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Chapter

9

Using Macros

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 file and click the FILE tab. Select the OPEN
OTHER FILES icon in the START window or the OPEN icon in the BACKSTAGE VIEW.

2 Access the CHAPTER 9 folder of the ACCESS 2016 SUPPORT FILES and open the
CHAPTER 9 file as an OPEN READ-ONLY file.

3  Click on the SAVE AS icon in the WARNING BAR under the RIBBON.

4 Access your STORAGE folder, save the file as CHAPTER 9 COPY and click on the
ENABLE CONTENT button.

Looking at the Database

1 The database consists of two tables. 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 tables.

I & Chapter 9 Copy : Databas«

Create External Data Database Tools Q Tell me

Views Clipboard ]

All Access ObV
Tables ey
S 2 There are 2 forms, a MAIN SWITCHBOARD

EH Property Details

B roouye ] form and a DATA ENTRY form.

= Al details Query

Forms

E Data Entry

e 3 One report prints the RENTAL details
Reports N . .
e and the second report prints either the
B ol propertes eport. € properties for SALE or AUCTION.

© Guided Computer Tutorials 2016 9-1
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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.

Chapter 9 Copy : Database- C:\Users\GregBowden\Documents\Access Storage\Chapter 9 Copy.accdb (Access 2007 - 2016 file format) - Access

“#amal Data  Database Tools Q) Tell me what you want to do...

W = I [ o
D G D r‘\ = [ Form Wizard ol 51 Report Wizard D £ Module
[ T 2 lass Module

Application able able arePaint uery uery arm an eport an| acro
Application  Table Table SharePaint Query Query F Blank Report Blank M

Parts - Design  Lists~  Wizard Design Design Form &= More Forms - ———
Templates Tables Queries Forms Reports
All Access Objects @ «

Tables x

B ouners et 1 Open the CREATE tab of the RIBBON
=t vt and click on the MACRO icon to start

a new macro.

Matro Tools ~ Chapter 9 Capy : Database- C:\Users\GregBowden\Documents\Access Storage\Chapter 9 Copy.accdb (Access 2007 - 2016 file farmat) - Ac...

ExtenalData  Database Tools Q Tell me what you want to do...

1 5= Single Step = == T E
LT Convert Macros to Visual Basic * o
Run Expand Collapse Expand Collapse | Action Show Al
Actions Actions Al Al Catalog Actions
Tools Collapse/Expand Show/Hide ~
i o« At —~
é‘LIA(CESS Objects Action Catalog x
ables &
Search ]
1 Owners Details = ~C— Macrel - £
41 ProgroMlow

B Property Details =
Queries N Add New Action v s Er“ p’i"t
B ANl details Query =
Forms & s
B oatakntry 0
SRR 2 The MACRO BUILDER screen is
Reports 2
@ Rental Properties Repart d A H b 1 d
B o opened. Actions can be inserte

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 they are displayed in the MACRO BUILDER window.

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

iii Maximize the MACRO window if you prefer to.

9-2 © Guided Computer Tutorials 2016
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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 CATALOG pane and
a COMMENT frame is inserted above
the ADD NEW ACTIONS box.

Macra Tools  Chapter 9 Capy : Database- C:\Users\GregBowden\Documents\Acces:

| © = Single Step
LT Convert Macros to Visual Basic
Run

Tools

B .
ction fons
fExpand owtide
i D « R
All Access Objects /HCUOH
Tables 2 [—

B owners Details a Ma:m/ search

a0 el Flow
& Property Details L
Queries | [Previewthe Rentsl Properties Report =)

B ANl details Query

Forms A Add New Action v
B Dataknty

B Main Swithboard

Preview the Rental Properties Report

and press the TAB key.

C Inserting the Actions

H - ™} s Macro Tools  Chapter9 Copy : Database- C:\Users\GregBowden\Documents\Access Storage\Chapter 9 Copy|

File Home Create External Data Database Tools esign Q Tell me what youwant to do...

= Single Step = == = o= T E x

* LI Convert Macros to Visual Basic
Run Expand Collapse  Action Show All
Al Al Catalag Actions

Tools Collapse/Expand ShowyHide

All Access Objects © « 1 Click on the drop down arrow at the
B oo vt i E __— right of the ADD NEW ACTION box

T Property Details ) ) . . . .
=2 e ne m/ and a list of actions is displayed.
B Al details Query ¥

) Data Entry

= Main Swithboard

Reports %
B Rental Properties Report

B ssle Properties Report

2 Select the DISPLAY HOURGLASS

CloseDatabase

POINTER action.

DeleteRecord

NOTE: You can also click in the ADD NEW ACTION box and press the DI keys
to insert the action. The DISPLAY 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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B o-

File

=} =

Macro Tools  Chapter 9 Copy : Database- Ct\Users\GregBowden\Documents\Access Storage|

Home Create External Data Database Tools Design @ Tell me what you want to do...

+= == T‘
Expand Collapse Expand Collapse  Action Show All
Actions Actions Al Al Catalog Actions

Collapse/Expand Show/Hide

= -

| 5= Single Step

:% Convert Macros to Visual Basic
Run

E!

3 The DISPLAY HOURGLASS POINTER
élﬁccess Objects ® « 4 action frame is inserted. Leave the
“ ) HOURGLASS ON box set to YES.

Tools

B owners Details 2

/*  Preview the Rental Properjj#®Report
B DisplayHourglassPointe;

j Property Details

Queries 2
=j:| All details Query
Hourglass On | Ves
Forms 2
E2 Deta Entry + | Add MNew Action v

H o - ™} Macro Tools  Chapter 9 Copy : Database- C\Users\GregBowden\Documents\Access Storage|
File Home Create External Data Database Tools Design @ Tell me what you want to do...
| £ = Single Step E o= = o= T‘ E!
- :% Convert Macros to Visual Basic o T o o X
Run Expand Collapse Expand Collapse Action Show All
Actions Actions Al All Catalog Actions
Toals Collapse/Expand Show/Hide
All Access Objects © « 4 Press the down arrow key next to
Tables S
B owners Details =) the neW ADD NEW ACTION bOX
:e:::pemeEla\ls N /*  Preview the Rental Properiies Report that has been added tO the MACRO
1 Al detais ey I BUILDER screen, scroll down the
Forms A N B .
3 oeteeniy + v actions and select the OPENREPORT
5] Main Swithboar: OnError H
SPD:S e a OpenForm actlon.
OpenQuery

E Rental Properties Report

E Sale Properties Report

OpenReport

OpenTable
PrintObject

H ©-

File

=} =
Home Create
| 5= Single Step

:g Convert Macros to Visual Basic
Run

Tools

External Data

Macro Tools
Database Tools

+= ==

Design

+= == T
Expand Collapse Expand Collapse  Action Show All
Actions Actions Al All Catalog Actions

Collapse/Expand Show,/Hide

i

Chapter 9 Copy : Database- C:\Users\GregBowden\Documents\Access Storage|

@ Tell me what you want to do...

5

All Access Objects @ «

Tables 3

pd

B owners Details

e

j Property Details
Queries

‘j:‘ All details Query
Forms

% Data Entry

EE Main Swithboard
Reports

»

»

»»

/*  Preview the Rental Properties Re,
DisplayHourglassPointer
Hourglass On Yes

E OpenReport
Report Name | Rental Properties Report

View |Report

In the REPORT NAME box enter
R and the RENTAL PROPERTIES
REPORT should be displayed.

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.
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H ©-

File

] = Macro Tools

External Data

Macrol - Access

Home  Create Database Tools Design Q Tell me what you want

6 Press the TAB key to place the cursor

[ CEsinglestep = OE OF = T E’ ) -
Run T Comvert Macros o Visual Basic Expand Collapse Expand Collapse | NS Show Al in the VIEW box and set it to PRINT
- B g | s PREVIEW.
All Access Objects @ «|| . b e the Rentat Properties Report

Tables S

DisplayHourglassPointer
EH owners Details

Hourglass On Yes
ez Property Details

El OpenReport
- 2
Queries - Report Name | Rental Properties Report
B Al details Query
\

Forme R View |Report
2 Data Entry Filter Name | Print
= ) ) T Design
£2]l Main Swithboard Vhere Condition FRT e
Reports S Window Mode

H Rental Properties Report

NOTE: You can maximize the Macro window by clicking on its MAXIMIZE
button at the right of the Macro window.

H o - ] 2 Macro Tools Macrol - Access

File Home Create External Data Database Tools Design Q Tell me what you want to do...

I = Single Step = == = == T E ;
R. :%Cnnvert Macros to Visual Basic 5 _d . ”_ & _d 2 ”_ L

un and Collapse Expand Collapse  Action Show a a
Ac:mn; A(tmpn; pAH A\r Catalog Actions 7 Cllck N the WH ERE CONDITION bOX

Tools Collapse/Expand Show/Hide
All Access Objects @ «|| . and enter: [P

Tables B
= Owners Details
j Property Details

Preview the Rental Properties Report
DisplayHourglassPointer
Hourglass On Yes

; . El OpenReport .
e e : ReportNome |RentlPropertic 8 The program will suggest the
Forms R L PROPERTY DETAILS table, press the
£&l Data Entry ilter Name . .
E2] Main Swithboard Where Condition =|[P TAB key tO |nsert |t
Reports # Window Mode | Mo EPmpeﬂyDelail;

[l Rental Properties Report Update Parameters

H - ] = Macro Tools Macrol - Access
File Home Create External Data Database Tools Design Q Tell me what you want to do...
5= Single Step = = O = T E’
Run :%Cmvert Macros to Visual Basic Exp;d Col\a_psa Exp;d Colla_pse Action Show All
el L 9 Press the ! key and a list of fields
Tools Collapse/Expand Show/Hide .
Al Access ObJects © <[ 1+ prew e eotet ropetcs seper from the PROPERTY DETAILS table is

Tables

DisplayHourglassPointer
B Owners Details

provided.

Hourglass On  Yes
=3 Praperty Details

. El OpenReport
Queries h Repert Name |Rental Properties Report
B Al details Query
View | Print Preview
Forms x .
B DataEntry Filter Name
B Main Swithboard Where Condition =|[Property Details]! 10 SeIeCt the SALE TYPE ﬁeld and
Reports " Window Mode | Normal [ Bond 4 T
B Rentat Propertes Repor L etion press the TAB key to insert it in the
B sale Properties Report + [5dd New Action " ﬁléucatmn Condition.
wher [D

[T Property Type

[ 5ale Price

8] Sale Type Type of sale
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H =)= =i & Macro Tools Ma

SREREEET 11 Complete the condition by

File Home Create External Data Database Tools Design
' %= single Step = = = = = T E ; .

: .
. ﬁton'.fen Macros to Visual Basic o T _ _ ente”ng.

Run Expand Collapse Expand Collapse  Action Show All

Actions Actions Al All Catalog Actions — ”R n "
Tools Collapse/Expand Show,/Hide e t
i v «

AH Access Ob_JeCtS /*  Preview the Rental Properties Report and press the tab key
Tables # DisplayHourglassPointer

j Owners Details Hourglass On  Ves

j I.:‘l'-:npen-,' Details = OpenReport

Queries = Report Name |Rental Properties Report

ﬁ All details Query

Forms N View | Print Preview

F5 DataEntry Filter Mame

FBl Main Swithboard {1t Where Condition =|[Property Details]![Sale Type]="Rent" =
Reports & Window Mode |Mormal v
S cenial Bronerties Benart

NOTE: i The REPORT NAME box is used to select the required report.

ii TheVIEW box indicates whether the report is to be printed directly,
previewed or set to Design View.

iii The WHERE CONDITION box is telling the macro to look in the
PROPERTY DETAILS table and find all the records where the SALE
TYPE field contains the word RENT. The table name and field name
must be separated by an exclamation mark (!). You could have
typed the whole condition as:

[Property Details] ! [Sale Type] =“Rent”

iv  You can use the EXPRESSION BUILDER icon at the right of the
WHERE CONDITION box to build the condition if you prefer.

v The sections that you complete within the ACTIONS box are called
ARGUMENTS.
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Buttons

Buttons will need to be inserted in the two forms to run the macros.

A

1

In the Data Entry Form

Place a button in the DATA ENTRY form to run the macro that switches the screen to
the MAIN SWITCHBOARD.

Print a copy of one record of the DATA ENTRY form (use FROM 1 TO 1 in the PAGES
section of the PRINT dialogue box).

In the Main Switchboard Form

Place empty TEXT buttons next to each of the text labels in the MAIN
SWITCHBOARD form and assign the buttons to run the appropriate macro.

Print a copy of the MAIN SWITCHBOARD form.

Printing the Reports and Macro Definitions

1

Use the buttons to print the three reports for the sections of the cafe.

2 Use the DATABASE DOCUMENTER icon in the DATABASE TOOLS tab of the RIBBON
to preview the macro commands and print them. Refer to Page 9-34 if you have
forgotten how to do this.

Hand in for Marking

1 A printout of the DATA ENTRY form.

2 A printout of the MAIN SWITCHBOARD form.

3  The three WAGES REPORT printouts.

4 A printout of the MACRO documentation.
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Chapter

10

Reports That Total Items

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 file and click on the FILE tab. Select
OPEN OTHER FILES in the START window or the OPEN icon in the BACKSTAGE VIEW.

2 Access the CHAPTER 10 folder of the ACCESS 2016 SUPPORT FILES and open the
CHAPTER 10 file as an OPEN READ-ONLY file.

3 Click on the SAVE AS icon in the WARNING BAR under the RIBBON.
4 Access your 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.

Chapter 10 Copy : Database- C:\Users\GregBowden\Documents\Access Storage\Chapter 10 Copy.accdb (Access 2007 - 2016 file formal

Hom: Create External Data Database Tools Q Tell me what you want to do...

D G D S| & N - F&FND@ \a..-.izard @ Z| 51 Report Wizard Er r:; Module
Application  Table Table SharePoint  Query Query Form  Blank i Report Blank I} Macro * C.Iaz:Modu\e

Parts - Design  Lists~  Wizard Design Design Farm = More Forme Qesign Repart £ Visual Bas
Templates Tables Queries Forms o ! s & Code
All Access Objects @ « jpiccc kb -

e * 1 Open the CREATE tab in the RIBBON

Sales Data
and click on the REPORT WIZARD

icon.
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Report Wizard

Which fields do you want on your report?

You can choose from more than one table or query.
v

Selected Fields:

Tables/Queries

Table: Sales Data

Available Fields:
Item ID

Item Name
le Date

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

In this case we will use all the fields,

|3
‘ so move all the fields into the

Linit Price

= Amount

==

Next 4

Cancel

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, —
e Unit Price, Amount ?
m (

Item Name =

Qty

Unit Price

Amaunt

Priority
Grouping Options « Cancel < Back Next > Finish

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

Grouping Intervals

What grouping intervals do you want for groupevel fields? oK

Cance\

Groupevel fields: Grouping intervals:

° — .

Sale Date

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

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

Item ID, Item Mame, Sale D ty,
Unit Price, Amount
Item ID >

Item MName
Sale Date
<

Cancel < Back Mext = Finish

Unit Price
Amount

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

Priority

/

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
2 _ group into ITEM ID order, so set the
’ < > first SORT box to ITEM ID, leave the

1 ItemID ] Ascending

W

3

box next to ITEM ID as ASCENDING

: / and click on the SUMMARY OPTIONS
button.

Summary QOptions ...

Cancel < Back Next = Finish

Summary Options

Vit summary values voud vou ke cscdate:? o 10 In this case we want to total the QTY
- e SN and AMOUNT fields for each day so
Unitprce ENS RS i —— click on the SUM check boxes next
= BETT | o to each of those fields, then select

[ Caleulate percent of 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.
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11 You are returned to the SORT
ORDER dialogue box, click on NEXT.

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 ItemID W Ascending
2 W ing
3
4
Surmmary Options ...
Cancel < Back Next = Finish
Report Wizard
How would you like to lay out your report?
Layout Crientation
() Stepped .Q;.Eorh'ait
") Block O Landscapx

| 12 For the report LAYOUT select
OUTLINE in the LAYOUT frame and

Adjust the field width so all fields fi

PORTRAIT in the ORIENTATION
frame, then click on NEXT.

a page.
Cancel < Back Next Finish
Report Wizard

What title do you want for your report?

Daily Sales Report

That's all the information the wizard needs to create

report.
Do you want to preview the report or modify the repart's
design?
@ Preview the report.
() Modify the repart's design.
Cancel < Back Flnlsh/

14  Scroll through the report preview.

13 Name the report:

Daily Sales Report

and click on the FINISH button to
generate the report.

10-4
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Adjusting the Report

As with most REPORT WIZARD generated reports some modifications are required to
make the report totally suitable for your individual needs. Some fields have been given
too much space and some of the headings and labels are not appropriate. This process
of getting the wizard to produce a report and then modifying the result is quicker than
producing the report from scratch.

1 Click on the CLOSE PRINT PREVIEW icon in the RIBBON to close the preview and
return to DESIGN VIEW.

it PageSetup  Q Tell mewhat you want e

o e ) Aa = [0 &, T H E' NE 5 2 Notice that there are extra sections

P e : T o to this report. SALE DATE HEADER

B o = and SALE DATE FOOTER are part of

| R the SALE DATE GROUP that was set
i in the REPORT WIZARD.

T i
emi0] ffem Njme Sale Opte] [ty [nitPrice] [Amourf]
Detail
“Ham D Hnyé |sale Date][aty |[unit Price J[amount | ‘ ‘
Sal r
="Summary for " & ""Sale Date'=" & " " & [Sale Date] & " [* & Count(*) &" " & If{Count( *)=1,"detail record","detail re
; Y O O I [ sum | [ | | sumian
1 — o
Pa ote

zzzzzzz

aaaaaaaaaaa

="Page " & [Page] & " of " & [Pages] |

ST —T—— | GrpKeepTogether Per Column
| =5um‘ ‘ ‘ | =sum([An| ‘ ‘

NOTE: i Itemsinthe GROUP HEADER are printed at the top of each group of
records. Items in the GROUP FOOTER are printed at the end of each
group of records.

ii Thereis probably an error icon at the top of the report to indicate a
width issue. You can select IGNORE to the error as the width of the
report will be adjusted shortly.

A Adjusting the Report Header

The company name needs to be added to the REPORT HEADER section.

1 Check that the PROPERTY SHEET pane is open at the right of the screen. Ifitisn't,
click on the PROPERTY SHEET icon in the DESIGN tab of the REPORT DESIGN TOOLS.
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H S-

File

Home

j I Colors -

View  Them

[AlFonts-

Views

Themes

Tables

= sales Data
Reports

@ Daily sales Report

All Access Objects @ «

-

Create

‘

Group
&Sort
Grol

External Data

Database Tools

75 Hide Details

PageSetup @ Tell mewhatyo

= &
& =g e 8]

uping & Totals

Daily Sales Report - Ag

EEEER R R R R T
# Report Header

2 Select the report by clicking in the
box at the intersection of the rulers
so that a black dot appears.

!::ormaTS(iSale Date],"Long Date",0,0) 1 -

- |Da(ly Jales:Repao t‘ Report v
1
- = = o | ‘ ‘ oo ‘ ‘ ‘ Format | Data | Event | Other | All
:F‘aae Header Capt Daily Sales Repor
Sale Date Header Defaliew Report View
. I [T [T Allow Refgrt View Ves

Allow LayoNt View

S ]|

# Detail

Ve
Embedded
P

‘ [item 1D {litem Name

|[sale Date][aty [[unit price

¥ Sale Date Footer

o I R S

="Summary for " & "Sale Date'="& " " & [Sale Date] &" (" &Cuumt‘ll& " " & |If{Coun|

e

1 =t T T T T T T
# Page Footer

T ‘:\mw( )
# Report Footer

o B [ [ [ o] ] ]

Picture Type
s ) Pictiien

In the FORMAT section of the
PROPERTY SHEET pane, set the
GRID X and GRID Y values to 4.

=sum([An] - -

Show Page Margi
dx

Grid ¥
Layout for Print

H -

File Home

1Y [Labelzz
ET} Select Al

Selection

All Access Obj
Tables

B3 sales Data
Reports

B Daily sales Report

]

Create

| Calibri (Detail)

B#

External Data Database Tools Design

Report Design Tools

Arrange

ects =

«
# Report Header

S

) ‘— -DaiIY.Salfs Rﬁpon| < | i

& Page Header

H o-

=]

Report Design Tools

File Home Create External Data Database Tools Design Arrange Format
I [Labeiz2 = |Calibri (Detail) 14 ¥ D
ET} Select All BIU A-&.- === Fzdggm
Image ~
Selection Font Number Ba(kglmm(/
« L I N B - N N L - I B -)

Tables
B3 sales Data
Reports

All Access Objects &

& Report Header

‘yw‘aw-m-w

>

=

Daily Sales Report

~

& Page Header

Click in the DAILY SALES REPORT
label and, in the FORMAT tab of
the REPORT DESIGN TOOLS, set the
FONT SIZE to 14 point, the STYLE
to BOLD and the FONT COLOUR

to DARK RED. This will convert the
label into the sub-heading.

Double click on one of the label’s
size ‘handles’ to enclose the ‘handles’
around the text, then use the CTRL
and DOWN ARROW keys to nudge
the label to the base of the REPORT
HEADER section.

H

File

n

View

Views

=)o T

Create

B Colors -

Themes s

Themes

Home

External Data

,

Database Tools

Arrange

Report Design Tools

Format

Page Setup

Group = Hide Details
& Sort

Grouping & Totals

¥ &

Ml s 4505 R

Tables

B3 sales Data
Reports

Eﬂ Daily Sales Report

All Access Objects

& Page Header

Daily Sales Report - Access

Q Tell me what you want to do...

6 Select the LABEL icon from the
DESIGN tab and drag a text frame
in the REPORT HEADER from (0,0) to
(7,1).
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11

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 prices, 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
which 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 file and click on the FILE tab. Select
OPEN OTHER FILES in the START window or the OPEN icon in the BACKSTAGE VIEW.

2 Access the CHAPTER 11 folder of the ACCESS 2016 SUPPORT FILES and open the
CHAPTER 11 file as an OPEN READ-ONLY file.

3 Clickon the SAVE AS icon in the WARNING BAR under the RIBBON.
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
store data about suppliers of
products to a company. Open each
table in turn to familiarise yourself

with the database.

- & Chapter 11 Copy : Database- C\Users\GregBo

Create External Data Database Tools Q Tell me what;, wuw

Views Clipboard [} Sort & Filter

All Access Objects _s=T The database also has two forms.

o * The first one displays the information
Products .

T suppiers about the suppliers (name, address,

Forms 2 / etc.). The second displays product

ZEI Products Sub-form K . . .

2 cupplers tain Form 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.

Chapter 11 Copy : Data Documents\Access Storage\Chapter 11

% |1 Open the DATABASE TOOLS tab
- - in the RIBBON and click on the
RELATIONSHIPS icon.

n isual  Run i
Repal abase Basic Macro
Tools Macro I}Ra\ tionshi

All Access Objects | Refatio
Tables Define

e data in tables is
related, a5 |D fields or name

B Produas fields in different tables that should

matcl

B suppliers h
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11

e External Data

[E8) Relationship Report

Tools

Database Tools

Show
Table B8 All Relationships

Relationships

a
=3

All Access Objects @ «

Tables
B Froducts

& Products sub-form
B suppliers Main Form

Suppliers

@ Supplier ID
Supplier Name
Street
Suburb
State/Country
Postcade

Products
Supplers

| 2 If the SHOW TABLE dialogue box
doesn’t open, click on the SHOW
TABLE icon in the DESIGN tab of the
RELATIONSHIP TOOLS.

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

=] - ela
File Home  Create  EdemalData  Database Tools esign
» Show Close
Relationship Report 3" o 4 tionships
Tools Relationships
All Access Objects © «||=3 Relationships -
Tables %
B Froducs Suppliers Products
B3 suppliers ‘# supplier ID Supplier ID
Forms ~ Supplier Name Product Name \
 Products Sub-form Streat Instock
Suburb Cost Price
& suppliers Main Form State/Country Retail Price
Fostcade

N

Show Table

Tables | Queries | Both

ppppp

| 4 Select the PRODUCTS table and add
it to the RELATIONSHIPS dialogue

5

(=]

-

File Home Create

D;-' X Clear Layout

Edit
Relationships
Tools

All Access Objects ©
Tables

B produs

== Suppliers

Forms

B Produds Sub-form

Relatlonshlp Report

B2 suppliers Main Form

External Data

«

Database Tools
\j [E Hide Table
2% Direct Relationships
P
Sho

w
Table BBl All Relationships
Relationships

Q Tell me what

Close the SHOW TABLE dialogue box.

Access

you want to do...

6 Move the pointer over the SUPPLIER
ID field in the SUPPLIERS table and

ag Relati

onships

drag it over the SUPPLIER ID field in

Suppliers
P Supplier 1D p—
Supplier Name
Street
Suburb
State/Country

Postcode

Products

SupierID
PmName
Instocl

Cost Price
Retail Price

the PRODUCTS table.
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Edit Relationships

Table/Query: Related Table/Query: Cre
%

Supplier ID v Supplier 1D

-~

> I

equal.

Join Type..
]
Create New..
[]Enforce Referential Integrity reate few
ade Update Related Fields
ade Delete Related Records
Relationship Type: Cne-To-Many
. . 2
Join Properties :

()1:  Only include rows where the joined fields from both tables are

()3 Incude ALL records from 'Products’ any

(») 2 records from 'Suppliers' and only those records
from 'Products’ where the joined fields are equal.

0se records

from 'Suppliers' where the joj s are equal.
CK Cancel
- - - 2
Edit Relationships :
Table/Query: Related Table/Query: Create
S oroduct \
Cancel
Supplier ID v Supplier ID o)
Join Type..
w
Create New..

Enforce Referential Integrity <
[ ] cascade Update Related Fields
[ ] cascade Delete Related Records

Relationship Type: One-To-Many

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.

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

9 In this case we want to be able to
display all the suppliers, but only
those products that come from a
particular supplier. This is option 2,
so click on its radio button and select
OKto set the JOIN TYPE.

10 Click on the ENFORCE REFERENTIAL
INTEGRITY check box in the EDIT
RELATIONSHIPS dialogue box then
click on CREATE to complete the

relationship.
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NOTE: ENFORCE REFERENTIAL INTEGRITY ensures that data in both tables is
kept consistent. For example, you would not be able to enter a product
from a supplier that is not in the SUPPLIERS table.

H

File

Relationship Tools

Home Create External Data Database Tools Q Tell mew

11 Notice that the join has symbols

Be X dertayout on either end. The 1 indicates the
g
Re\atfod:[h‘p; REIatIDn:hlp R -Sr:a: EEEAII Relationships Close ONE Side Of the ONE TO MANY
N T°°C")b, t eeonshe - relationship. The o« indicates the
ccess ects @ «||od Relationships . . )
Tables : . 7 MANY side of the relationship. In
) o By other words, the ONE supplier can
j Suppliers # Supplier ID —p Supplier ID I MANY d t
Forms a Supplier Mame Product Name Su ro uc S.
El Products Sub-form Street ‘mt“k_ pp y p
Suburb Cost Price
B suppliers Main Form State/Country Retail Price
Postcode

NOTE: i Ifyouneed tochange the relationship properties, double click on
the relationship line.
ii To delete a relationship, click on the relationship line and press the
DELETE (DEL) key.

E i = Relationship Tools Access

File Home Create External Data Database Tools Q Tell me what you want to do...

D;" < Clear Layout IJ a

Toaols Relationships
All Access Objectg © «|| =5 Relationships \ 12 CIOSE the RELATIONSHIPS W|nd0W
S N
o . > and select YES to the SAVE
Products Suppliers Prod

B3 suppliers ¥ Supplier ID == Sypefier 1D CHANGES Warning.
Forms S Microsoft Accegs

@ Products Sub-form

@ Suppliers Main Form l 1 Do you want to saugeanges to the layout of 'Relationships'?

MNo Cancel
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Completing the Suppliers Form

Two forms have been prepared for you. The SUPPLIERS MAIN FORM displays data from
the SUPPLIERS table. The PRODUCTS SUB-FORM displays the data from the PRODUCTS
table. We are going to insert the PRODUCTS SUB-FORM in the SUPPLIERS MAIN FORM
so that data from both tables can be adjusted from the one form. This is achieved by
using the SUBFORM/SUBREPORT tool.

=]

File Home
= [a] =
View  Themes

Views B Controls

-

Create

Suppliers Main Form - Access

External Data Database Tools

Q Tell me what you want to do...

=l loga

- El [ Title E

cop
=T
[y

alors~ [}AQEE%Em’HEII DD

Fonts =

Open the SUPPLIERS MAIN FORM

All Access Objects
Tables
B Produs

= Suppliers

Forms

= «||"

% Products Sub-form K - [Eral 2E05
== Ssuppliers Main Farm 2 -

ES

form, maximize the window and set
the view to DESIGN VIEW.

#

A Setting the Sub-Form Frame

The SUBFORM/SUBREPORT tool can be used to create an area within the SUPPLIERS
MAIN FORM that displays data from a second form. It acts like a port hole or window.

H I~

Home Create

File

El K colors~

View  Themes ant:'
es

Views Them

Tables
B Produds

All Access Objects

External Data Database Tools

5 & A= (7@ =B ™M= B
EECOVN | @A

1 Open the DESIGN tab of the FORM
DESIGN TOOLS and click on the
MORE icon at the right of the
CONTROLS group.

and 1ime

Image~ -G Da Fields | Sheet = Order

[N

[N =RIR T .

IS R R

e LT 2 Check that the USE CONTROL
\ WIZARDS icon is turned on then
click on the SUBFORM/SUBREPORT
icon.
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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 Invoice Products

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

One to Many Link

Invoice

One to Many Link

Line Items

Products

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).

customars |

Customer ID

First Name

Last Name

Organisation
Street
Suburb
State
Postcode

Phone

Fax

Invoice No
Title _\—< Customer ID

Date Sold

Invoice No

M Product ID

N
M

Qty Sold

N Products |

Product ID

Product Name

Cost Price

Retail Price

Instock

Reorder Number

Location

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.

Customers

‘ Invoice \

‘ Product List \

Customer List Item Lists
Mailing Labels Monthly Totals
Item Totals
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Loading the Sample File

1 Load Microsoft Access or close the current file and click on the FILE tab. Select
OPEN OTHER FILES in the START window or the OPEN icon in the BACKSTAGE VIEW.

2 Access the CHAPTER 12 folder of the ACCESS 2016 SUPPORT FILES and open the
CHAPTER 12 file as an OPEN READ-ONLY file.

3 Clickon the SAVE AS icon in the WARNING BAR under the RIBBON.
4 Access your 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,
set the view to DESIGN VIEW and

‘Customer Details - Ac

Database Tools

Q Tell me what you want to do...

notice that the CUSTOMER ID field
T Rrytonens T e has been set to the PRIMARY KEY
Al Access Obje... ® — el N1€ld. The other fields store general
S oo e shor Tt reesometel information about the company’s
H Line tems Short Text The customer's surn
T Product Details Short Text The customer's com CUStomerS.
Forms 2 Street Short Text The cumstomer's sti
B Customer SubForm Suburb Short Text The custor‘ner:s sinLu

PRSI B

2 Close the CUSTOMER DETAILS table.

. w3 Open the LINE ITEMS table, set the
e External Data Database Tools esign Q Tell me what you want to do... VieW to DESIG N VI EW and notice

= &= Insert Rows p—
e eSSl oo i | thatthereis no PRIMARY KEY field.
Prv— . e Record & sble S It just stores. the INYOICE NUMBER
. and the basic details of PRODUCT
Do g ID and QTY sold that the invoice will
E Product Details need.
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NOTE: The LINE ITEMS table will record each line of the invoice. It will have
two main purposes:

(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.

Product Details - Accg

Q Tell me what you want to do...

set the view to DESIGN VIEW and
notice that PRODUCT ID has been
="  setthe a PRIMARY KEY field. It will
memesel provide data to the LINE ITEMS table

The number of the

nstoc ul er . .
Reorder No Number The number in stocl Vla thlS ﬁeld-

Location Short Text The location of the

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.

‘Customer Details - Access

Sort & Filter Records

| 1 Open the CUSTOMER SUB-FORM
form and notice that fields have
been arranged in a normal address
format.

Mr HCDHn ”Nnms

Ballarat Electrical Services

24 Main Street |[BALLaRaT

vIC 3350
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2 Close the CUSTOMER SUB-FORM form.

Invoice Main Form - Access

Create BExternal Data Database Tools Q Tell me what you want to do...
E g
D Hs W Spell 2 GoT —
= Save ellin oTo~
View Refresh e Find Switch
- All~ [ Select~ MWindows.x.
Views Clipboard ] Sort & Filter Records

= ’ : A logo has been prepared for you.

B customer Details

T tnetems Your task will be to complete the
ER Product Details Glen Waverley, Vic. 3150 i i
S . o rest of this form so that a functional

@ Customer Sub-Form

g
@ Invoice Main Form k

invoice is created.

4  Close the INVOICE MAIN FORM form.

Creating the Invoice Table

An invoice table is required to store details every time an invoice is sent. This table
simply records the INVOICE NUMBER, the CUSTOMER ID and the DATE of the purchase.
The links that we make to the other tables will display other details such as product
name and retail price.

Create <wternal Data Database Tools Q Tell me what you want to do...

il D r‘;gFormW\zard U Tl u @Repnﬂ:w’izard
Applicat Table Table SharePoint (i o] Blank Navigation' Report Report Blank
pplication able Table SharePoin uery Cuery orm anl eport Repo ank 2] |abels
Parts = Design BGorm Maore Forms ~ Design Report &l

All Access G Tievessn —————x._| 1 Open the CREATE tab of the RIBBON

view. You can add fields, set
3 customer Detai indexing options, and perform other
B2 Line ttems advanced table design tasks.

and select the TABLE DESIGN icon.

£ Product Details

2 Enter the FIELD NAME:
Invoice No

P Set is DATATYPE to AUTONUMBER
smdles Lt | ' and enter the DESCRIPTION:

)
&= Insert Rows

H -

File

i ;

View  Primary
o Key 23 Modify Lookups | Sheat

Views Tools i/ Hi
FieM

All Access Obje... @ « .
Invoice No
Tables S

B customer Details

Home Create

Provides a unique number for each invoice.

3% Delete Rows

Relationships

Data T\* v Description (Optional)
AutoNumber rovides a unigue number for each invoice
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NOTE: The AUTONUMBER field type will tell the program to provide a new
number every time an invoice is created so that no two invoices will
ever have the same number.

H - ™ s Table Tools Tablel - Access

Home Create External Data Database Tools Q Tell me what you want to do...

p -— n FCE‘t P‘:ﬁ‘( P 3 Click on the PRIMARY KEY button in
: —e === the DESIGN tab to set the INVOICE

Views Toals Show/Hide Field, Record & Table Events

All Access Obje... ® « ||, FieldName Data Type NO field as the PRIMARY KEY field.
Tables . ¥ Invoice No AutoNumber Prov|

B customer Details

B Line items

EE Product Details

Forms #

El Customer Sub-Form

4 In the FIELD PROPERTIES pane set
the FORMAT box to 00000.

El Invaice Main Form

General |ookup

Field Size Long Integer

Mew Values Increment,

Farmat 00000

Caption

Indexed Yes (Mo Duplicates)

NOTE: i The PRIMARY KEY field will index the table so that itis listed in
INVOICE NO order.

The format (00000) will set each number to five digits, for example,
00001, 00002, etc.

5 Click in the second FIELD NAME cell
and enter the field name:

H ©-

Home

] = Table Tools

Create External Data Database Tools

Q Tell me what you want *

= = BN

View Property Indexes  Create [Jp#
& Sheet

Customer ID

Rename/ Rel

oz - Delete Macro

Views Tools Field, Record & Table Events Relationships
: Field Name Data Type Description (Optional)
All Access Obje... @ «
b ) % | Invoice No AutoNumber Provides a unigue number for each invoice
2
sl - Customer ID Short Text Identity code for each customer

EH Customer Details

EH Line ltems

B Product Details

Farms x 6 Set DATATYPE to SHORT TEXT,

@ Customer Sub-Form

== Invoice Main Form With a FIELD SIZE Of 10 and a
i::r:i\z:ookup - E DESCRIPTION:

Format

Identity code for each customer
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13

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 STORAGE folder.

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

(A) Load Microsoft Access or close the current file and click on the FILE tab. Select
OPEN OTHER FILES in the START window or OPEN in the BACKSTAGE VIEW.

(B) Access the CHAPTER 13 folder of the ACCESS 2016 SUPPORT FILES and open the
CHAPTER 13 file as an OPEN READ-ONLY file.

(C) Click on the SAVE AS icon in the WARNING BAR under the RIBBON.
(D) Access your 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 and Product 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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H

File Home Create External Data Database Tools

D:; X Clear Layout \J E

[&en _ [®iRelationship Report
Relationships

Relationship Tools Relationships - Access

@ Tell me what you want to do...

Show Close
Table EE{AII Relatianships

Tools Relationships

All Access Objects @ «

Tables

Invoice Details

HH  customer Details oo v ‘Cn::t:’en:‘:)m

2 Invoice Details Cuctormer Detaile _l_ Date Sold _\( . - 5) ol

@ e s oot | s 3 Click on the relationship line
E Product Details

Queries . between the CUSTOMER DETAILS
SR . orgamton \ and INVOICE DETAILS tables and
= customer Sub-Form Street

S press the DELETE (DEL) key to
- remove the relationship.

= Line ltems Sub-Form Postcode
Phone Mo
Fax Mo

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

l k Are you sure you want to permanently delete the selected relationshig

H

Relationship Tools

Relationships - Access

File Home Create External Data Database Tools

Q Tell me what you wanf

= 5 Repeat steps 3 and 4 to delete the
;" 2 Clear Layout ﬂ
Bt R RetorsipReprt SO close link between the PRODUCT DETAILS
Relationships Table 3! All Relationships
Tools Relationshps and LINE ITEMS tables.
All Access Objects @ «
Invoice Details
Tables & - 3
1 cen Detal # Invoice Mo
ustomer Details Customer 10

2 invoice Details Date Sald 7
Customer Details stese Line ltems ‘ ﬁduct Details

A Line items "

¥ Customer ID Invaice No _/— Product ID

S Product Details Title Product ID = Praduct Hame

Queries Ed First Name Oty Cost Price

= Line items Query Last Name Retail Price

Forms a Crganisation Instack

E2l customer Sub-Form Street / Reorder No
Suburk Location

EI Invoice Main Form State /

== Line Items Sub-Form Pastcode Microsoft AC(# “
Phone No
Fax No

l b Are you sure you want to permanently ggfte the selected relationship from your database?
Ho

6 Click on the CLOSE icon in the RIBBON to close the RELATIONSHIPS window.
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13

Setting the Customer Lookup Values

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

I~

Table Tools

Invaice Details - Access

Home Create External Data Database Tools Q Tell me what you want to do...
o = &= Insert Rows . =] =
v AR el = £ & = [
View  Primary Test Validation ‘,_| B Property Indexes Creste Data Rename/  Relationships  Object
Key Rules  E& Modify Lookups gpheer Macros~  Delete Macro Dependencies
Views Tools Show/Hide  Field, Record & Table Events Relationships
H = Field Name Data Type Description (Optional) -
All Access ObJECtS :< ¥ | Invoice No AutoNumber Provides a unigue number for each invaoice
1_:'25 - Customer ID Short Text v Jdentity code;
Customer Detaile Date Sold Short Text Rcords the d Q Q
e i s e 1 2 Click in the DATATYPE cell for the
B Line ltems Number d d .
R e CUSTOMER ID field and use its
. B R Currency .
Qe : AuioNsmser down arrow to set it to the LOOKUP
-? Line Items Query Yes/No
Form . WIZARD
E customer Sub-Form Hyperlink *
= Invoice Main Form Attachment
=l Line ltems Sub-Farm Cal:ulate
Lookup Wizard...
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 get its
values?

()T want the lookup field to get the values from another table or
uEery.

In the LOOKUP WIZARD dialogue

() T will type in the values that T want.

box, leave the first option (lookup
values from a table or query)
selected and click on NEXT.

Cancel

Lookup Wizard

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

"Table: Invoice Detalls
Table: Line Items
Table: Product Details

View
(@) Tables (") Queries
Cancel < Back

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

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

Available Fields: Selected Fields:
Title = Customer ID
Organisation First Name
Street >3

Suburb
State
Postcode =
Phone No <
Fax No
Cancel < Back 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 Last Name ( “ Ascending
2 [First Name e

3 ] Ascending
4
Cancel < Back Mext >
Lookup Wizard

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

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

[ Hide'key column {recommended)

Customer ID | First Name | Last Nam: -

John Bryant

Cooo7 Gary Dyer

CO008 Lucy Fitzgerald

C0008 Melinda Forbes

C0009 Katherine |French

C0013 Emily Grant

Coo10 Steve Halliday -
=

Cancel < Back Mext > 4

You will be asked which fields

you want displayed in the lookup
column. Move CUSTOMER ID, FIRST
NAME and LAST NAME into the
SELECTED FIELDS frame, then click
on NEXT.

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.

The width of the columns will be

displayed. The CUSTOMER ID field
is hidden, so click on the HIDE KEY
COLUMN check box to display it.

Reduce the width of the columns by
double clicking on the borders at the
right of the column headings, then
click on NEXT.
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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 uniquely identifies the row.

| 9 In the AVAILABLE FIELDS section

leave CUSTOMER ID selected. This is
the value that will be inserted from
the popup menu, then click on NEXT.

Which column in your lookup field contains the value you want ta
store or use in your database?

Available Fields: /

Customer ID

First Mame
Last Mame
Cancel < Back Mext > Finish
Lookup Wizard

What label would you like for your lockup field?

|Customer ID. (
Do you want to enable da tyeen these tables? 1 O Leave th e Ia bel Set tOI
["]Enable Data Integrity

Customer ID

()

Do you want to store multiple values for this lookup? and Click On the FINISH button.

[[] Allow Multiple Values

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

Cancel < Back Finish

Lookup Wizard

! The table must be saved before relationships can be created, S
Yes Mo

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

NOTE: If a warning box appears - select YES. This may occur if some of the

column widths are too small.
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]

Create

Table Tools

12 Set the screen to DATASHEET VIEW,

External Data Database Tools Fields Table Q Tell me what

Y Hsndng ¥ seecion- E click on a CUSTOMER ID field and
. cmmbiiiaagion 1= Advanced - .
VlfW paste Fier it should now have a down arrow.
ot o Sot &R - Click on the down arrow and the
AH Access ObJECtS = Invoice No v Customer ID - ) . )
Tables : o ﬁ’}t‘:gglf lookup list should be displayed.
= customer Details pooo3 | C0006 Melinda Forbes
= Invoice Details * (New) |€0009 Katherine French
EH Lineitems o018 Emily Grant
Bl Product Details 0010 Steve  Hallide
Queries N 0014 Alan Harris
‘? Line ltems Query 0013 Iln Kent
Forms & C0016 Steven  Knight
E=] customersub-Form C0017 peter Mcalli
E=E Invoice Main Form Co011 David  McKer
%l Line ltems Sub-Form cooo1 Colin Norris
C0005 Paula O'Briel
o012 Rebecca | Palin
C0015 Annette Ross
0003 Bill Stewal v

13 Leave C0004 selected for now by clicking outside the drop down menu.

C Looking at the Customer Lookup Settings

1 Set the INVOICE DETAILS table back to DESIGN VIEW.

(=]

File

- : Table Tools

External Data

Invaoice Details - Access

Home Create

Database Tools

Q Tell me what you want to dg
|

=7 E e ~— = |2 Clickin the CUSTOMER ID field to

2% Delete Rows

View  Primary Test Validation ) Property Indexes Create Data  Rename/ S . .
o Rules  EQ Modify Lookups | gpeet Macros - Delete Juet® dISp|ay its FIELD PROPERTIES.
Views Tools Show/Hide Field, Regg vents
« Field Name Data Type
All Access ObJECtS ¥ Invoice No AutoNumber Provides a unigue number for each invoice
Tables B Customer ID‘ Short Text Identity code for each customer
R customer Details Date Sold Date/Time Recorf’
 ror— 3 Inthe FIELD PROPERTIES pane click
Line ltems
B rosuct et on the LOOKUP tab and the settings
Queries S : o .
& tine tems e Conaral Laokup e that the wizard created are displayed
Forms ES Display Control Combo Box f
E Customer Sub-Form Row Source Type Table/Query 0 r yo U .
Row Source SELECT [Customer Details].[Customer |D], [Customer
B Invoice Main Form Bound Column 1
== ) Column Count 3
; Line [tems Sub-Farm Column Heads Mo Afield name can be up to &4 characters long,
Column Widths 1.805cm;1,667cm;1.641cm including spaces. Press F1 for help on field
List Rows 16 names.
List Width 5.212cm

NOTE: Once you understand what the wizard is doing you can enter values
manually or adjust its settings. For example, you could increase the

width of the LAST NAME column by increasing the third COLUMN
WIDTH value.
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14

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, open the file from your
STORAGE folder.

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

(A) Load Microsoft Access or close the current file and click on the FILE tab. Select
OPEN OTHER FILES in the START window or OPEN in the BACKSTAGE VIEW.

(B) Access the CHAPTER 14 folder of the ACCESS 2016 SUPPORT FILES and open the
CHAPTER 14 file as an OPEN READ-ONLY file.

(C) Click on the SAVE AS icon in the WARNING BAR under the RIBBON.
(D) Access your 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 to show 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 14 Copy : Database- C:\Users\GregBowden\Documents\Access Storage\Chapter 14 Copy.a 1 O pe n t h € C R EATE ta b Of t h e R | B BO N

and select the REPORT WIZARD icon.

All Access Objects @ «
Tables ES
B Ccustomer Details
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Report Wizard

Which fields do you want on your report?

‘fou can choose from more than one table or
Tables/Queries

Query: Line Items Query W

Available Fields: Selected Fields:

Invoice Mo = Qty
Product ID

Product Name
-

<
<<
Cancel Mext = Einish
Report Wizard
Do you want to add any grouping
levels? Product Name
Qty, Amount
Qty
=
< \
Priarity \>
Grouping Options ... Cancel < Back Mext = Einish
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 Y] Ascending

2

3

Summary QOptions ...

Cancel < Back Mext = Einish

| 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.

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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Summary Options

What summary values would you like calculated?

QK
Field Sum Avg Min  Max Cance\
aty el
Amount i ﬁ s -
(@) Detail and Summary
() 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 Y] Ascending
Z
3
4
Cancel < Back Mext = Einish
Report Wizard
How would you like to lay out your report?

Layout

Crientation

(") Qutiine

Adjust the field width so all fields §#fon
a page.

Cancel < Back Mext = Einish

6 Setthe 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 REPORT 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

9 Enter the report title:

report.

Ed)g;gonL;want to preview the repart or modify the report's PC Di reCt

(®) Preview the report. .

(O Moy th reports design. then click on the FINISH button to
create the report.

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, 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.

H -

] s PC Direct - Access Report Design Tools

File Home Create External Data Database Tools Design Arrange Format P T
= [A] oo o i B - @ 2 Drag the top border of the PAGE
View  Themes [Rlronts+ GO T ide beai | ! L HEADER bar down so that the
Views Thema;l Gmup'mg & Totals Controls REPORT HEADER iS 2.5 cm high. This
AHACCESSObJECtS'« n R R B - O N SRR N - T B B BRCR I B B B <) 1 . .
Tables x [©€repat tese » will allow space for a sub-heading

EH Customer Details

“llPc Direct‘

EH Invoice Details 1

about the report to be added.

B Line items 2

B3 Product Details -

Queries 2 # Page Header

-'? Line Items Query ’ |:‘>"\; e I\a"EH | | | | | |
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H -

File

-

Home Create

Views Themes

All Access Objects @ «

Tables
EH Customer Details

2
B invoice Details
BB Line items

BH Produd Details
Queries

‘E Line Items Query

External Data

J Ml nCo\ors' i
View  Themes Grou,

AlFonts - P
o o o & Sort

Grouping & Totals

PC Direct - Access Report Desig

Database Tools Arrange Format

TEI Hide Details

Controls

Fo itz ez g B BT g

# Report Header

! 3 Select the LABEL icon from the
DESIGN tab of the REPORT DESIGN
TOOLS, drag a text frame in the

REPORT HEADER from (0.25,1.5) to

oll:1e Direct‘

(5,2) and enter the sub-heading:

1
- || [items sald 4

[tems Sold

T T

+# Page Header

Poced [ [ 1 T[]

= =
1 |Labent? - |Calibri (Detail]
Ej} Select All

Selection

All Access Objects @ «
Tables
B customer Details

E

B Invoice Details
@ ine items
B product Details

Queries

EF Line ltems Query

ang Format
Background
Image ~

Background

4 Press the <enter> key to complete
the label, use the FORMAT tab to set

R I RS ER T o - L3
# Report Header

its FONT SIZE to 14 pt, BOLD and

> PC|Dirgct|

DARK BLUE, then double click on a

1

L~

‘handle’ and align its left edge with

; _.Itegﬁs Sa!dx{
- | |

# Page Header

the left edge of the main heading.

eded T 1 111

E =)@ I PC Direct - Access Report Design Tools
File Home Create External Data Database Tools Design Arrange
1Y |Labena ~ | |Calibri (Detail) D
i Select All B I U A Background
Image ~

Selection

Tables
EH customer Details

2
j Invoice Details
EH Line items
EH Product Details
Queries

‘jj Line ltems Query

All Access Objects ® « |

+ Report Header

Page Setup

Q Tell me what you want to do...

23 ShapeFill -
E Shape Outline -

5 Click on the PC DIRECT label and
format it to BOLD, 20 pt and DARK

 PC[Dirct]

F e —

# Page Header

e s O I N B

6 Todisplay the product name and its totals we need to place the PRODUCT NAME
field in the PRODUCT NAME FOOTER section next to the sum calculation controls.
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H -

File Home Create External Data Database Tools Design Arrange

- & PC Direct - Access Report Design Tools

7 SHIFT+CLICK on the QTY and

GT - | |Calibri (Detail) - - General Number - D .
S sru A D EEE s o S AMQUNT fields in the DETAIL.
Selection Font Number gBa.:lcgroumj SeCtlon and delete them. Thelr

R R

All Access ObJects © «f it labels in the PAGE HEADER should
Tables
B Customer Details - PC Dirgct‘ not be deleted.

B Invoice Details ‘.
B Line items ; Items So d|

EH Product Details - ‘ | | y
Queries 2 +# Page Header

St TR T T T 1 ] WP

|
Forms ) ¥ Product Name Header
B customersub-Form z |Pmdu'3‘t Name | | ‘ | | | |
E& Invoice Main Farm ¥ Detail -
@ Line [tems Sub-Form - ‘ | ‘ | | | | Q‘.W = z Amoum. | | |
o # Product Name Footer

E 5@ ] E PC Direct - Access Report Design Toals

File Home Create External Data Database Tools Design Arrange Format Page Setup Q Tell me what you want to do...

It ~| | calibri (Detail) S FT D L3 Shape Fill -

EShape Outline -
£} Select Al BIU A-D-=== By o
mage ~
Stiecton o Number soon: | 8 Select the ="SUMMARY FOR....! label
All Access Objects @ « L S S S R

Tables 2 . # Report Header then SHIFT+CLICK On the SUM Iabel
R * PC[Dirgct at the top of the PRODUCT NAME
B e ems o sﬂi w7 FOOTER and delete them.

R Froduct Details -

|
Queries 2 * Page Header /
R Line items Query — .I | | Ii ‘ | | | | | |
Forms Y # Product Name Header
E2l customer Sub-Form - |Pl’odu6‘t Name / |

E2] Invoice Main Farm hd DET" / /|

% Line Items Sub-Farm ‘

Reports =

Hp BC Direct - - y marv for ” & "Product Name'="&" " & [Product Namel &" (" & Count(*] & " " & |Ifi Count(*)=1."detail record"
ire

| | *Sum([leJ *Sumt[An ‘ |
T T T T T T T T T T T T T T T T 1

# Page Footer

E =)@ I = PC Direct - Access Report Design Tools

File Home Create External Data Database Tools Design Arrange Page Setup Q Tell me what you want to do...
1 [Product Name - | [calibri (Detail [N PR D =|. 22 Shape Fill =

= = L2 Shape Outline =
:D Select All B I U A- & . === Background Conditional
o Image ~ Formatting
Selection Font Number Background Control Formatting
AHACCGSSObJeCtS'« R L R R R R R R R L - R R NS TS - R S IR I S IR PRI TR
# Report Header

Tables

EH customer Details T

© PC|Dirpct] 9 Select the PRODUCT NAME field in

B invoice Details 1

EH Line items 2_ |te35 50%!” the PRODUCT NAME HEADER and

EH Product Details -

- . e rase teaaer -~ press CTRL+X to cut it.
B Line items Query — :"’EdJCT Name | | | |

Forms 2 # Product Name Header
E=5] customer Sub-Form - Product NEI"HE | |
[El_inveice Main Form # Deteil
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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 STORAGE folder.

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

(A) Load Microsoft Access or close the current file and click on the FILE tab. Select
OPEN OTHER FILES in the START window or OPEN in the BACKSTAGE VIEW.

(B) Access the CHAPTER 15 folder of the ACCESS 2016 SUPPORT FILES and open
the CHAPTER 15 file as an OPEN READ-ONLY file.

(C) Click on the SAVE AS icon in the WARNING BAR under the RIBBON.

(D) Access your 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,

File Home Create I;rtemal Data = ’ -.fu" and SeleCt FORM WIZARD icon-
EE M RE —

MNav =
Application  Table Table SharePoint Query Query Form  Blank Report Blank
Parts - Design  Lists~ Wizard Design Design Form = More Forms - Design Report
Templates Tables Queries Faorms Reports
All Access Objects @ « Form Wizard
Tables 2 Show the Form Wizard that helps
ou create simple, customi

y nizable
EJ Customer Details forms.
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Form Wizard

Which fields do you want on your form?

| 2 In the FORM WIZARD dialogue box

You can choose from more than one table or query. Set the CHOOSE TABLE OR QU ERY
Tables/Queries / box to the CUSTOMER DETAILS table.

Table: Customer Details W

Available Fields: Selected Fields:

Last Mame
Organisation
treet
ubur}
State
Postcode
<< | |Phone Mo

<

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

Cancel

Mext = Einish
Form Wizard
What layout would you like for your form?
() Columnar
(") Tabular
atasheet

4 Select the JUSTIFIED layout and click
on NEXT.

Cancel < Back Mext = Einish
Form Wizard
What tite do you want for your form?
Customer Data Entry Form
5 Name the form:
o Customer Data Entry Form

ngranfs all the information the wizard needs to create your
Do you want to open the form or modify the form's design? a nd CIle on the F I N ISH bUttOI’] tO
(®) Open the form to view or enter information. C reate the fO rm.
() Modify the form's design.
Cancel < Back Einish

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

PC Direct - Mail Order

H o-

File

=] ]

Create External Data Database Tools Design

Home

tlabazz -] [Colizi et ress <enter>, format it to BOLD,
-«

e LA S DARK RED, double click on a handle
Selection Font Number Backgrou .

All Access Objects © «|[* T e to enclose to text and centre it over

Tables P orm Header

BH Customer Details - C Direlet -|n the ﬁelds.

j Invoice Details -

ER Line ltems

[H product Details .

Queries R Increase the height of the FORM

"? Line [tems Query

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

Use the LABEL TOOL from the
Pllabazs -] [cair et DESIGN tab to add a sub-heading
B St label the width of the main heading
All Access Objects @ « called:

Customer Details

EH customer Details

ER Invoice Details - |

= : N and format it to BOLD, 14 pt, DARK
S . |l ileoem "I T 1| BLUE and CENTRE.

H o- "BE Set the view to LAYOUT VIEW and
quickly adjust the field position and
— . it Ao widths to make the layout more
'”"“ii}kg‘.ij”:f”/ appealing, and set the POSTCODE,
All Access Objects © « PcDirget-1 PHONE NO and FAX NO fields to be

Tables

B customer Details Custome LEFT ALIG N ED-

B invoice Details
B3 Line ltems » |.. o =

File Home Create External Data Database Tools Design Arrange Format

11 [Detail - El [Esz:]

Customer ID Title First Name |,aft Name Organisation
B Product Details 0001 Mr Colin Norris Ballarat Electrical Services
Queries E |S: eet |S.-:.'-: ‘S:a:e |-“-:5:-:-:-:e |
B Line items Query 24 Main Street BALLARAT VIC 3350
B Manthly Sales Query
Forms ES ‘3 hone No |:a x No
E8] customer Data Entry Form (03) 53 148953 (03) 53 278296

E=l customer Suh.Form

NOTE: You can SHIFT+CLICK on the field labels and set them to a colour if you

wish to.
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E - Form Design Tools ‘Customer Data Entry Form - Access
File Home Create External Data Database Tools Design Arrang Format Q Tell me what you want to do...
11 |Labeiz ~ | | calibri (Detail) BT D L2 Shape Fill -
_____ EShape Outline -
Eif select Al BIu A-D- === g
Image ~
Selection Font Number Background Control Formatting
All Access Ob_je(ts T« 1 z 3 + 5 6 7 & El 0 1 XN -] [ 13 i 1% 13 20 ERE
Tables 2 # Form Header
B3 customer Details - |¢c [)irekt -1 h . d
e : 10 Set the view to DESIGN VIEW an
B un : .i Cuﬂltomér i i
: | increase the height of the FORM

ER Product Details - ‘

\
€ Detsi FOOTER to 1.5 cm by dragging its
|

Quernes ® T T T T T T T T
=j3 Line ltems Query — |Cus1bmer#D Hl'iile | |Fir51 I*lame‘ | .
5 Monty ales Quty + |Hcustomerio Trite—rirstName et bottom border down to provide
Forms affz ekt 1 T [ T T 1 [ sufu forb
El Customer Data Entry Form ¢ street subu some space for buttons.
B customer Sub-Form ;
== Invoice Main Form -
S

@ Line [tems Sub-Form B & Form Footer /
Reports

R y
I8 customer Mailing Labels -

1
B items Sold Report z 1

»

B Adding Buttons to the Form

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

| 1 Select the BUTTON icon from the
DESIGN tab of the FORM DESIGN

(=]

File

=] = Form Design Tools Custo

Home Create External Data Database Tools

= [E oo g
s bl Aa
View  Themes Fenfso W
Views Themes Controls Header / Footer
AHACC@SSOb_jeCtS'“ IEE IR SR R TR R RS AR R NIRRT IRV BRI - ICR LI IO RN IR RNV RE RO BN I ACE-! RR- I
Tables " # Form Header
S
EH customer Details Command Button Wizard
1
EH Invoice Details - What action do you want to happen when the button is
N ressed?
ER Line items : .
A Product Details - Different actions are available for each category.
- " # Detail

Queries ES . Categaries: Actians: T T T
EF Line ltems Query - |Custpmer D itle

jﬂ ine [tems Query - ! Record Mavigation Add New Record ‘ ‘ |
2 Monthly Sales Query 1 -Customer ID Title ERecord Operations . Delete Record

F - |street Form Operations “ay Duplicate Record 3¢ﬂmdk |

orms ES - L

A Report Operations Sag.ccord

E8 cCustomer Data Entry Form 2| street Application Save ReCOT Postcode

= N Miscellaneous Undo Record ‘ |
E8l Customer Sub-Form

3

E Invoice Main Form

o e L 2 Drag a BUTTON about 4 cm across

Reports 2 |- [ [ ] [ Cancel and 075 cm hlgh at the Ieft Of
id Customer Mailing Labels - IW

8 tems ot Report B - [ [ ] the FORM FOOTER section and, in

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

15-4 © Guided Computer Tutorials 2016



15

Enhancing Invoice Systems

3

Click on the NEXT button to open the next section.

Command Button Wizard

MNew
Customer

Do you want text or a picture on the button?

If you choose Text, you can type the text to display. If you
choose Picture, you can dick Browse to find a picture to display.

@Iext: Mew Customer
Picture:
o Pencil (Edit)
Cancel < Back Finish

g

4 Make the button a TEXT button with
the text label:

New Customer
and click on NEXT.

Command Button Wizard

New
Customer

What do you want to name the button?

A meaningful name will help you to refer to the button later,

New Customer  ~fm—

5 Name the button:

That's all the information the wizard needs to create your
command button, Note: This wizard creates embedded
macros that cannot run or be edited in Access 2003 and
earlier versions.

Cancel < Back

New Customer
and click on the FINISH button.

]

Create

s Form

External Data Database Tools Design Arrange Format

Customer Data Entry Form - Access

Q Tell me what you want to do...

1 [New Customer ~| [Calibri (Detain B El [ # FQ'I 2 shape Fill -
& L Shape Outline -
:Rt Select All B I U Ag - Background Wlternate Quick Change Conditional
N Image~ RQu Color~ Styles~ Shape - Formatting 3 ghape Eifects -
Selection Font Number Backgroud Control Formattin,
AHACCESSObJeCTS'« NERD - RERE RNEE - - RN R RN RS IS - - RN "IV R VSN LRI IE RN IRE - R IR I I
Tables N rm Heads
ES
. N N B
B customer Details - N \ m’c []"e\t -{Mail drder‘
B invoice Details i ‘\ \ \ \
T tine ttems ; NN Custdmer Details | \
: =
B Product Details - ‘\\ \ \
R "N # Detail
Queries * E— T T T I I X I L8 —

@ Line [tems Query

‘E Manthly Sales Query
Forms

Customer Data Entry Form

Customer Sub-Form

% Invoice Main Form
Reports
B customer Mailing Labels

=

Line ltems Sub-Form

Items Sold Report

—Customer ID
[streft | \ |
TStreet

»

In the FORMAT tab set the text in the
button to BOLD, select a font colour

6

N e

and apply a BEVEL SHAPE EFFECT.

# Form Footer

- New Customer

L |~
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E - ] = Form Design Tools Customer Data Entry Form - Access
File Home Create External Data Database Tools Design Arrange Format Q Tell me what you want to do...
;T Form - D
Ef} Select All e
Image ~
Selection Font MNumber Background Control Formatting

AHACC@SSOb_jE‘CtS' PP I L A R T R R B S T B R B T A I R I B - B A A I AR LIS IR I R R
# Form Header

Tables %

B3 customer Details - |#c [)irekt - Ma|i| drder|
EH Invoice Details . |

T e tems : | Customs rDe!taiIs |
B3 Product Details -

Qo _ I‘w? e 7 Repeat steps 1 to 6 to add a button
B Line [tems Query -|| [Custpmer ID itle First Name Las

: —CustomerID _ [Title First Name next tO the NEW CUSTOMER bUttOﬂ
o oo oty o || ¢ et st that FINDS a record (RECORD

] i -
B8 customer Sub-Form : :
= Invoice Main Farm , /‘ NAVIGATION Category FIND

@ Line [tems Sub-Form B # Form Footer / RECORD action). The button ShOUId

Reports \ T T 1T

»

‘; Monthly Sales Query

e

»

I8 customer Mailing Labels 7 iNew (ustumeri Find Customer I display the teXt:
Find Customer

B items Sold Report z [ [ [ | | ‘

NOTE: You can use the FORMAT PAINTER icon from the FORMAT tab to apply
the formats from the first button to the second button.

H © « @ - ™ 8 Repeat steps 1to 6 to add a button
File Home Create External Data Database Tools Design Arrange Format v next to the F|ND CUSTOMER button
Hem - (] that DELETES a record (RECORD

Ef} Select All Cedgramd

econ o P e OPERATIONS category - DELETE
All Access Objects © « || 2 @111t iart gt gr i g qr e e RECORD action). The button should

Tables 2 + Form Header

T customer et : pcDirect-I|  display the text:

EH Invoice Details ‘.
B tinetems : [ | customs Delete Customer
@3 Product Details z
Queries B : ‘Da\aH T T T T T T T T T T T T T T T )i T T
B Line ltems Query - [custhmerip  fitle | [First fiame | \ | Tastmame | \ | Jorggnisati \ \ |
R Monthly Sales Query 1 -Customer ID Title First Name Last Name Organiggfon
Foems affziprese 1T T T 1 [ T T [l [ T [ [ [ Pdstock |
E Customer Data Entry Form 2| street Suburb tate Postcode
El Customer Sub-Form 3 / | | ‘ ‘ ‘ |
= - /, ‘Pho|’\e N0| ‘ |Fa>{ No ‘ |
=8| Invaice Main Form

. g Phone No Fax No
E= Line ltems Sub-Form & Form Footer
Reports & || - [ [ I I [ [
@ customer Mailing Labels - iNew Customeri Find Customer I Delete Customer l
@ items Sold Report M | | | | | | | |
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Useful Tools

Microsoft Access provides numerous useful tools that can be used in your databases. In
this chapter we will look at creating tabbed data-entry forms, finding duplicate entries
in a database and using database templates.

Loading the Sample File

1 Load Microsoft Access or close the current file and click on the FILE tab. Select
OPEN OTHER FILES in the START window or the OPEN icon in the BACKSTAGE VIEW.

2 Access the CHAPTER 16 folder of the ACCESS 2016 SUPPORT FILES and open the
MEGABYTE file as an OPEN READ-ONLY file.

3 Clickon the SAVE AS icon in the WARNING BAR under the RIBBON.
4 Access your 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
in one form, so FORM TABS can be used to show groups of fields and include more data
within the one form.

A Creating the Form

Megabyte Copy : Database- C:\Users\GregBowden\Documents\Access Storage\Megabyte Copy

External Data Database Tools Q Tell me what you want to do...

D G D m D F&Form Wizar:‘i% ﬂ Z| @Report\*."izard

Application  Table Table SharePoint Query Cuery g Blank ENE‘ tin
~Z\ 1 Open the CREATE tab of the RIBBON
and click on the FORM WIZARD icon.

Templates Tables Queries Forms

All Access Objects ©@ «
Tables 3

B Produds
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Form Wizard

Which fields do you want on your form?

‘You can choose from more than one table or query.
Tables/Queries

Query: Suppliers and Products Query W

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

Available Fields: Selected Fields:

Street

< ’ 3 Move all the fields into the SELECTED
; IE?SE‘;E?EEM FIELDS frame and click on NEXT.

<« | CostPrice

Cancel Mext = Einish

Form Wizard

What layout would you like for your form?

——___ | 4 Leave the COLUMNAR layout

(pstasheet selected and click on NEXT.
(7 Justified /
Cancel < Back MNext = Finish
Form Wizard
What title do you want for your form? 5 N ame th e fO rm:

Data Emrﬂabs\ Data Entry Tabs

That's all the information the wizard needs to create your C“Ck on the MODlFY THE FORM’S
7 DESIGN radio button followed by

Do you want to open the form or mogj

Oog
(@) Modify the form's design.

ot / FINISH to open the form in DESIGN
VIEW.

/

Cancel < Back Einish
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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. Maximise the window.

Form Design Tools Data Entry Tabs - Access

Home Create BExternal Data Database Tools Arrange Format Q Tell me what you want to do...

=1L 2
= [A] mcoen- - Bl = N=RE
A =0
ol — (5 @l A = (1@, = M= Bl O\ O Tite i = =K
= o LS N EbDateand Time  Fiaids | Sheet  Order -

Views Themes Controls

All Access Objects @« [ e e me o 9 SHIFTHCLICK on the SUPPLIER 1D,
2T " |- Ipata Entry aps SUPPLIER NAME, STREET, SUBURB,
S : STATE/COUNTRY and POSTCODE

». VPy field boxes.

B3 Suppliers and Products Query
upplier 10,

Supplier%
Street

urh Suburb
quntry Fﬂate!cuumw

[|Postcode

3
-
g

Forms £

E Data Entry Tabs !

NN

Te ii Product Name

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

Form Design Tools Data Entry Tabs - Access
Home  Create  ExtemalData  Database Tools Arrange  Format @ Tell me what you want to do...
=] |, =iy
=[] Ees- : =l = E
inant oA = *YZ =
(e Ac = V@@ M= Fall - ., D o =
View  Themes [A] Fonts~ b D _ . Add Existing Property Tab
c - E FDateand Time  Fids | Sheet | Order “f
Views Themes Controls Header / Footer
A”ACCESSObJE‘CtS 2 « B I R R R N KRN R L R I - IS - R I R IR - IR RN IER IS - IV IRR - RIS PR IS
Tables 2 # Form Header
& products - |Data Entry Tabs | | | ‘ | | ‘
EH suppliers 1

Queries | (B s 4 Increase the height to the DETAIL

‘; Suppliers and Products Query

Forms I [ section to 9 cm then SHIFT+CLICK on
the remaining fields and labels and
nudge them down so that the tops
of the PRODUCT NAME controls are
in line with 6 cm in the left ruler.

il Data Entry Tabs !

# Form Footer
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H -
File Home

D ﬂ K Colors -

View  Themes Eiso

-

Create

Form Design Tools Data Entry Tabs - Access

5 Select the TAB CONTROL icon
from the CONTROLS group of the

External Data Database Tools Arrange Format g

DESIGN tab and drag a frame,
All Access Objects © «||= e 2 where the supplier fields were, from

B Froducs - |Data Entr Talpa~ (025,025) to (14,3)
BEH suppliers '7 /,
Queries ES -

‘jj Suppliers and Products Query ;P/
Forms B B

E Data Entry Tabs

Ml leogoccpocelosccoccdeccsocencccocococodqoccsoconocsne

L

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

you will see shortly.

6 Click on the title of the left tab and
an orange rectangle should be

H - [~} 5 Form Design Taols Data Entry Tabs - Access

File Home Create External Data Database Tools Arrange Format Q Tell me what you war* " do

T placed around the tab frame.
View  Themes [3]Fonts - v a e =
Views Themes Controls aols
All Access Obiects ® « R PR PN R R R Y - I R A L R RS R Y L RN I . = «
Tabl ) . # Form Header Property Sheet
ables * R Selection type: Page
B eroducts - |Data Entry Ta Page22 v
EA suppliers i
Queries N N Format| Data | Event Other ~ All
= N # Detail Name Suppliers
@ Suppliers and Products Query 5 Caption
Forms & || || Page22 | Page23 | Fage Index o
E2 Data Entry Tabs 1 Visibl Yes
Ficture Type Embedded

S Picture inane}

- Width 13.51%am

, Height 1.746em

3 I I I I T Top 1.111em

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.

16-4 © Guided Computer Tutorials 2016



	Learning Microsoft Access 2016
	Module 2
	Contents
	9 Using Macros
	Loading the Sample File
	Looking at the Database
	Creating the Rental Properties Macro
	A	Starting the Macro
	B	Inserting a Comment
	C	Inserting the Actions
	D	Saving the Macro
	E	Running the Macro
	F	Editing the Macro

	Creating the Sale Properties Macro
	A	Starting a New Macro
	B	Adding the Actions
	C	Saving and Testing the Macro

	Creating the Auction Properties Macro
	A	Starting a New Macro
	B	Adding the Actions
	C	Saving and Testing the Macro

	Macros to Open Forms
	A	Opening the Data Entry Form
	B	Opening the Main Switchboard Form

	Assigning Buttons to the Macros
	A	Switching to the Data Entry Form
	B	Switching to the Main Switchboard Form

	Buttons to Display the Report Macros
	A	The Auction Properties Report Button
	B	The Sale Properties Report Button
	C	The Rental Properties Report Button
	D	The Exit Application Button
	E	Formatting the Buttons

	Setting an Autoexec Button
	Printing the Macro Definitions
	Databases Assignment 9

	10 Reports That Total Items
	Loading the Sample File
	Creating a Daily Sales Report
	Adjusting the Report
	A	Adjusting the Report Header
	B	Adjusting the Date Header and Detail Sections
	C	Adjusting the Field Widths
	D	Adjusting the Group Footer
	E	Adjusting the Report Footer
	F	Some Final Adjustments

	Creating a Second Report
	A	Copying the Report
	B	Altering the Report Header
	C	Changing the Grouping

	Practice Exercise 10-1
	Databases Assignment 10

	11 Applying Relational Database Features
	Creating a Relational Database System
	Loading the Sample File
	Defining the Relationship
	Completing the Suppliers Form
	A	Setting the Sub-Form Frame
	B	Setting the Wizard Options
	C	Adjusting the Sub-Form
	D	Looking at the Form

	Using the Main Form
	A	Deleting Records
	B	Allowing for Cascade Deletes
	C	Deleting a Supplier	
	D	Deleting a Product
	E	Adding a New Supplier

	Adjusting the Sub-Form
	Advantages of Relational Database Systems
	Databases Assignment 11

	12 Setting Up An Invoice System
	Loading the Sample File
	A	Looking at the Tables
	B	Looking at the Forms

	Creating the Invoice Table
	Saving the Table
	Creating the Relationships
	A	Inserting the Tables
	B 	Relating the Customer Details and Invoice Details Tables
	C  	Relating the Invoice Details and Line Items Tables
	D  	Relating the Line Items and Product Details Tables

	Calculating the Amount Sold
	Completing the Invoice Form
	A	Setting the Table
	B	Setting the Default Settings
	C	Inserting the Invoice Fields
	D	Inserting the Customers Sub-Form into the Invoice
	E	Creating the Line Items Sub-Form
	F	Adjusting the Field Widths and Positions
	G	Inserting the Line Items Sub-Form into the Invoice
	H	Adding a New Invoice

	Adding Calculations to the Invoice
	A	Adding a Calculation Control in the Line Items Sub-Form
	B	Placing the Calculation in the Main Form

	Databases Assignment 12

	13 Formatting Invoice Systems
	Loading the File
	Setting Lookup Values
	A	Deleting the Customer and Product Relationships
	B	Setting the Customer Lookup Values	
	C	Looking at the Customer Lookup Settings	
	D	Setting the Products Popup List	
	E	Resetting the Customers and Products Relationships	
	F	Adjusting the Invoice
	G	Testing the Invoice

	Formatting the Invoice Elements
	A	The Line Items Sub-Form
	B	The Total Amount Controls

	Adding a Border to the Invoice
	Adjusting the Sub-forms
	Adding a Page Break
	Setting the Tab Order
	Previewing the Form
	Using the Invoice
	Databases Assignment 13

	14 Reporting From Invoice Systems
	Loading the Sample File
	Creating a Total Items Sold Report
	A	Starting the Report Wizard
	B	Making the Total Items Sold Report More Concise
	C	Formatting the Product Name Footer
	D	Aligning the Fields and Field Labels
	E	Completing the Sections	
	F	Renaming the Report

	Creating the Monthly Sales Report
	A	Creating the Monthly Sales Query
	B	Copying the Items Sold Report
	C	Adjusting the Grouping
	D	Adjusting the Report

	Creating Mailing Labels
	Looking at the Mailing Labels
	Databases Assignment 14

	15 Enhancing Invoice Systems
	Loading the Sample File
	Creating a Customers Data Entry Form
	A 	Creating the Form
	B	Adding Buttons to the Form
	C	Testing the Buttons

	Creating a Products Data Entry Form
	Creating a Main Switchboard
	Creating a Reports Switchboard
	Creating the Macros 
	A	Macros to Switch to the Different Forms
	B	Macros to Preview the Reports
	C	An AutoExec Macro

	Setting the Buttons
	A	Adding Buttons to the Main Switchboard Form
	B	Adding Buttons to the Invoice Form
	C	Adding Buttons to the Customers and Products Forms
	D	Adding Buttons to the Reports Switchboard Form

	Databases Assignment 15

	16 Useful Tools
	Loading the Sample File
	Creating Form Tabs
	A	Creating the Form
	B	Creating the Tab Controls
	C	Placing Fields in the Form Tabs
	D	Looking at the Form Tabs
	E	Adjusting the Form Tabs
	F	Changing the order of the Form Tabs
	G	Adding Another Form Tab
	H	Changing the Form Heading

	Checking for Duplicate Records
	A	Creating a Duplicates Query
	B	Using the Duplicates Query
	C	Setting a Button to Run the Query

	Database Templates
	Custom Web Apps
	Sample Projects




