Chapter

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,
and select FORM WIZARD icon.
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|Table: Customer Details

Form Wizard
Which fields do you want on your form?
You can choose from more than one table or query,
Tables/Queries /
v

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.

Available Fields; Selected Fields:
|Last Name ~|
| Organisation
. | |Street

iSuburb

o
IPostcndE

| Phone Mo = i

Form Wizard

What layout would vou lke for your form?

Cancel

4 Select the JUSTIFIED layout and click
on NEXT.

H < Back H Mext = [ Einish

Form Wizard
What title do you want for your form?
|Customer Data Entry Form
r
5 Name the form:
That's all the information the wizard needs to create your
. Customer Data Entry Form
Do you want to open the farm or modify the form's design?
(® Qoen the form to view or enter informatio. and click on the FINISH button to
ol create the form.
Cancel I ’ < Back
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(6 Set the view to DESIGN VIEW, adjust
the heading to:

PC DIRECT - MAIL ORDER

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

E customer Details

B invoice Details
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3 label22 ~  Calibri jDetail
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Selection Font ack]
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All Access Objects =« etz 35 5T a
Tables 2 || # Form Header

it over the fields.

B vnernems = e

BB Product Detais E ! 7 Increase the height of the FORM

— o % HEADER section to 2.5 cm by

dragging the DETAIL border down.
-
8 Use the LABEL TOOL from the
DESIGN tab to add a sub-heading

IR Form Desion Tools label the width of the main heading
Home Create External Data Database Tools Design Arrange |T:|rn|a_ Ca”ed.
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CustomerData Entry Form

Line tems Sub-Form

| Reports

| Cystomer Det:
; | ALIGNMENT to LEFT.

'Dﬁla” T T T T T T T

Cosbrerp e | [rtfome] ]
—CustomerID  Title |First Name

| e - ==

" Organisation |

‘Su::\}r::- | | | | Slate 3‘:-:’?.2:;-" ‘hon o
. Postcc{ el
e e , I N I A |
Fax No | ‘ |

1
12

RN - T TR TR T - R M | S I | TN - N SR M L AL N A B |- 3

CD

IRE

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

|| ¥ Farm Footer
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Y™ B A e R Form 1 Taols. | CustomerData Entry Form - Microsoft Access|

Home Create External Data Database Tools Design Arrange | Format
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 Forms A odsbn [ T [ T [sfeer i
— g— bl e bottom border down. We will add
E5 customerData Entry Farm ' | | | | i some bUttonS to it Shortly.

B 1nvoice Main Form | | | SIe

| B Line tems sub-Farm 4_ Fax !.\lo ~ ; | |

| Reports % ||| || % Form Foater
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B Adding Buttons to the Form

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

BlE=2-™-I=
[ - [
E HCD\Orsv

View  Themes [z] Fonts ~

Create External Data Database Tools

Design
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Views

| Form Design Tools

Themes Controls
All Access Objects oz e T ER TR
Tables 00| NIl * Form Reaaee Command Button Wizard

ZH customer Details
H nvoice Details
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3 Product Details

Queries 2
@ Line ftems Query
B3 Monthly Sales Query
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BBl customerData Entry Form
] tnvoice Main Form
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\What action do you want to happen when the button is
pressed?

Different actions are available for each category,

Categories: Actions:

R ons
| Form Operations
|Report Operations
| Applicaton
Miscellaneous

Duplicate Record
R Record

Undo Record

g

(2 Drag a BUTTON about 4 cm across

and 0.75 cm down to the left of

Command24

the FORM FOOTER section and, in

the COMMAND BUTTON WIZARD
dialogue box, select the RECORD
OPERATIONS category and the ADD
NEW RECORD action.
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3 Click on the NEXT button to move to the next section.

Command Button Wizard

Do you want text or a picture on the button?

If you choose Text, you can type the text to display. If you

e s e S Bemas o e P vy (4 Make the button a TEXT button with
S e the text label:

OEich..rE: : ' Browse

pencl a0 J New Customer

/ and click on NEXT.

[ Cancel H <Back ][ ﬂext>ﬁ[ Firish ]

Command Button Wizard

What do you want to name the button?

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

Mew
Customer Mew Customer
That's all the information the wizard needs to creal

command button, Note: This wizard creates embedded
macros that cannot run or be edited in Access 2003 and
earlier versions.

5 Name the button:
New Customer
and click on the FINISH button.

[ Cancel H <pack
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Home Create External Data Database Tools Design Arrange i Format
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CustomerData Entry Form - Microsoft Access
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| 6 In the FORMAT tab set the text in the

B Bz button to BOLD, select a font colour
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