press the TAB key.

C Inserting the Actions
@| H9-¢-|= ‘ ‘ Macrol - Microsoft Access
Home Create External Data Database Tools I Design
§ 5= singie step #F == d3 = %, 1 Click on the drop down arrow at the

L]

‘2& Convert Macros to Visual Basic

right of the ADD NEW ACTION box

Run Expand Collapse Expand Collapse | Acti
Actions Actions  All All . . . .
— e and a list of actions is displayed.
. = I
All Access Objects & «
Tables P /™ Preview the Renial Properties R ri

* | ]

EH  owners Details
Ij Property Details

2 Scroll down the list and select the

Queries - CloseDatabase »
B Al details Query K DISPLAY HOURGLASS POINTER
Forms X

DeleteRecord
DisplayHourglassPointer
EditListltems
EMailDatabaseChject

=_=='I Data Entry aCtlon.

& Main Swithboard

NOTE:

You can also click in the ADD NEW ACTION box and press the DI
keys to insert the action. The HOURGLASS command places the
HOURGLASS cursor on the screen as the macro is operating. It lets
the user know that the computer is doing something.
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BH9-c

O %= single Step

Create

External Data

| Macrol -

Database Tools

o
o
Z
El

Microsoft Access ‘

3 The DISPLAY HOURGLASS POINTER

Run

Tools

‘?é] Convert Macros to Visual Basic

= . B

—= %? E}s

— o 7
Expand Collapse Expand Collapse | Action |Show All
Actions Actions All All |Catalog| Actions

Collapse/Expand Show/Hide

= = —= = . @
! = = = B = IS
Convert Macros to Visual Basic S~ e o e 9 . .
Run & Expand Collapse Expand Collapse | Action |Show All aCtlon frame IS Inserted. Leave the
Actions Actions Al All .Catalogy
Tools Collapse/Expand j;ﬁ HOURGLASS ON box set to YES.
All Access Objects @ «
e ~ /*  Preview the H:Mm
F owners Details &l DisplayHourglas: ter & X
=_=j Property Details Hourglas=On |Ves b |
Queries & & ‘ b |
@A Ed9g-™-= ‘ 1 ‘ Macrol - Micrasoft Access
Home Create External Data Database Tools Design |
%= single Step = = —= 3
@ = = _= =

(4 Press the down arrow key next to the

All Access Objects

Tables
£ owners Details

E Property Details

Queries
1 Al details Query

Forms
E Data Entry
& Main Swithboard

Reports
E Rental Properties Report

E Sale Properties Report

/*  Preview the Rental Properties Report
DisplayHourglassPointer

Hourglass On  Yes

& |

13

LockMavigationPane
MaximizeWindow
MessageBox
MinimizeWindow
MoveAndsizeWindow
MavigateTo
OnError
OpenForm
Openuery
OpenReport

new ADD NEW ACTION box that has
been added to the MACRO BUILDER

screen, scroll down the actions and
select the OPENREPORT action.

I’ 5= single Step
°
Run

Tools

‘:"é] Convert Macros to Visual Basic

OpenTable k

PrintCbject
EH9-®-|~ ‘ A ) ‘ Macrol - Microsoft Access
Home Create External Data Database Tools Design

T

EH
\II‘IIII‘
I
|

=

, g

B 6

=3 ] 7
Expand Collapse Expand Collapse | Action |Show All
Actions Actions All All |Catalog| Actions

Collapse/Expand Show/Hide

pd

(5 In the REPORT NAME box enter R
and the RENTAL PROPERTIES REPORT

All Access Objects

)

<

Tables
=4 owners Details

= Property Details

)

should be displayed.

/™ Preview the Rental Properties Report
DisplayHourglassPointer
Hourglass On  Yes

. El OpenReport
Queries 3
ZT_‘ A1l details Quary Report Mame |Rental Properties Report
s = View |Repnr‘t

NOTE: The program will suggest possible arguments for each action step from

the database as you enter a few letters to help you build the macro.

9-4
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Chapter

10

An important feature of a database is its ability to calculate and display totals of sections

of data. It might be a monthly total of sales or a total of items in stock, etc. In this

chapter you will produce totals and sub-totals on a prepared database.

Loading the Sample File

1 Load Microsoft Access or close the current database and click on the OPEN icon in

the BACKSTAGE VIEW.

2 Access the CHAPTER 10 folder of the ACCESS 2010 SUPPORT FILES and open the

CHAPTER 10 file as an OPEN READ-ONLY file.
3  Click on the FILE tab and select SAVE DATABASE AS.

4 Access your ACCESS STORAGE folder and save the file as CHAPTER 10 COPY.

5 The database has a table that stores sales of items by a hardware store with a

calculated field that calculates the amount of each sale.

6 Enable the content and open the table to familiarise yourself with the database.

Creating a Daily Sales Report

The database lists the sales of some items from a hardware store. Let’s create a report

that lists total sales at the end of each day. To do this we will need to set a GROUP that

separates the sales for each day.

@ |= | | Sales Data - Microsoft Access
Home Create External Data Database Tools Fields Table
ﬁ i j ol 'j FR]Formwizard == H {5 Report Wizard )
ET] = 3 5 H (i
— + - [==5| Mavigation ~ —= =l Lab % —
Application | Table Table SharePoint | Query Query Form Form  Blan Report Report Blank Macro
Parts = Design  Lists = Wizard Design Design Form E More T

Design Report

Templates Tables Queries Forms ports

—— N

Ma

All Access Objects =« item - | Item Name - SaleDate - | Qty - | UnitPrice - | Amount - )

icon.

Tables 2 Rake 3/03/2008 [ 1 Open the CREATE tab in the RIBBON
EH sales Data A0 Rake 3/03/2008 2

and click on the REPORT WIZARD

© Guided Computer Tutorials 2010
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Report Wizard

Tables/Queries

Table: Sales Data

Which fields do you want on your report?

‘You can choose from more than one table ar qus

b

Available Figlds:

Selected Fields:

Ttem ID

2 In the REPORT WIZARD dialogue box
the TABLES/QUERIES box should be
set to the SALES DATA table.

[3 In this case we will use all the fields,

so move all the fields into the
SELECTED FIELDS frame and click on
NEXT.

4  We want the program to provide us with totals at the end of each day so we need
to group the data so that all the records for a particular day are together.

Report Wizard

Do you want to add any grouping
levels?

Sale Date by Month \ |

Item ID, Item Name, Sale Date, Qty,
Unit Price, Amount

Grouping Options ... cel

< Back ][ Mext = ” Einish

(5 Click on the SALE DATE field in the
left frame then click on the forward
arrow to place the SALE DATE in

the group frame at the right of the
dialogue box. The fields in the report
are listed below the DATE group.

6 The default setting for the program is
to group dates by MONTH (the most
common date setting in reports). In

Report Wizard

Do you want to add any grouping
levels?

Sale Date by Month |

[ttem ID, Ttem Mame, Sale Date, Qty, |

Iten] Grouping Intervals

ERE| What grouping intervals do you want for groupHevel fields?
Unit{  Groupdevel fields: Grouping intervals:
roupevel fields rouping intervals
Sale Date Day ( v |

Grouping Options ... l ’ Cancel

H <Back " Next > ” Finish

this case the grouping is required
by DAY so click on the GROUPING
OPTIONS button.

7 Set the GROUPING INTERVALS box to
DAY and select OK.

10-2
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Report Wizard

Do you want to add any grouping
levels?

Sale Date by Day |

b

Item ID, Item Mame, Sale Qty,
Unit Price, Amount
N

Unit Price

8 The GROUPING is altered to BY DAY.
Click on NEXT.

Amount

/’

Grouping Options ... | ’ Cancel ] ’ < Back " Next = ’ Finish ]

Report Wizard

What sort order and summary information do you want for detail records?

‘You can sort records by up to four fields, in either
ascending or descending order,

(9 We will sort the daily sales within the

' . group into ITEM ID order, so set the
: gl first SORT box to ITEM ID, leave the

| l box next to ITEM ID as ASCENDING
: | and click on the SUMMARY OPTIONS
button.
Cancel ] ’ < Back " Next = l ’ Finish ]
Summary Options
What summary values would you like calculated? ( ‘I 0 In thiS case we wa nt tO tOtal the
:; 5“ e QTY and AMOUNT fields for each
Uit Prce e i — day so click on the SUM check boxes
Amaut = N I O next to each of those fields, then
[] Calculate percent of SeIECt OK'

total for sums

The SUMMARY OPTIONS dialogue box allows you to set calculations
on number type fields to add, average, find the maximum or

minimum values or provide percentages on grouped data.

© Guided Computer Tutorials 2010 10-3



Learning Microsoft Access 2010

Report Wizard

What sort order and summary information do you want for detail records?

‘You can sort records by up to four fields, in either
ascending or descending order.

1 |Inem D w | Ascending

2 | v| [ Ascending ]

3| |

& |

Summary Options ... |

Cancel ] ’ < Back " Next = Finish

Report Wizard

How would you like to lay out your report?

11 You are returned to the SORT
ORDER dialogue box, click on NEXT.

Layout Crientation
D Stepped @Eurtait
() Blodk OLandscape\
® it
E=

Adjust the field width so all fields
3 page.

Cancel H < Back " Mext = Finish

Report Wizard

What title do you want for your report?

|Dai|y Sales Report

That's all the information the wizard needs to crea
report,

Do you want to preview the report or modify the report's
design?

() Preview the report,
() Modify the report's design.

Cancel ] ’ < Back

12 In the report LAYOUT dialogue box,
select OUTLINE in the LAYOUT frame
and PORTRAIT in the ORIENTATION
frame, then click on NEXT.

14  Scroll through the report preview.

(13 Name the report:

Daily Sales Report

and click on the FINISH button to
generate the report.
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Chapter

Applying Relational Database Features

As a database system becomes more involved, it is advantageous to split the system
up into numerous tables and to have those tables linked so that when data is updated
in one table the data in any RELATED tables is also updated. This is the major value of
relational database packages such as Microsoft Access.

Creating a Relational Database System

To demonstrate the creation of a relational database system, we will create a simple
system for a company that sells computer products. It obtains its products from a variety
of suppliers. We will use two tables:

«  SUPPLIERS, which lists the names and addresses of the suppliers of the computer
products.

«  PRODUCTS, which lists the product name, the cost and retail price, the store
location of the product and how many items are in stock.

Each table has a separate form to display its data. The following diagram summarises the
table structure of the database system.

Supplier ID Supplier ID
Supplier Name Match Fields Product Name
Street Instock
Suburb Cost Price
State/Country Retail Price
Postcode

The first step in creating a relational database system is to decide what tables are
required and how they will be linked. Notice that the line indicating the MATCH FIELDS
(SUPPLIER ID), which will be used to link the two tables, has three lines at one end. In
this case the ONE supplier can provide MANY products, but each product comes from
ONE supplier. This ONE TO MANY relationship is the most common setup for a relational
database system.

The SUPPLIER ID field is used to link the two tables. In the SUPPLIERS table it will be set
as the PRIMARY KEY. It will be linked to the SUPPLIER ID field in the PRODUCTS table. The
SUPPLIER ID field in this table is termed the FOREIGN KEY. The SUPPLIERS table can be
considered to be the PARENT table and the PRODUCTS table the CHILD table.
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Loading the Sample File

1  Load Microsoft Access or close the current database and click on the OPEN icon in

the BACKSTAGE VIEW.

2 Access the CHAPTER 11 folder of the ACCESS 2010 SUPPORT FILES and open the

CHAPTER 11 file as an OPEN READ-ONLY file.

3 Click on the FILE tab and select SAVE DATABASE AS.
4 Access your ACCESS STORAGE folder and save the file as CHAPTER 11 COPY.

5 Click on the ENABLE CONTENT button so that the data can be viewed.

(6 The database has two tables that

Home Create
5 & Cut
— Eacopy
s # Format Painte
Views Clipboard

All Access Objects y

Tables 3

7 Products

B= Suppliers

Forms E

% Products Sub-form <

store data about suppliers of
products to a company. Open each
table in turn to familiarise yourself
with the database.

% Suppliers Main Form

(7 The database also has two forms.
The first one displays the information
about the suppliers (name, address,
etc.). The second displays product
name, cost price, retail price, etc.).
Open each form in turn to see how
the data has been set out.

8 We are going to combine the information from the two forms into the one form so
that this one form can be used to maintain the database.

Defining the Relationship

The link (or relationship) between the SUPPLIERS and PRODUCTS tables must be
established before the forms can be combined in the one form.

@ = 52

All Access Objects = «
Tables
I Products

2z Suppliers

1 Open the DATABASE TOOLS tab

in the RIBBON and click on the
RELATIONSHIPS icon.
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A ] 2 If the SHOW TABLE dialogue box

f, e @ g S doesn’t open, click on the SHOW
e TABLE icon in the DESIGN tab of the

5’ __{__RELATIONSHIPTOOLS.
B Produds Show Table Px

%m:mdum Sub-form : ::sitm z’uup‘jp‘i;‘;

B8 suppliers Main Form ;;a;i:::nw .

il 3 In the SHOW TABLE dialogue box,
select the SUPPLIERS table and click
on the ADD button to add it to the
RELATIONSHIPS dialogue box.

TERECHE | ~{ 4 Select the PRODUCTS table and add

Design

Home Create External Data Database Tools
5 T qEm = Hide Table B
B

Edit  [2Relationship Report | Show

it to the RELATIONSHIPS dialogue

T dose
Table 33 All Relationships
Tools Relationships
All Access Objects @ « ||| a3 Relationships
Tables Iy / E
B Produds Suppliers Products Show Table =
EH suppliers ¥ supplier ID SupplierID
Supplier Name Praduct Name Tables | Queries | g
Forms S Street Instock (s
=_:=-| Products Sub-form Suburb Cost Price e
i uppliers

8 suppliers Main Form ;zastucdoeuntry Retail Price

[_acd ] [ chose

5 Close the SHOW TABLE dialogue box.

@&l - I=

| HONSAID.T ‘ Microsoft Access
Home Create External Data Database Tools Design

&, X g B 8 (6 Move the pointer over the SUPPLIER

B 1D nsSUANIES T slo e
o ObjT:IS : Relationships // drag it over the SU PPLIER ID ﬁeld in
ccess Objects = % ||l =5 Relationships

Tables D _— the PRODUCTS table.
2 Produds suppliers Products
F suppliers ¥ Supplier D s— Suppl\e
supplier Name Product Brme
Forms & Street Instock
EI Producdts Sub-form Suburb Cost Price
= i g State/Country Retail Price
E= suppliers Main Form Bestoada

© Guided Computer Tutorials 2010




Learning Microsoft Access 2010

N\

NOTE: i The SUPPLIERID field in the SUPPLIERS table has a key symbol next
to it to indicate that it is the PRIMARY key field. The SUPPLIER ID
field in the PRODUCTS table is the FOREIGN KEY field.

ii The FOREIGN KEY field can be any field that has the same values
as the PRIMARY KEY field. It is normal practice to try to set the
FOREIGN KEY field to have the same name as the PRIMARY KEY field.

7 The relationship should be
created and displayed in the EDIT
RELATIONSHIPS dialogue box.

Edit Relationships

Table/Cuery: Related Table/Query:
~

Supplier ID & Supplier ID

Join Type.

v

Create M
[C]Enforce Referential Integrity

8 Click on the JOINTYPE button
to display the JOIN PROPERTIES
dialogue box.

Relationship Type: Cne-To-Marny

-

_ 9 In this case we want to be able to

Join Properties dlSplay all the Suppliers, but Only

(1 ©Only include rows where the joined fields from bath tables are those prod UCtS that come from a
equal,

@2:%@8 ALL records From 'Suppliers’ and only those records ; particular Ssu pp||er Th|$ |S 0pt|on 2[

from 'Products’ where the joined fields are equal.

(3 Include ALL records from 'Products' and records SO C||Ck on |t$ rad|o button and Select
fFrom 'suppliers' where the joi . are equal,
[ QK [ Cancel OK to set the JOIN TYPE.

Edit Relationships

Table/CQuery: Related TablefQuery: |
10 Click on the ENFORCE REFERENTIAL

Supplier 1D * Supplier 1D ~ 9
INTEGRITY check box in the EDIT
Join Type..
g ] \ RELATIONSHIPS dialogue box then
[#]Erforce Referertial Inkegrity <= — cllck on CREATE to complete the

[Jcascade Update Related Fields o .
relationship.
[ zascade Delete Related Records € at ons p

Relationship Type: One-To-Many
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Setting up an Invoice System

To fully understand the value of relational databases you need to create a detailed system.
In this chapter you will setup an invoicing system for a computer mail order company, PC
Direct, which sells computer peripherals through the mail. The invoice system will then be
completed in the following three chapters. There are three main sections to the system,
customers, products and the sales invoice.

In the creation of any database system you should do some careful planning. In general
there are four steps that you should undertake.

1 Decide how many tables you think you might need.
2 Decide how the tables will be related to one another.

3 List the fields in each table trying to avoid having the same field in more than one
table. Decide which fields will be the PRIMARY KEY and FOREIGN KEY fields to link the
tables.

4  Decide what forms and/or reports (or printouts) are required.

In the case of PC Direct an initial TABLE RELATIONSHIP diagram might be:

| Customers I v Invoice I>—< Products I

One to Many Link Many to Many Link

The CUSTOMERS to INVOICE section of this structure forms a ONETO MANY relationship.
The one customer can have MANY invoices sent to them over time, but there will always be
ONE customer on each invoice. So the customer table is the ONE side of the relationship
and the INVOICE is the MANY side. We can set a relationship to link these two tables.

There is a problem with the link between the INVOICE and the PRODUCTS tables. The one
invoice can contain many products and the one product can be included in many invoices.
A relational database cannot cater for a MANY TO MANY relationship as you cannot set
multiple PRIMARY or FOREIGN KEY fields in the one relationship.

A further problem exists, one invoice might contain a sale of 5 of a particular item, the next
invoice might contain a sale of 2 of the same item. The company needs a way of adding
these sales so that it knows how many items it has sold. So this initial TABLE RELATIONSHIP
will need modification.

The easiest solution to these problems is to add a table between INVOICE and PRODUCTS.
This table can store every item sold by the company as a single record allowing the
company to keep track of every item sold. The new table can also provide data to the
INVOICE table.
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So a revised TABLE RELATIONSHIP diagram becomes:

Customers I—< Invoice I—< Line Items I>— Products I

One to Many Link One to Many Link One to Many Link

The ONE invoice can have MANY line items sold within it. The ONE product can be sold
MANY times. By adding the LINE ITEMS table to the system a series of ONE TO MANY
relationships are created and a relational database system can accommodate these.

The next step is to decide which fields will be placed in each table. The following TABLE
STRUCTURE diagram shows one possibility. Remember, we do not want to store data
more than once (except for PRIMARY KEY or FOREIGN KEY fields).

Customer ID Invoice No < Invoice No Product ID
Title _\—< Customer ID M Product ID Product Name
First Name M Date Sold Qty Sold M Cost Price
Last Name Retail Price
Organisation Instock

Street Reorder Number
Suburb Location

State

Postcode

Phone

Fax

The PRIMARY KEY and FOREIGN KEY fields need to be considered. In the previous
diagram you would have seen that CUSTOMER ID is used to link the CUSTOMERS and
INVOICE tables, INVOICE NO is used to link the INVOICE and LINE ITEMS tables and
PRODUCT ID is used to link the LINE ITEMS and PRODUCTS table. The INVOICE table
is not directly linked to the PRODUCTS table, it will obtain values from the PRODUCTS
table via the LINE ITEMS table.

The final consideration in the planning is what reports will be required. The following
diagram shows some of the reports that could be made from the various tables. We will
create some of these reports in the next chapter.

Customer List Invoice Item Lists Product List

Mailing Labels Monthly Totals
Item Totals
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Setting up an Invoice System

Loading the Sample File

1  Load Microsoft Access or close the curren
the BACKSTAGE VIEW.

t database and click on the OPEN icon in

2 Access the CHAPTER 12 folder of the ACCESS 2010 SUPPORT FILES and open the
CHAPTER 12 file as an OPEN READ-ONLY file.

3  Click on the FILE tab and select SAVE DATABASE AS.

4 Access your ACCESS STORAGE folder and

save the file as CHAPTER 12 COPY.

5 Click on the ENABLE CONTENT button so that the data can be viewed.

A Looking at the Tables

The database has 3 tables at the moment, CUSTOMER DETAILS which stores data about
the company’s customers, LINE ITEMS which stores details of each product sold and
PRODUCT DETAILS which stores a list of the products that the company provides.

(1 Open the CUSTOMER DETAILS table,

& Is | |

Customer Details

External Data

View Primary|E .
- | Key

Home Create
ﬁ U{? T—]i 2@ Insert Rows

ler Test Validation
Rules

Database Tools

o
=t

Tools

- Pi
:‘:‘E Maodify Lookups ‘

A

gz B i) =

i
K
& N
Er

All Access Objects
Tables

3 Customer Details
23 Lineltems

23 Produd Details

= «

£

Forms

% Customer sub-Form

¥* Customer ID
Title
First Name
Last Name
Organisation
Street
Suburb

Data Type
The prim3
The custo
The custo

set the view to DESIGN VIEW and
notice that the CUSTOMER ID field
has been set to the PRIMARY KEY
field. The other fields store general
information about the company’s

The custo
The custo

customers.

The cumstomer's street
The customer's suburb

2 Close the CUSTOMER DETAILS table.

@| Iﬂ ) = ‘ | Line tems - Microsoft Access
(
File Hom: Create External Data Database Tools Design
-ﬁ 7 B rwew Py @ — = 3 Open the LINE ITEMS table, set the
- WIF B 2 =3 . .
View | Primary Te stvj‘datiun #De‘m Rows Property|Indexes oeat::ata Rename/Delete  Relationshi view tO DESIGN Vl EW and nOtlce that
- Key Rules 258 Modify Lookups | | sheet Macr Macro
iews | Show,/Hide Field, Record & Table Events Relal

Field Name
Invoice No

™

aty

Data Type
- nvoice N|
ex The Product g
umber The number d

there is no PRIMARY KEY field. It just

stores the INVOICE NUMBER and the

basic details of PRODUCT ID and QTY
sold that the invoice will need.
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two main purposes:

i NOTE: The LINE ITEMS table will record each line of the invoice. It will have

(A) tolist each product sold as a separate record so that the company
can calculate monthly sales and carry out stock checks.

(B) to provide product data to the invoice. If you look at the diagram
at the centre of page 12-2 you will see that the PRODUCTS table
is not directly connected to the INVOICE table so some data, such
as Product Name and Retail Price, will need to be linked to the
LINE ITEMS table via a relationship to the PRODUCTS table so
that the INVOICE can display them.

4  Close the LINE ITEMS table.

Sadaple Event

Tables ES

j Customer Details
B LineItems

EH Product Details Cost Price
Retail Price
Instock

Forms E

El Customer Sub-Form

Rearder No

Home Create External Data Database Tools Design
— ]

“]j 1[{ =, e Insert Rows :M g(/‘ ==
= Delete Rows g = -

View  |Primary 2 - Property|Indexes | Create Data Rename/Delet

Key Macros
Views Toals |
All Access Objects = « ||| EA product Details

Text
Text
Currency
Currency
Number
Number

Data Type

Microsoft Access ‘

(5 Open the PRODUCT DETAILS table,
set the view to DESIGN VIEW and
notice that PRODUCT ID has been
set the a PRIMARY KEY field. It will
provide data to the LINE ITEMS table
1 viathis field.

The number of the product in cu
The number in stock when the n|

6 Close the PRODUCT DETAILS table.

B Looking at the Forms

Two forms have been prepared for you. The CUSTOMER SUB-FORM which displays the
details from the CUSTOMER DETAILS table and the INVOICE MAIN FORM which you will

need to complete.

(1 Open the CUSTOMER SUB-FORM

form and notice that fields have

@‘ = = Microsoft Access
Home Creat External Data Database Taols
== ‘—:1 3 ]f 4] astending 7 Selection ~ ﬁ =N = l?a 83 Replace =)
= =3 ﬂ, Descen ding 7jAdvanced e & == ? Spelling = GoTo~
View | Paste Filter Refresh Find
S - I 7 PR -H
BWS Clipboard 1 Sort & Filter Records
j o«
All Access Objects El Customer Details
Tables £ Y
EH customer Detail Mr |[Colin Norris
EH tine ltems Ballarat Electrical Services
R — 24 Main strest format
.
Forms £
== customer Sub-Form k

been arranged in a normal address
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Formatting Invoice Systems

In the previous chapter you setup the structure of an invoicing system. In this chapter
that system will be formatted into an easier to use and printable invoice. This will involve
setting lookup values for the customers and products so that the user doesn’t need to
know customer or product names. The invoice elements will be aligned so that they print
in a neat fashion and a border and page break will be inserted.

Loading the File

You will be using the invoice system from the previous chapter.

1 If your invoice system from the previous chapter worked well, load Microsoft Access
and open the file from your ACCESS STORAGE folder.

2 If you would prefer to use a fresh fully operational file:

(A) Load Microsoft Access or close the current database and click on the OPEN icon
in the BACKSTAGE VIEW.

(B) Access the CHAPTER 13 folder of the ACCESS 2010 SUPPORT FILES and open the
CHAPTER 13 file as an OPEN READ-ONLY file.

(C) Click on the FILE tab and select SAVE DATABASE AS.
(D) Access your ACCESS STORAGE folder and save the file as CHAPTER 13 COPY.
(E) Click on the ENABLE CONTENT button so that the data can be viewed.

Setting Lookup Values

It is difficult to remember customer or product codes. We can set both of these to be
lookup values. In order to use the lookup wizard any the relationships involving the fields
that will be altered will need to be temporary deleted.

A Deleting the Customer Relationships

1 Close any tables or forms that may be open.

2 Open the DATABASE TOOLS tab in the RIBBON and click on the RELATIONSHIPS icon
to open the RELATIONSHIPS window.
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(A&]] =

Edit
Relationships

Tools

Create

?_4/(% ¥ Clear Layout

=) Relationship Report

External Data

| Relatronship 1ools |

Database Tools

.\J‘:ﬁ = Hide Table B
B8 oot Relstionships

Show g, Close
Table SS'AH Relationships
Relationships

Design

Relationships - Microsoft Access

All Access Objects

Tables

EH customer Details
EH 1tnvoice Details
EH Line Items

EA Product Details

e

Queries
‘; Line Items Query

»

Forms
E
=
E

Customer Sub-Form
Invaice Main Farm

Line Items Sub-Form

Customer Details
% CustomerID
Title
First Name
Last Name
Organisation

Street
Suburb
State
Postcode
Phane No
Fax No

Invoice Details
% Invoice No

Customer ID
Date Sold

1

_\e r Line Ttem .]

[Product Detail ]

3 Click on the relationship line
between the CUSTOMER DETAILS and
INVOICE DETAILS tables and press
the DELETE (DEL) key to remove the
relationship.

Microsoft Access

4 Select YES to the warning dialogue
box and close the RELATIONSHIPS
window.

B Setting the Customer Lookup Values

1

Open the INVOICE DETAILS table and set its view to DESIGN VIEW.

@d9-e-ls
Home
B ¥

Create

External Data

=

B

Database Tools

Bl
S*&Insert Rows

?‘ Delete Rows

EF

Design

A | = T
Property|Indexes | Create Data Rename/Delete  Relationships
| Sheet Macros = Macro

=
E=
[

=

=

Microsoft Access

B

=)

'3
58

WView Primary Builder Test Validation . Object
- Key Rules “_@ Modify Lookups Dependencies
Views Tools Show/Hide Field, Record & Table Events Relationships
All Access Objects = «
Tables %
EH customer Details EH Invoice Details
A 1nvoice Details Field Name Data Type
T Line ltems % Invoice No AutoMumber Provide a unigue number for each invoice
T Froduct Details Customer ID Text v Identity code for each customer
Date Dold Text Rep
Queries S MSTiG
E Line tems Query Number
Forms £ Date/Time
58] Customer Sub-Form Currency
53] Invoice Main Form AutoMumber
Yes/No
E Line Items Sub-Form ¥
OLE Object WIZARD.
Hyperlink
Attachment
Calculated

Lookup Wizard..,

2 Click in the DATA TYPE cell for the
CUSTOMER ID field and use its
down arrow to set it to the LOOKUP

13-2
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Lookup Wizard

This wizard creates a lookup field, which displays a list of values you
can choose from. How do you want your lookup field to getits
values?

@I want the lookup field to get the values from another table or
query.

(O I will type in the values that T want.

Cancel

Lookup Wizard

Which table or query should provide the values for your lookup
field?

Table: Invoice Details
Table: Line Ttems
Table: Product Details

View

(3) Tables () Queries () Both

Cancel ] [ <Back | Hextgy

Lookup Wizard

Which fields of Customer Details contain the values you want
induded in your lookup field? The fields you select become columns
in your lookup field.

Available Fields:

Selected Fields:

e
|
|

[ Cancel ] [ < Back H Mext > ]

Lookup Wizard

What sort order do you want for the items in your list box?

‘fou can sort records by up to four fields, in either ascending or descending order.

1 |LastName C— v | Ascending

2 |FirstName ( o e—

) T
3 | v| [ Ascending ] j

==

[ Cancel ] [ <Back || Hext'g\

3 In the first LOOKUP WIZARD dialogue
box, leave the first option (lookup

values from a table or query) selected
and click on NEXT.

4 Leave the CUSTOMER DETAILS table
selected and click on NEXT.

5 You will be asked which fields you
want to be displayed in the lookup
column. Move CUSTOMER ID, FIRST

7 NAME and LAST NAME into the

SELECTED FIELDS frame, then click on

NEXT.

6 You will be asked about the SORT
ORDER of the list. Set the first box to
LAST NAME and the second box to
FIRST NAME (both fields should be
set to ASCENDING order), then click
on NEXT.
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Lookup Wizard

How wide would you like the columns in your lockup field?

To adjust the width of a column, drag its right edge to the width you want, or double-dlick the
right edge of the column heading to get the best fit.

(7 The width of the columns will be
displayed. The CUSTOMER ID field
is hidden, click on the HIDE KEY

[ ey eBTim frecommended)

Customer ID | First Name LastNameO-l-O

3

John Bryant
C0007 Gary Dyer
CO008 Lucy Fitzgerald
C000& Melinda Forbes
0003 Katherine |French
Co018 Emily Grant
C0010 Steve Halliday -

Cancel ] [ < Back H Next > m

Lookup Wizard

When you select a row in the lookup field, you can store a value
from that row in your database, or you can use the value later to
perform an action. Choose a field that uniguely identifies the row.
Which column in your lookup field contains the value you want to

store or use in your database?

First Mame
Last Name /

Cancel ] [ < Back H Hext>{[ Finish ]

Available Fields:

Lookup Wizard

What label would you like for vour lookup field?

|Cusbomer D
Do you want to enable ity between these tables?
[[] Enable Data Integrity

Do you want to store multiple values for this lookup?
[] Allow Multiple Values

Those are &ll the answers the wizard needs to create your lookup
field.

Lookup Wizard

Microsoft Office Access
Some data may be lost.

£ be violated as a result,

Do you want ko continue anyway?

' The setting for the FieldSize property of one or mare fields has been changed to a sharter size. IF dg

COLUMN check box to display it.

8 Reduce the width of the columns
double clicking on the borders at the
right of the column headings, then
click on NEXT.

9 In the AVAILABLE FIELDS screen
leave CUSTOMER ID selected. This is
the value we want inserted from the

popup menu, then click on NEXT.

10 Leave the label set to:
Customer ID
and click on the FINISH button.

11 You will now be required to save
the table - click on YES.

12 If a warning box appears - select
YES. This may occur if some of the
column widths are too small.
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Reporting From Invoice Systems

A major advantage in setting a LINE ITEMS table in the invoice system such as the one you
have set up in the past two chapters is that reports can be created from it. The company
will be interested in two things. Firstly, the total number of each product that have been
sold so the company can see which are the best sellers. Secondly, how much has been
made each month. We will create two reports to satisfy these needs. The company will
also want mailing labels based on the Customer Details to easily contact their customers.

Loading the Sample File

You will be using the invoice system from the previous chapter.

1 If your invoice system from the previous chapter worked well, load Microsoft Access
and open the file from your ACCESS STORAGE folder.

2 If you would prefer to use a fresh fully operational file:

(A) Load Microsoft Access or close the current database and click on the OPEN icon
in the BACKSTAGE VIEW.

(B) Access the CHAPTER 14 folder of the ACCESS 2010 SUPPORT FILES and open the
CHAPTER 14 file as an OPEN READ-ONLY file.

(C) Click on the FILE tab and select SAVE DATABASE AS.
(D) Access your ACCESS STORAGE folder and save the file as CHAPTER 14 COPY.
(E) Click on the ENABLE CONTENT button so that the data can be viewed.

Creating a Total Items Sold Report

A report can be created that shows how many of each product has been sold. By doing
this the company can see which products are selling well and which are not by the click of
a mouse button.

A Starting the Report Wizard

| 1 Open the CREATE tab of the RIBBON
and select the REPORT WIZARD icon.

@l I=

& 5

ﬁ i ;j j @ ReportWSrd 7 7) ¥ Module

& Labe —% % Class Module
Thar Macr

Application | Table Table SharePoint Query Query  Form  Farm  Blank

All Access Objects
Tables
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Report Wizard
Which fields do you want on your report?
You can choose from more than one table or quer
Tables/Queries
|Query: Line Items Query w |
Available Fields: Selected Fields:
Invoice Mo Qty
Product ID Product Name

Mext = ﬁ Finish

Cancel

Report Wizard

Do you want to add any grouping
levels?

T
|Product Name |

"

Qty, Amount \
N

>

d

Grouping Options ... ] ’ Cancel ” < Back H ﬂext>ﬁ ]

Report Wizard

What sort order and summary information do you want for detail records?

You can sort records by up to four fields, in either
ascending or descending order.
w | Ascending
2
| |

2| |

¢ |

- |

»
Summary Options . o

Cancel I ’ < Back H MNext = l ’ FEinish ]

2 In the REPORT WIZARD dialogue box
set the CHOOSE TABLE OR QUERY
box to the LINE ITEMS QUERY.

3 Move the QTY, PRODUCT NAME and
AMOUNT fields into the SELECTED
FIELDS frame then click on NEXT.

Ve

4 You will be asked about the grouping
required. We want to list the
totals for each product type so the
PRODUCT NAME field is suitable.
Select it in the left frame and move it
into the GROUP frame. We will leave
the GROUPING OPTIONS as normal,
so click on NEXT.

5 We won't need any sorting within
the group in this case so click on the
SUMMARY OPTIONS button.

14-2
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_F Summary Options

What summary values would you like calculated?

Field Sum Avg Min  Max

Qty Eh =
Amount

() Summary Only

[] Calculate percent of

total for sums

Report Wizard

What sort order and summary information do you want for detail records?

You can sort records by up to four fields, in either
ascending or descending order.

1| v|[m]

2 | |

? | |

o |

Summary Options ...

Cancel ” < Back }

Finish

Report Wizard

How would you like to lay out your report?

Crientation

@Earh'ait

Adjust the field width so &l fields fit on
@ page.

Cancel ” < Back H MNext > FEinish

6 Set the QTY and AMOUNT fields
to have their sums (sub-totals)
calculated and click on OK.

7 You will be returned to the SORT
section of the wizard, click on NEXT.

8 Select the STEPPED layout with
PORTRAIT orientation and click on
NEXT.
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Report Wizard

What title do you want for your report?

|PC Direct

That's all the information the wizard needs to
report,

Do you want to preview the report or modify the report's
design?

() Preview the report.
(O Modify the report's design.

Cancel I [ < Back

(9 Enter the report title:
PC Direct

then click on the FINISH button to
create the report.

NOTE: The report title, PC Direct, will be placed as a heading in the report.
It will also be the name under which the report is saved. Itis not an

appropriate name for the report, so we will alter it shortly.

B Making the Total Items Sold Report More Concise

As with most Report Wizard generated reports detailed adjustments are required. If you
look through the report you will see that the report is too detailed. We don't need to
know the individual sales for each invoice, just the totals.

1 Close the preview to return the view to DESIGN VIEW.

@E9-c

Create

External Data Database Tools

Design | Arrange

Report Design Tools

Format

Page Setup

PC Direct - Microsoft Access

gl:l] nCnlnrs -
View | Themes Fonts'

Views Themes

A
=Y = otas
LT =
Group {5 Hide Details
Esot =

Grouping & Totals

Controls

[ bl Aa =2 () @[] {2 Drag the top border of the PAGE

HEADER bar down so that the

REPORT HEADER is 2.5 cm high. This

will allow space for a sub-heading

about the report to be added.

All Access Objects N I N N T D

Tables « # Report Header

B3 customer Details g . /
-|IPC Direct 4

[ twoice Details |

EH Line ltems i

B Product Details :

Queries a # Page Header _I_

EH Line tems Query |3I’Pd.lc'. I\a‘HH ‘ | | | | |

| [Arhound] |

14-4
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15

Enhancing Invoice Systems

Over the past three chapters you have developed quite an extensive database.
Switchboard forms, macros and buttons can be added to the invoice system to allow it
be fully usable by people with limited knowledge of Microsoft Access.

Loading the Sample File

You will be using the invoice system from the previous chapter.

1 If your invoice system from the previous chapter worked well, load Microsoft Access
and open the file from your ACCESS STORAGE folder.

2 If you would prefer to use a fresh fully operational file:

(A) Load Microsoft Access or close the current database and click on the OPEN icon
in the BACKSTAGE VIEW.

(B) Access the CHAPTER 15 folder of the ACCESS 2010 SUPPORT FILES and open
the CHAPTER 15 file as an OPEN READ-ONLY file.

(C) Click on the FILE tab and select SAVE DATABASE AS.
(D) Access your ACCESS STORAGE folder and save the file as CHAPTER 15 COPY.
(E) Click on the ENABLE CONTENT button so that the data can be viewed.

Creating a Customers Data Entry Form

At the moment there is only a table where new customers can be entered or existing
customers modified. It would be far more effective to have a DATA ENTRY form to carry
out this process. We will use the FORM WIZARD to create a very quick form.

A Creating the Form

{ 1 Open the CREATE tab of the RIBBON,

(@&l = Chapter 15 Copy : Database (A
Fome | et i o — and select FORM WIZARD icon.
2 EBE T RE B

Application Table Table SharePoint Query Query Fo Form  Blanl Report Report Blank Mac|
Parts + Design  Lists~ | Wizard Design ign  F B More Forms - i

Templates Tables Queries Farms Reports

All Access Objects @ «
Tables

© Guided Computer Tutorials 2010 15-1



Learning Microsoft Access 2010

Form Wizard

Which fields do you want on your form?

You can choose from more than one table or query.

Tables/Queries

Table: Customer Details v

Available Fields: Selected Fields:
Last Name -
Organisation T
Street
Suburb

e
Postcode
Phone Mo =

w
Cancel

Mext = Finish

2 In the FORM WIZARD dialogue box
set the CHOOSE TABLE OR QUERY
box to the CUSTOMER DETAILS table.

3 Move all the fields into the SELECTED
FIELDS frame and click on NEXT.

Form Wizard

What layout would you lke for your form?

Ogolumnar
(O Tabular
ODaizsheet

Cancel H < Back H Mext = Finish

4 Select the JUSTIFIED layout and click
on NEXT.

Form Wizard

What title do you want for your form?

|CustDmEr Data Entry Form

That's all the information the wizard needs to create your
form,

Do you want to open the form or modify the form's design?

(3) Open the form to view or enter information.
(O Modify the form's design.

Cancel I ’ < Back

(5 Name the form:

Customer Data Entry Form

and click on the FINISH button to
create the form.

15-2
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Set the view to DESIGN VIEW, adjust
the heading to:

A H9-

PC DIRECT - MAIL ORDER

press <enter>, format it to BOLD,
DARK RED and double click on a
handle to enclose to text and centre

EH customer Details
B 1nwoice Details

j Line Items

EH Product Details

‘ Form Design Tools

Home Create External Data Database Tools Design Arrange

% label22 = Calibri jDetail

£ select All B|r U A~ =E== % % | %%

Selection Font
/
All Access Objects = « EREEEE-ENEE EEEE RN R KRR Ry AR
Tables A # Form Header

it over the fields.

Increase the height of the FORM

HEADER section to 2.5 cm by
dragging the DETAIL border down.

Use the LABEL TOOL from the
DESIGN tab to add a sub-heading

label the width of the main heading
called:

Customer Details

B Customer Details
B 1nwoice Details

and format it to BOLD, 14 point, DARK

e 2~ # Detail (
@l H9- |+ Form Design Tools
Home Create External Data Database Tools Design ArrangeJ Forma
#% Label23 - Calibri [Detail)
=1L Select All B
Selection Font MNumber Backg
y 4
All Access Objects = « R R T T AR
Tables x # Form Header

BLUE and CENTRE.

RCO

MAIL

B3 customer Details
j Invaice Details
B Linetems

B3 Product Details

Queries

=j:| Line Items Query
‘jj Maonthly Sales Query
Forms

8l customer sub-Form

»

»

CustomerData Entry Form

Invoice Main Form

[ P

5| Line ltems Sub-Form

Reports &

: : » [
EH Line items E | | Cdston{ler detailb |
B Product Details 2- | | | | | | | [
Queries ~ # Detail
@| o9~ |= ‘ Form Design T CustomerData Entry Form - Microsoft Access
Home Create External Data Database Tools Design Arrange | Format
E) + | calibri (Detail} +11 o+ - oo00 B ij‘ 2 shape f
=2l 7 shape (
= Select All B 7 U A - - === $ o . (_-.U .U.U Backg nd Alternate inge Conditional 4
k& - & " il ag ow Co pe - Formatting
Selection Font MNumber Background Control Formatting
N
All Access Objects > « RSN N R R R R R N - N Y R 'R IS - I
Tables 2 # Form Header

CDIRE

£

9 Select the POSTCODE, PHONE NO
and FAX NO fields and set their

| Cystomer Detg
| ALIGNMENT to LEFT.
# Detail
:— ‘CJSTL‘PEI’ ij ‘il’ e i i:'rs: ‘i~a‘1e i i
1 |HCustomer ID Title First Name

= ‘Org;{'.'sa:'-l:’.
2 [IMOrganisation

|5'.|I'EE:

Stree

) ‘S.w.ir:u
uburb

Fax No

# Form Footer
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U™ e AR R ‘ Form Design Tools CustomerData Entry Form - Microsaft Access
Home Create External Data Database Tools Design Arrange | Format
- Sh Fi
= + Calibri [Detail <11~ F  oooo - L2 shave
: 7 shape d
E select All BIU A-&-([El== 8 % » |8 ;% | Backoround Aternate | Qu A
Selection Font Mumber Background Control Formatting
All Access Objects = « R I N N S IR - IR ORI I IR RRNIRS N AER IRENIRS - AES - SN EES IS - RIS -2

Tables 3 # Form Header
EH  customer Details

- ; FC DIRECT { MAIL DRDER]

Invoice Details 1

B3 Linetems T |
2

Cystomer Details
I '

Queries | S (10 Increase the height of the FORM

B Product Details

B Line ems Query — |Cus‘.i:mer iD ”IT"-.'e i i:'rsz ‘i-ar‘ne i . .

='_5_T.| Monthly Sales Query 1 |[FCustomer ID |Title First Name FOOTER tO 1.5 Cm by dragglng |tS
Do | 7|l [orgdnisatin ] | | | Istreet .
E——— s = bottom border down. We will add
B cosomeataenprom ([0 [ [ [ ] [ s some buttons to it shortly.

= uburb ate

B invoice Main Farm o g | |

@ 4

= Line Items Sub-Form i Fax No : I | | | | | | | | |
Reports & # Form Footer ) /

E Customer Mailing Labels B
E Items Sold Repaort 1-

E Monthly Sales Report N

B Adding Buttons to the Form

Some buttons can be added to automate the common tasks of the form.

CICRECHE
Home Create External Data Database Tools Design

E Hcmcrs' WW Ag L] ’%ﬂ

View  Themes [&] Fonts -

{1 Select the BUTTON icon from the
DESIGN tab of the FORM DESIGN
TOOLS.

| CustomerDat,

Views Themes Contrals
All Access Objects & « R R ] Ltg et 20 1 A
s 2 F ey e e Command Button Wizard
E customer Detals - Fc What action do you want to happen when the button is
H tvoice Details i pressed?
£ Line ltems T |—_ Different actions are available for each category.

2
3 Product Details : o

: = # Detail

= Line Items Query |l [custhmer I itle Record Operations d o

i Form Operati
E3 Monthly Sales Query 1 |[HCustomer ID  [Title il e
Forras 70| - || [organisation Save Ty 5

L P Miscellaneous Undo Record

= customer Sub-Form 2 |[Organisation
2 customerData Entry Form S| 2By
=1 N % |Msuburb (
=2| Invoice Main Form -WI =

| [Fax o 2 Drag a BUTTON about 4 cm across
E& Line Items Sub-Form * IMFax No

E3

— SR and 0.75 cm down to the left of

[l customer Mailing Labels E | \ ‘ |

€ the FORM FOOTER section and, in

Bl tems Sold Report N Command24

B Monthly sales Report - 1 [ L

—— the COMMAND BUTTON WIZARD
dialogue box, select the RECORD
OPERATIONS category and the ADD
NEW RECORD action.
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Chapter

16

Useful Tools

Microsoft Access provides numerous useful tools that can be used in your databases.

In this chapter we will look at a few of them. For example, creating tabbed data-entry
forms, the calendar function, finding duplicate entries in a database and using database
templates.

Loading the Sample File

1  Load Microsoft Access or close the current database and click on the OPEN icon in
the BACKSTAGE VIEW.

2 Access the CHAPTER 16 folder of the ACCESS 2010 SUPPORT FILES and open the
MEGABYTE file as an OPEN READ-ONLY file.

3  Click on the FILE tab and select SAVE DATABASE AS.
4 Access your ACCESS STORAGE folder and save the file as MEGABYTE COPY.
5 Click on the ENABLE CONTENT button so that the data can be viewed.

Creating Form Tabs

You have created data entry screens before and they are a valuable tool for the accurate
entering of data in a database system. Sometimes it is not possible to place all the data
on one form, so FORM TABS can be used to show groups of fields and place more data
on the one screen.

A Creating the Form

&l A AR Megabyte Copy : Database (Access 2007) -

Home Create External Data Database Tools

ﬁ Ejl E @ j 5] Form Wizard E _J Er
L — - — .ﬂN aaaaa ‘% — E =il La|
Application Table Table SharePoint Query Query . orm  Blank Report Report Blank
Parts ~ Design  Lists = ‘Wizard Design orm %More FoNgs Vs -
Liiokiz L Qe P~ | 1 Open the CREATE tab of the RIBBON,

All Access Objects = « B\

Tables ES

click on the FORM WIZARD icon.

L
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Form Wizard

Which fields do you want on your form?

2 Set the TABLE OR QUERY box to the
/ SUPPLIERS AND PRODUCTS QUERY.
Tables/Queries

|Query: Suppliers and Products Query w

Available Fields: Selected Fields:
Street -
Suburb T
State/Country

T e f3 Move all the fields into the SELECTED

T FIELDS frame and click on NEXT.
<< Cost Price

(oo # oo |

Form Wizard

What layout would you lke for your form?

4 Leave the COLUMNAR layout
selected and click on NEXT.

Ogaizsheet
() Justified

Cancel I ’ < Back H MNext = l ’ Finish

Form Wizard
What title do you want for your form? Ve
|ata Entry Tabs | 5 Name the form:
Data Entry Tabs
Tf:afs all the information the wizard needs to create your
rm. . 7
Do you want to open the form or modify the form's design? CI ICk on the MODI FY TH E FORM S
O gpen theform to viewor ,Eﬁ,/w/ DESIGN radio button followed by
© iy e T’ cesi. e FINISH to create the form to open the
/ form in DESIGN VIEW.
Cancel I ’ < Back
16-2
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B Creating the Tab Controls

We are going to create two ‘cards’ that will make up the form, one for the supplier details,
the other for the product details.

1 The form should be opened in DESIGN VIEW.

R

-

Create

External Data

Database Tools

E I colors -

Vlew Themes A Fonts =

Wiews Themes

()6 Aa =2t O @ I E[M

Form Design Tools. | Data Entry Tabs - Microsoft Access
Design | Arrange Format
9 i Logo
=) = : e
= ﬁi = = [ Title
=l — Insert Add Existing |Prop:

. [5} Date and Time
Header / Footer

Fields She|

Cantrals

All Access Objects

Tables ES
B Produds
EH suppliers
Queries £

B Suppliers and Produdts Query

Forms £
i% Data Entry Tabs

ORI - I R B S B S IO - IR RN B ACR AR T A IR I B

# Form Header

2 SHIFT+CLICK on the SUPPLIER 1D,

“lData Entr

Ta

bs

# Detail

SUPPLIER NAME, STREET, SUBURB,
STATE/COUNTRY and POSTCODE field

Asupplier ID

7/

RN boxes.
& SupplierName Supplier Name

2; Street Str’ee‘t‘ ‘ ‘

3: o LSuburjh

= _ISt te/Cduntry State/Counts

‘; Pdstcod! Postcode ‘ ‘ ‘ |

5; TpUuTt NanTe 'Produc‘tNanﬁ

3

Press CTRL+X to cut the controls from the form.

CFERCEE

= -

Create

External Data

Database Tools

LD ESLIGICISIN  Data Entry Tabs - Microsoft Access

| Data Entry Tabs - Microsoft A

Design | Arange  Format

E nCoIors

VIEW Themes A Fonts =

Wiews Themes

15580 A« =0 0 @ FOI E[™)

1 Iﬁ\.ogo :J“::
=Ea\ 2 Ja B

Add Existing |Prop.

[5 Date and Time Fields | She|

hd Form Footer

All Access Objects = « w-1-w-2-|-3-|-4-|‘5‘n‘sl‘w-IT-w-e-w-s-n-m-wlr|‘12-w-13‘w-H-w-ws-n-ls‘.nj;rw-lswwsw-z‘
Tables x # Form Header
ER Products kS
——- { Data Entry Tabs
Queries * 7
o il 4 Increase the height to the DETAIL
T oeteriy e ' section to 9 cm then SHIFT+CLICK on
: the remaining fields and labels and
: 7 nudge them down so that the top of
; ”/ the PRODUCT NAME is in line with 6
: / )
: cm in the left ruler.
é _.: hduct e
7 .r)ﬂ uct [\a“ﬂ_! | .Prnduc'tName ‘ |
7 4-#&@?—'—’—'—.msmck ‘ I
C:‘< 3r|1 ‘ | Cost Price
A.ﬁ ail 3r| ce ‘ | .Re‘tall Prlc/ ‘ .
I I T T T
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@ = 2- I= Form Design Tools. | Data Entry Tabs - Microsoft Access
Home Create External Data Database Tools Esign_i Arrange
== |Ad] Moo 2 5 Select the TAB CONTROL icon
View | Themes [Z] Fonts - % fabl Aa ﬂ \_I j u j
from the CONTROLS group of the
Views Themes
All Access Objecs____© « [l DESIGN tab and drag a frame,
e o | E}F"’“H“:’ =g where the supplier fields were, from
-[|Data Entry Ta —
E suppliers 1 } (0.25,0.25) to (1 4,3).
Queries & 7 /
=7 Ssuppliers and Products Query W
Forms E3 —
FE] Data Entry Tabs \\‘

NOTE:

you will see shortly.

By default two tabs are provided, however, you can add more tabs as

(6 Click on the title of the first tab (Page

@ld - |+ Form Design Tools Data Entry Tabs - Microsoft Acc
Fome G Gtorm odts_ osbmeTots | Ooson | srange_fomat | 22)and an orange rectangle should
E H“ | = ) =
o | e | (1| EE] A ==l (7 @, (58 ()5 (2 ol ; be placed around the tab frame.
Ir
Themes Controls -
All Access Objects ® « Property Sheet x
T - | Selection type: Page
B Products e Page22 v
—j Suppliers ! Format| Data || Event | Other| Al |
Queries 2 |- Name Suppliers
B3 Suppliers and Products Query Caption
Page Inde
Forms £y = Visible
E= Data Entry Tabs 1 Picture Typ.
E Picture
. Width
z Height
- Top
:

(7 The tab can be renamed. In the
PROPERTY SHEET pane open the ALL
tab, set the NAME box to:

Suppliers

and press the <enter> key to set it.
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