Chapter

16

Useful Tools

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

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

Loading the Sample File

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

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

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

Creating Form Tabs

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

A Creating the Form

@Al = Megabyte Copy : Database (Access 2007) -

Home Create External Data Database Tools

3 B ’j E " e E j EForm Wizard E U EQR
" U 9= b | oy ety ) |
Application Table Table SharePoint Query Query i orm  Blank R Report EBlank
Parts - Design  Lists ~ Wizard Design i orm %MWE FoNgs = Vs -
Ztokts S e T~ | 1 Open the CREATE tab of the RIBBON,

All Access Objects = « B\

Tables S

click on the FORM WIZARD icon.
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Form Wizard

Which fields do you want on your form?

2 Setthe TABLE OR QUERY box to the
:j/ SUPPLIERS AND PRODUCTS QUERY.
Tables/Queries

|Query: Suppliers and Products Query \;|

Available Fields: Selected Fields:

i Street ~|
| Suburb

. | |StatefCountry
| Posteode

| Product Name
| Instock

E3 |
| Cost Price =

(oo # me |

f3 Move all the fields into the SELECTED
FIELDS frame and click on NEXT.

Form Wizard

What layout would you lke for your form?

4 Leave the COLUMNAR layout
selected and click on NEXT.

Ogaizsheet
() Justified

Cancel I ’ < Back H Mext > ] ’ Finish

Form Wizard

\What title do you want for your form?

P
[pata Eniry Tabs | 5 Name the form:

Data Entry Tabs

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

Do you want to open the form or modify the form's design? CIiCk on the MODIFY THE FORM,S

_ _ DESIGN radio button followed by
(7) Open the form to view or enter informa
(@ W e i e / FINISH to create the form to open the
/ form in DESIGN VIEW.
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B Creating the Tab Controls

16

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.

& = - - Form Design Tools. | Data Entry T
Home Create External Data Database Tools Design | Arrange Format

j HCDlurs

VIEW Themi AFonts

Wiews Themes

|L\§>“_Aﬂﬂ|:]@‘ o =5

)

iﬂl Logo
B mitle

,}3 Date and Time

= [
Add Existing [Prop:
Fields | She|

B Suppliers and Products Query

E Data Entry Tabs

Forms S|

# Detail

] =i i

Esupplier D

Supplier Name )
Street

Lsuburh

'State.fCount

postcode ‘ ‘ |

vrcduct Name

o —— > SHIFT+CLICK on the SUPPLIER ID,
3 s | (Eeta Enty ot SUPPLIER NAME, STREET, SUBURB,
" Queries =2|i-

STATE/COUNTRY and POSTCODE field
boxes.

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

Al =" 9- =

m Hiohic

Wiews Themes

- Form DasigniTools. | Data Entry Tabs - Micro Access
Create External Data Database Toals Design | Arrange Format
1 &l Logo H s
Aall B cotors ~ o KYZ, ) [ ik = H
= B S s mEnQEEr e EBa\ 20 e | B
\/IEW Thema A Fonts = L =i E —| Insert Add Existing [Prop:

[ pate and Time Fields | She)

’@ Suppliers and Products Query

E Data Entry Tabs

Forms 2 ||

Controls Header / Footer

| All Access Objects ® «||IC T N - T T - I Y-S O SO SO I SO R (VAL R | T T S S T - SRR R -0 T A M - AR - S b
Tables 2 ||| || # Form Header

; - -||Data Eptry Tabs

Queries # *

# Detail

//

&

ict Name Pmduct Name
B

lnsmck ‘ |

4 Increase the height to the DETAIL
section to 9 cm then SHIFT+CLICK on
the remaining fields and labels and
nudge them down so that the top of
the PRODUCT NAME is in line with 6
cm in the left ruler.

rpduc
Iz spe B | | |
- = Pride Cost Drlce
1% f " T ; & =
Iz Fatail Prjce Retaui Pric
® | | f

| ¥ Form Footer
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Views

j n Colors =

View | Themes Fonts =

Themes

‘ | Form Design Tools.

Create External Data Database Tools _Design | Arrange
P | —
[y bl Ag b=l |

Format

All Access Objects

Tables
EH eroducs

j Suppliers

A

@ Suppliers and Products Query

. Forms
E Data Entry Tabs

55

|| # Form Header

Data Entry Tabs - Microsoft Access

= ) = E(S Select the TAB CONTROL icon

from the CONTROLS group of the
DESIGN tab and drag a frame,

where the supplier fields were, from

- |Data Entry Tabs 11 (0.25,0.25) to (14,3).
2 7
. ;\\‘

\\\

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

you will see shortly.

sl e DORE 22) and an orange rectangle should
bl Ae =l (7 @ [ 9 [ be placed around the tab frame.
i
| 3 =
FiTI'-- IIIII
i T T 1 —11 .E‘Em:u tes |
(7 The tab can be renamed. In the
PROPERTY SHEET pane open the ALL
tab, set the NAME box to:
Suppliers
and press the <enter> key to set it.
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