Chapter

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 2013 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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(B, Areyoussure you want to permanently delete tgg#lected relationship from your database?

6 Click on the CLOSE icon in the RIBBON to close the RELATIONSHIPS window.
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B Setting the Customer Lookup Values

1 Open the INVOICE DETAILS table and set its view to DESIGN VIEW.
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SN = A=
X Delete Rows i - L~ o
iew | Primary Builder Test Validation roperty Indexes | Create Data  Rename/ elationships e
Vi Primary fuilder Test Validation . Property Ind CreateData R / Relationships  Object
Key Rules £Q Modify Lookups | | gheet Macros = Delete Macro Dependencies
Views Taols Show/Hide | Field, Record & Table Events Relationships
2 Field Name Data Type Description (Optional) -
& «

All Access ObJECtS ¥ Invoice No AutoNumber Provides a unique number for each invoice

Tables B Customer ID Short Text > |Identity code for each.customer. —

=2}

J  Customer Details

Date Sold Short . .
= i Dt Long Text 2 Click in the DATATYPE cell for the
ER LineTtems Number .
Date/Til
B oduc oeis e CUSTOMER ID field and use its
Queries 2
AutoNumber

B Line Items Query Yes/No

Forms & OLE Object

E8l customer Sub-Form Hyperlink WIZARD_

E& tnvoice Main Form Attachment

EEl Line Items Sub-Form Calciilted

Lookup Wizard

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

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

() Iwill type in the values that T want.

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 (C) Queries Bath
Cancel I [ < Back I[ Mext = %

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

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

4 Leave the CUSTOMER DETAILS table

selected and click on NEXT.
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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:

Fo | Customer ID
EZeeil | First Name

Lookup Wizard

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

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

1 |Last Name e m Ascending

2 |First Name ( i i \

JEN] ——
: ] [ ]
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Cancel I { < Back I[ Next >

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 double-click the
right edge of the column heading to get the best fit.

5 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.

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

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

[] Hide key column {recommended)

Customer ID | First Name | Last Nama-l-b -
C0002) John Bryant

Co007 Gary Dyer

| C0008 |Lucy |Fitzgerald

| CO006 Melinda | Forbes

Cooog Katherine | French

Co018 Emily Grant

CO010 Steve Halliday -

e ] [ e 4T |

COLUMN check box to display it.

8 Reduce the width of the columns
> double clicking on the borders at the

right of the column headings, then
click on NEXT.
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