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 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 |n 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:
e 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? and CI'Ck on the FI NISH button tO
(®) Open the form to view or enter information. Create the fOTm .
() Modify the form's design.

Cancel < Back

| Einish |
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=] ]

External Data

H o-

File

Home Create Database Tools

Design

»

Queries
‘? Line [tems Query

1Y |Labei22 | | Calibri |EetaiI]
T} Select All B I U A Background
Image ~
Selection Font Number Backgrou

All Access Objects @ « SR L A 7 A
Tables 2 + Form Header

EH Customer Details - Ec |Pirekt = ﬂ
j Invoice Details ‘.

ER Line ltems :

[H product Details Z

Set the view to DESIGN VIEW, adjust
the heading to:

PC Direct - Mail Order

press <enter>, format it to BOLD,

DARK RED, double click on a handle
to enclose to text and centre it over
the fields.

- =
Da D Des
11 |Label23 | Calibri (Detail)
1 Select All B I U A -
Selection Font

All Access Objects ©

Tables # Form Header

<«
E3

sl

Customer Details

1

2|
|

Invoice Details

Line ltems

2
= :

Queries S

Product Details -
# Detail

5 |()si;:“wer i] Hr:e i

‘i Line ltems Query

T
|: rst ‘#aﬁe

Increase the height of the FORM
HEADER section to 2.5 cm by
dragging the DETAIL border down.

Use the LABEL TOOL from the
DESIGN tab to add a sub-heading
label the width of the main heading
called:

Customer Details

and format it to BOLD, 14 pt, DARK
BLUE and CENTRE.

H -

-

File Home Create External Data Database Tools Design

Form Layout Tools

Arrange Format

DE

Set the view to LAYOUT VIEW and
quickly adjust the field position and

11 Detail - -
. widths to make the layout more
L Select Al & - Ealckground PAIteCmTta
mage - wow Lolor M
Selection Font Number Background / appeallngl and Set the POSTCODEI

All Access Objects ® « PcDigtt-1  PHONE NO and FAX NO fields to be
Tables 3

B customer Details Custome LEFT ALIGN ED-

B invoice Details

= Line ftems 4 |C)5t-j“'\er D Title First Name |, st Name Organisation

Bl Product Details CO001 Mr Colin Norris Bailara1 Electrical Services

Queries ] |S:ree: |S.e_r:= ‘S:a:e |*- tcode |

B Line tems Query 24 Main Street BALLARAT VIC 3350

B Manthly Sales Query

Forms 3 ‘3"-:’e No |:a\: 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 [Label2z ~| [ calibri (Detail) BT D ?Shape Fi”'_
Eil Select Al BIru A-O- === Balckgmund Lo e

mage ~
Selection Font Number Background Control Formatting

All Access Objects 3 « 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\ -

oo : i | 10 Set the view to DESIGN VIEW and
T e rems . } } CUT""‘Tf increase the height of the FORM
ER Product Details - . .
Queries aff o FOOTER to 1.5 cm by dragging its
=j3 Line ltems Query — |Cus1bmer#D Hl'iile | |Fir51 I*lame ‘ ‘ | .

B Monthly Sales Query 1 HCustomeriD_ Title First Name Last bottom border down to prOVIde
Forms affzfrebt T [ [ 1 [ T A sfu some space for buttons

% Customer Data Entry Form 2_ T|Street Subu p u .

B customer Sub-Form 3

E2 Invoice Main Form

@ Line [tems Sub-Form B  Form Footer /

Reports 3 - y

B customer Mailing Labels ; y

B items Sold Report z _I_

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

D I Colors - h‘) AG‘

View  Themes Feriso

=] = Form Design Tools Custa

Home Create External Data Database Tools

Views Themes Controls Header / Footer
AH Access Ob_jeCtS T« 1 2 3 4 g 3 7 g a 0 il 1z 13 14 15 1€ 17 12 9 20 21~
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
jj ine [tems Query - - Record Mavigation Add New Record ‘ ‘ |
=jj Manthly Sales Query 1| "|Customer ID Title ER=cord Operations . Delete Record
N - |street Form Operations | Duplicate Record 3¢ﬂmdk |
Forms * 5| Report Operations g ecord
E8 cCustomer Data Entry Form 2 [Street Application Save ReCOT Postcode
- Miscellaneous Undo Record |
% Customer Sub-Form 3

E Invoice Main Form

o e L 2 Drag a BUTTON about 4 cm across

Reports ES - [ I T [ Cancel and 0.75 cm hlgh at the Ieft Of
@ customer Mailing Labels - |W

W e s Repor I —— || 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 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 A I L1 E—

@ 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

»

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

N e

and apply a BEVEL SHAPE EFFECT.

# Form Footer

- New Customer

L |~
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