Guided Computer Tutorials

Learning
Micrésoft@

AccesSS:2019
Module 2

By Greg Bowden




PUBLISHED BY

GUIDED COMPUTER TUTORIALS
PO Box 311
Belmont, Victoria, 3216, Australia

www.gct.com.au

© Greg Bowden

This product is available in Single or Multi User versions.

Single-user versions are for single person use at any particular
time, just as a single text book would be used. If you intend to use
the notes with multiple students the single user version needs to be
upgraded to the multi-user version.

Multi-user versions allow the school or institution to print as many
copies as required, or to place the PDF files on the school network,
intranet and staff laptops. A certificate of authentication is provided
with multi-user versions. Bookmarks provide links to all headings and
sub-headings, and individual chapters are provided.

First published 2019

ISBN: 978-1-922018-79-3 (Module 2)

PDF document for download or on DVD

Microsoft Access 2019 is a product of Microsoft Corporation.
Used with permission from Microsoft

Every effort has been made to ensure that images used in this
publication are free of copyright, but there may be instances where
this has not been possible. Guided Computer Tutorials would
welcome any information that would redress this situation..



Learning Microsoft Access 2019

Module 2 Contents

Chapter 9: Using Macros

Loading the Sample File ........coocceoeeiinnnciiiiccceerccccnenn, 9-1
Looking at the Database........c.ccccceueurrnnccccicirrrcccerecccen, 9-1
Creating the Rental Properties Macro.......c.ocoeeeuveveeurvnecrrnecreenecnennes 9-2
Starting the Macro......c.cvvevceeueirinniniccccecceeeee e, 9-2
Inserting a COMMENT.......cccoeiiniiiiiiniiciicceeeenen 9-3
Inserting the ACtiONS.......cooceueuevrirerincccieieirrreeceeese e 9-3
Saving the MaCro......cccuviiiiiciniciiccces 9-7
Running the Macro ..., 9-7
Editing the Macro.......cccevevceeueirirninicceieirrirececieeeseeeeesenen. 9-9
Creating the Sale Properties Macro ........c.ccoovveveeeceeunnnenencceceeinenenn. 9-11
Starting a New Macro ..ot 9-11
Adding the ACHIONS .....cccceueveueiririicccieterecceeeeeeve s 9-11
Saving and Testing the Macro.........cococeceevereirnencncccrenennecccnes 9-14
Creating the Auction Properties Macro ........c.ccvvecueureerenrecuernenenens 9-15
Starting a New Macro ..o 9-15
Adding the ACHIONS .....cccceueveiriririiccceier s 9-16
Saving and Testing the Macro.........ccceeeeeueverrirnencrcceerenennercecnes 9-17
Macros to Open FOrms........ccoviviiniiiniiinininiincinccniccnccnnecnnens 9-18
Opening the Data Entry FOrm......cooeeeceeeininnincccccrcreininccenes 9-18
Opening the Main Switchboard Form.........ccoceeeececcueriuninenccacnes 9-20
Assigning Buttons to the Macros ..........cceeeeeeueveveirinenecccrernenenenccnenes 9-23
Switching to the Data Entry Form ..o 9-23
Switching to the Main Switchboard Form .........ccccccoeuvivncanes 9-25
Buttons to Display the Report Macros .........cccevvevcccucrernennnccecnes 9-27
The Auction Properties Report Button.........cceeeeccucueivevencnccanes 9-27
The Sale Properties Report Button..........cccveeceeurenccurenicrrenecenn. 9-29
The Rental Properties Report Button ..........c.cccceceecevcenencncnenene. 9-30
The Exit Application Button ........c.ceceeveueeeieieeeeeececcrcreneenes 9-30
Formatting the Buttons.........c.ceeeeuviceinnccininecrencceecneecnne 9-32
Setting an AutoExec Button..........ccveiiviniiiivnicnniciccee, 9-33
Printing the Macro Definitions .........ccccceevrrnenccceevrnneneccenenenenene 9-34
Databases AsSignment 9 .........cocceveeruevnuennensennennensennennesnnenne 9-35

© Guided Computer Tutorials, 2019

C-1



Learning Microsoft Access 2019

Chapter 10: Reports That Total Items

Loading the Sample File .......ccocoeoeeeiiirinniiiccirrcccceeecceenes 10-1
Creating a Daily Sales Report .........ccccouccuviciniiiniiiiciniciniccnicn, 10-1
Adjusting the RePOTt.......cceuvurevecccrerniniricccreieesecccerereseeeeeenes 10-5
Adjusting the Report Header ..........cccoveeuvecunnccinincrenicneenes 10-5
Adjusting the Date Header and Detail Sections...........cccccueee.. 10-8
Adjusting the Field Widths ........cccccoeeernnnncncccnrrncccccne 10-9
Adjusting the Group FOOter .......cooieuniiueuneceeinircciricicinicicnenes 10-11
Adjusting the Report FOOter ........oceeueurnnnencccecienrreccceenens 10-14
Some Final Adjustments...........ccccoeuviiniviiininiiininciicciin, 10-17
Creating a Second Report .......c.covvevececucurrininencceiennneecceeneneeene 10-21
Copying the Report........cccviiiiiiiciniciniciisiciccccce, 10-21
Altering the Report Header .........cccccceuvnnnnccccnnnnccccnnen 10-22
Changing the Grouping...........cccocecvicivicininincinincinicsiccn, 10-22
Practice EXercise 10-1 ..o 10-25
Databases Assignment 10 ........ccocevveeinuiiineiiseinnennsenneeineenns 10-26

Chapter 11: Applying Relational Database Features

Creating a Relational Database System ...........cccccceeuvicinicininincnninnen. 11-1
Loading the Sample File .......ccoooeieuiininnicicerrccccieecccenes 11-2
Defining the Relationship .......c.cooeeeurineeirinccinnceirccrccrecceeeeens 11-2
Completing the Suppliers FOrm ........ccccoeemnnncvccennnncccceeenee 11-6
Setting the Sub-Form Frame.........ccococceuvnecinnicnnccinicirccnnn, 11-6
Setting the Wizard Options........cceeeeeeccrernininenccccrerninneccenes 11-7
Adjusting the Sub-FOrm ........ccocoeeveeciiennnccccerrneccccne 11-8
Looking at the FOrme........coeueececueininininiccceieirccccneneieeccenes 11-9
Using the Main FOrm......ccoovrciceinnccceesenccecicieieeeeseeenes 11-11
Deleting ReCOIdS .......coueueurieueinecreinicicinicreneceeseenesesceenseenene 11-11
Allowing for Cascade Deletes..........cccevrrnencrccrcunnnenencnccnennns 11-12
Deleting @ SUPPLET .......ccuvvieuerricreirecercrerecieeereeeceeeeenne 11-14
Deleting @ Product......cccoeveecccrereininincccceeinnecccreeeereeenes 11-15
Adding a New Supplier......c.coocceveeinieeniceeneeenceneeeenennes 11-16
Adjusting the SUb-FOrm.......ccocoeceociiininnnincccirrccccceeeccaes 11-18
Advantages of Relational Database Systems...........cococceuevevrnnencnnes 11-20
Databases Assignment 11 ........ccocvivirinirnncnincnineennnecsnsecssseenns 11-21

© Guided Computer Tutorials, 2019



Contents

Chapter 12: Setting Up An Invoice System

Loading the Sample File .......ccocoeoeeeiiirinniiiccirrcccceeecceenes 12-3
Looking at the Tables ..........cccccveeiriccnnecinicrcceeceeeene 12-3
Looking at the FOrmS........coeeeecerrininnecccreieirnecccerereeneeceenes 12-4

Creating the Invoice Table.........ccccccvieniccinncnccccreceen 12-5

Saving the Table.......cccoviiiiccccc e 12-7

Creating the Relationships ........ccooveveccuciennincnccccrrscccceeeee 12-8
Inserting the Tables .........cooecceiiinininninccciccceccnes 12-8
Relating the Customer Details and Invoice Details Tables .......12-9
Relating the Invoice Details and Line Items Tables ................. 12-11
Relating the Line Items and Product Details Tables................. 12-12

Calculating the Amount Sold .........c.cccociiviiviinicniicicienes 12-14

Completing the Invoice FOrm........coeecucueurirnnencccieinnnccceeneieenne 12-17
Setting the Table ........cocceeninicercccc e, 12-17
Setting the Default Settings.........ccceveeecccernirnnencccreirrreccnes 12-17
Inserting the Invoice Fields........ccooovnivcceeinnnncnccciciirccnes 12-18
Inserting the Customers Sub-Form into the Invoice............... 12-22
Creating the Line Items Sub-Form.......ccccoeevvnevccciinnnenccnes 12-26
Adjusting the Field Widths and Positions...........c.cccccevccuviunnce. 12-29
Inserting the Line Items Sub-Form into the Invoice ............... 12-31
Adding a New INVOice.......cccoveerririieeiniiieiniceeinecericeieeeieneeaes 12-34

Adding Calculations to the INVOICe .......ccoeeveuererrurerenercccreiririrecaaes 12-35
Adding a Calculation Control in the Line Items Sub-Form...12-35
Placing the Calculation in the Main Form..........ccccccecceuvuuucece. 12-37

Databases Assignment 12 ........cocevviiinniinnnennnuennnenneennnenneenns 12-42

© Guided Computer Tutorials 2019

G3



Learning Microsoft Access 2019

Chapter 13: Formatting Invoice Systems

Loading the File.......coooeeuiiinnccciecccieeecccciee e 13-1
Setting LoOKUP ValUes .......cccccueuririnencccreininnecccicerseeecieeeenene 13-1
Deleting the Customer and Product Relationships ................... 13-1
Setting the Customer Lookup Values ........c.ccccccvuvecrrenicurnnecnnn. 13-3
Looking at the Customer Lookup Settings ..........cccoceueurunerecucnes 13-6
Setting the Products Popup List ........ccccceeueuvirninicccreriinnicccnes 13-7
Resetting the Customers and Products Relationships............. 13-10
Adjusting the INVOICE .......ccevrurirenieeecreiriririrecccrceeeeeeceaenes 13-12
Testing the INVOICE......c.cvuviicereriiriiccceec e 13-16
Formatting the Invoice Elements ........ccococccuvveeunnccinnicrnnccrnnnencn 13-18
The Line Items Sub-FOrm.......ccocccoeviveueiniveeiniccnccrcceenen. 13-18
The Total Amount Controls.........ccccceuviveieiviicininccinicciiennnn. 13-21
Adding a Border to the InVoice .......coccvuvecueinecinnecinniceecieeeee 13-22
Adjusting the SUb-fOrms ........ccococoeiuiiiinnnrcccercccc e 13-23
Adding a Page Break.........ccovivccininnniccceecceeeeceaes 13-24
Setting the Tab Order..........cccccooeuiiiiiiiniiiiicccce 13-25
Previewing the FOIrm......cocoveciiininnnccceerrccccceseeeci e 13-26
Using the INVOICE ......cccueueriiriicciceiei et 13-28
Databases Assignment 13 ........ccoccevviiiniinneninennnennnenneenneenn, 13-31

Chapter 14: Reporting From Invoice Systems

Loading the Sample File .......ccooeoeeeuiinninccccierrccccieeecenes 14-1
Creating a Total Items Sold Report.........cccovvevcccueurirnincccrcreiniene, 14-1
Starting the Report Wizard ..., 14-1
Making the Total Items Sold Report More Concise................... 14-4
Formatting the Product Name Footer .........ccocovcccccrernunnncccnes 14-8
Aligning the Fields and Field Labels..........ccccccccovucciniiinininnnnnace. 14-9
Completing the Sections.........c.cceurrererccereinnnerecccreeereeenes 14-11
Renaming the Report........ccccccueuiinininccccrerninnccccreieeeeeees 14-16
Creating the Monthly Sales Report..........ccccccccuniiiniciniiincniccninnnes 14-17
Creating the Monthly Sales Query.......cccocoevvvvevcccennnenccnes 14-17
Copying the Items Sold Report ........cccoccceuerririnenecccrernnnnieencs 14-19
Adjusting the Grouping.........ccccveeiveniccinivcinicincsicniccen. 14-20
Adjusting the Report........cceeurreneececieirinnineecceesseseeeeaenes 14-21
Creating Mailing Labels .......c.cccovvvcecnnnnncccenrccceneene 14-25
Looking at the Mailing Labels ...........ccccoocuneiniiinciniicnicninicinienes 14-27
Databases Assignment 14 ........ccccevvieinuiinnneinnennnennnenneenneenns 14-28

© Guided Computer Tutorials, 2019



Contents

Chapter 15: Enhancing Invoice Systems

Loading the Sample File ........cocooeeeiininnccccinrrrcccceeccenes 15-1
Creating a Customers Data Entry Form ..o, 15-1
Creating the FOrm ......cccoovvivivcciiiininniccceincccceeeeccenes 15-1
Adding Buttons to the FOrm........cccccceuevnnncccccnnnnccccnene 15-4
Testing the BUttons.........covceceucueieinninecccieereccceceeseseeeaenes 15-7
Creating a Products Data Entry Form.........cccoecvviinncincninicnnn, 15-8
Creating a Main Switchboard..........cccccceuiinnncccnnncccene, 15-11
Creating a Reports Switchboard........ccccceevnnvccccnnncccene, 15-13
Creating the Macros .......c.cvveeuneeeiriereinieeieeeeeeeee s 15-14
Macros to Switch to the Different Forms .......c.ccoeceuvecucurencnee. 15-14
Macros to Preview the Reports.........ccovvviviverirerinieieieieeccenene 15-15
An AUtOEXeC MaCro......oucviiiiciciiiccc s 15-17
Setting the BUONS .........ccccviiiiciiciicicicccc e 15-18
Adding Buttons to the Main Switchboard Form...................... 15-18
Adding Buttons to the Invoice Form .........cooccccceueinnnncccnnnes 15-21
Adding Buttons to the Customers and Products Forms.......... 15-23
Adding Buttons to the Reports Switchboard Form ................. 15-24
Databases Assignment 15 .......cccoccevviriniinncnnncnnneenineesssecssseenns 15-29

© Guided Computer Tutorials 2019

G5



Learning Microsoft Access 2019

Chapter 16: Useful Tools

Loading the Sample File .......ccocoeoeeeiiirinniiiccirrcccceeecceenes 16-1
Creating Form Tabs........ccccoocciiiiniiiiniiiiicncccccce 16-1
Creating the FOrm ......ccovivcvcciininninccceenecccceeeeeenes 16-1
Creating the Tab Controls.........cccccvecuvnecinnicrnnecrecieecnne 16-3
Placing Fields in the Form Tabs .......c.ccccocoeuvinnnnccccennncccnes 16-5
Looking at the FOrm Tabs ......c.cccevvnveceiinnnncccccreccnes 16-7
Adjusting the Form Tabs ........cccccvcennccinnccinnccnnecereceenes 16-8
Changing the Order of the Form Tabs ........ccccoeevcvceiinnnccnes 16-10
Adding Another Form Tab........cccocovininiiniiicnicc, 16-11
Changing the Form Heading..........cococeeoeeeininnncnccccrcrnnncccnes 16-12
Checking for Duplicate Records ...........cccocviveinicinicinicincinicinicnnes 16-13
Creating a Duplicates QUeTY........ccovuveeecuererririnirercciererenrenenenenes 16-13
Using the Duplicates QUeTY........ccovucueurenererriceeenererennecrenneenenn. 16-15
Setting a Button to Run the Query.........cccocevvveeccccreinnnnnccnes 16-16
Charting Data ......c.c.cceurireceeienrrecceer et 16-19
Loading the Sample File ........cccccovuriniiiennccceicees 16-19
Creating the QUETY.......ccovveeeecuerririnieccereeeseeecaere e 16-19
Inserting the Chart in @ FOrm......ccoecevveeinvcennccnececinecnen. 16-21
Entering the Chart Settings..........ccevveeeeeererrnnnencccreierneeenes 16-22
Formatting the Chart.........c.cccociiviniiiniiniiiccncc, 16-23
Database Templates.........cceceeueueueieeineneninerinirrseseeeeeie e 16-25
Sample Projects.........ccociiiiiiniciniciiicicccccscesenaes 16-27

© Guided Computer Tutorials, 2019



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 and click on the OPEN OTHER FILES icon in the START window
or close the current file and click on the OPEN icon in the FILE tab.

2 BROWSE to the CHAPTER 9 folder of the ACCESS 2019 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
SRR first table stores data about the owner
SELINLEENEINEASY of the property. The second table stores
data about the property itself. A query is
used to link the two tables.

Views Clipboard I} Sort & Filter

All Access Object/®/7
= o e 2 There are 2 forms, a MAIN SWITCHBOARD

EH Property Details
i form and a DATA ENTRY form.

%
Queries /
B Al details Query
Forms /
%

B Data Entry
B8 Main Swithboard

Reports

o 3 One report prints the RENTAL details
B s rroperiesioport. and the second report prints either the
properties for SALE or AUCTION.

© Guided Computer Tutorials 2019 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\Desktop\Access Storage\Chapter 9 Copy.accdb (Access 2007 - 2016 file format) - Access

OISVl FitcrnalData  DatabaseTools  Help O Tell me what you want to do

@ j m j B e S F\Form Wizard E % (<] Report wizare :r ;:1 Module
Application | Table Table SharePoint = Query Query Form  Blank daygation - Report  Blank REREY - C'ass Module
Parts - Design  Lists - Wizard Design Design  Form "= More Forms - Design  Report 2 Visual Basic
Templates Tables Queries Forms Reports ‘m%&ms & Code
All Access Objects @ «
Tables S
R [ 1 Open the CREATE tab of the RIBBON
2= ail . o
and click on the MACRO icon to start

a new macro.

\ccess Storage\Chapter 9 Copy.acedb (Access 2007 - 2016 file format) - Access ~Greg Bowden

' > = Single Step o+ - + - - * :
=¥ Convert Macros to Visual Basic

Run Expand Collapse Expand Collapse | Action  Show All

Actions  Actions All All Catalog Actions

Tools Collapse/Expand Show/Hide -~

All Access Objects ®@ «

Tables

+ Add New Action

2 The MACRO BUILDER screen is
opened. Actions can be inserted
from the ACTION CATALOG pane at
the right of the screen or from the
ADD NEW ACTIONS box which is
provided in the MACRO STEPS area.

NOTE: i 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 2019
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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.

facro Tools  Chapter 9 Copy : Database- C:\Users\GregBowden\Desktop\Access <

Create External Data ZECUMN O Tell me what you want to do

> = single Step

=¥ convert Macros to Visual Basic
Run Expand Collapse Expand Collapse  Action  Show All

Actions  Actions Al All Catalog Actions
Tools Collapse/Expand Show/Hide
All Access Objects ®@ « * Actidk Catalog
Tables 2 |2 Macro1
B owner < Search
Preview the Rental Properties Report
==} 4 rorar
D . - .
uer
= + Add New Action

3

EREE

2 Enter the comment:

»

3
3
S

B3

ental Properties Report

Preview the Rental Properties Report

and press the TAB key.

C Inserting the Actions

(=] ) = Macro Tools ~ Chapter 9 Copy : Database- C:\Users\GregBowden\Desktop\Access Storage\Chapter 9 Copy.¢

File Home Create External Data Database Tools Help O Tell me what you want to do

| 7 singester + -+ - —E TL'
=¥ Convert Macros to Visual Basic
Run Expand Collapse Expand Collapse | Action  Show Al

Actions Actions  All Al Catalog Actions

Al 1 Click on the drop down arrow at the
ccess Objects @ « 3 )
ER— ) —— right of the ADD NEW ACTION box
/*  Preview the Rental Properties Report . . . .
" N : and a list of actions is displayed.
EF Al details Query -
B2 Main Swithboard !meam

8  Rental Properties Report AddMenu

M@ sale Properties Report ApplyFilter

2 Select the DISPLAY HOURGLASS
POINTER action.

DisplayHourglassPointer
EditListitems

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.

© Guided Computer Tutorials 2019 9-3
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© - Macro Tools ~ Chapter 9 Copy : Database- C:\Users\GregBowden\Desktop\Access Storage\Chapter 9 Copy.¢|
Home Create External Data Database Tools Help Design £ Tell me what you want to do
57 Single Step += == += == f FF |
° =¥ Convert Macros to Visual Basic
Run - Expand Collapse Expand Collapse Action  Show All
Actions  Actions All All Catalog Actions
. 3 The DISPLAY HOURGLASS POINTER
Tools Collapse/Expand Show/Hide
. . o .
All Access Objects © « | action frame is inserted. Leave the
Tables S
& ownes s , HOURGLASS ON box set to YES.
/*  Preview the Rental Properties Re
B Property Details El DisplayHourglassPointer

Queries * Hourglass On  Yes

B All details Qu

= etalls Query + Add New Action v
Forms A

© Macro Tools ~ Chapter 9 Copy : Database- C:\Users\GregBowden\Desktop\Access Storage\Chapter 9 Copy.¢|
Home Create External Data Database Tools Help Design £ Tell me what you want to do
| =sngesin ==+ = | *
° =¥ Convert Macros to Visual Basic
Run - Expand Collapse Expand Collapse Action  Show All .
Actions  Actions All All Catalog Actions 4 C I Ick On th e dOWn a rroW key next

Tools Collapse/Expand Show/Hide

All Access Objects © < to the new ADD NEW ACTION box
Tables s |2 that has been added to the MACRO

B owners Details

BB propery bt " ormepronataepomer et BUILDER screen, scroll down the

: 2
Queries x Hourglass On  Yes

5 At . . actions and select the OPENREPORT
Forms x MaximizeWindow ~ H
E& Dpata Entry MessageBox aCtlon.
B8 Main Swithboard MinimizeWindow
Reports A MoveAndSizeWindow
B Rental Properties Report gaé‘gatem
nerror
B8  sale Properties Report OpenForm

OpenQuery

) v Macro Tools ~ Chapter 9 Copy : Database- C:\Users\GregBowden\Desktop\Access Storage\Chapter 9 Copy.
Home Create External Data Database Tools Help Design O Tell me what you want to do
' 5 = Single Step + = == &4 -_— —E‘ E[ i
¢ ¥ Convert Macros to Visual Basic o o .
Run Expand Collapse Expand Collapse Action  Show All
Actions  Actions All Al Catalog Actions 5 I n the RE PORT NAM E bOX enter
Tools Collapse/Expand Show/Hide

All Access Objects @ « R and the RENTAL PROPERTIES
REPORT should be displayed.

Tables 2 |2
ER owners Details

/*  Preview the Rental Properties Report

DisplayHourglassPointer
Queries 2 Hourglass On  Yes
B Al details Query Bl OpenReport
Forms 2 Report Name  Rental Properties Report
E& Data Entry

B Property Details

View Report

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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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 and click on the OPEN OTHER FILES icon in the START
window or close the current file and click on the OPEN icon in the FILE tab.

2 BROWSE to the CHAPTER 10 folder of the ACCESS 2019 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.

Storage\Chapter 10 Copy.accdb (Access 2007 - 2016 file format) - Access

Chapter 10 Copy : Database- C:\Users\GregBowden\Desktop\Access

Fil Hom Create External Data Database Tools Help O Tell me what you want to do

e e reat

s | B B

Application Table  Table SharePoint Que
Parts - Design  Lists ~ Wizar

(M < Module
aci

Macrg o Class Module

Query "
Design Design  Form T — (7 Visual Basic

Macros & Code

Templates Tables Queries fForms T aReports

All Access Objects®  « :::mekep,tw‘za, :

B soos 0o 1 Open the CREATE tab in the RIBBON
and click on the REPORT WIZARD
icon.
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Report Wizard

v

Available Fields: Selected Fields:

Item ID
Item Name

Unit Price

‘ Which fields do you want on your report?

You can choose from more than one table or query.
Tables/Queries
Table: Sales Data

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

| 3 In this case we will use all the fields,
so move all the fields into the

<<

<

Cancel Bac Finish

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.

Unit Price
Amount

Priority

Report Wizard
Do you want to add any grouping
levels? Sale Date by Month \
Item ID, Item Name, Sale Date, Qty, Unit
Price, Amount
Item ID
Item Name >
<=
Qty <

Grouping Options ... ( Back Next > Finish

e —

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 group-level fields?

Group-level fields: Grouping intervals:

Day (

Sale Date

~

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

7 Set the GROUPING INTERVALS box to
DAY and select OK.

10-2
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10

Report Wizard

Do you want to add any grouping
levels?

Sale Date by Day

Item ID, Item Name, Sale D ty, Unit
Price, Amount

Item ID
Item Name
Qty

Unit Price
Amount

Priority

/

Finish

Grouping Options ...

Cancel < Back

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 TtemID

2

~

in

3

~

=

Summary Options ...

4

Cancel

Finish

v Ascending
W

>

Summary Options

What summary values would you like calculated?

Field Sum Avg Min  Max Cancel !
Qty E—D Ll
Unit Price Oo0Oa0aoo
Amount ™

(O Summary Only

|:| Calculate percent of
total for sums

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

9 We will sort the daily sales within the
group into ITEM ID order, so set the
first SORT box to ITEM ID, leave the
box next to ITEM ID as ASCENDING

and click on the SUMMARY OPTIONS
button.

10 In this case we want to total the QTY
and AMOUNT fields for each day so
click on the SUM check boxes next

to each of those fields, then select
OK.

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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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 v Ascending
2 v ing
3 v Ascending
4

Summary Options ...

Cancel < Back Finish

Report Wizard

How would you like to lay out your report?

Layout Orientation
O Stepped (@ Portrait
O Block @) Landscak

o —

Adjust the field width so all field:
a page.

on

Cancel < Back 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 report's
design?

(® Preview the report.

(O Modify the report's design.
Cancel < Back

14  Scroll through the report preview.

11 You are returned to the SORT
ORDER dialogue box, click on NEXT.

12 For the report LAYOUT select
OUTLINE in the LAYOUT frame and
PORTRAIT in the ORIENTATION
frame, then click on NEXT.

13 Name the report:

Daily Sales Report

and click on the FINISH button to
generate the report.
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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 and click on the OPEN OTHER FILES icon in the START
window or close the current file and click on the OPEN icon in the FILE tab.

2 BROWSE to the CHAPTER 11 folder of the ACCESS 2019 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

Home eate ernal Data Database Too

with the database.
Views Clpboard Sort & iter 7 The database also has two forms.
All Access Objects 2= The first one displays the information
B producs about the suppliers (name, address,
e , / etc.). The second displays product
F%mimm Sub-form / name, cost price, retail price, etc.
B8l suppliers Main Form 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.

4| 1 Open the DATABASE TOOLS tab
5 in the RIBBON and click on the
RELATIONSHIPS icon.
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2 MAXIMIZE the RELATIONSHIPS window.

3 If the SHOW TABLE dialogue box
doesn't open, click on the SHOW
TABLE icon in the DESIGN tab of the

Show Table

= Selztonanip Raport ?:s':v E5EAll Relationships o Tables Queries Both

e s RELATIONSHIP TOOLS.
All Access Objects © «
Tables 2
B3 rroducts

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

RELATIONSHIPS dialogue box.

(=] < I Relationships - Access

File Home  Create  ExternalData  Database Tools O Tell me what you want to do

T.

52 Relationshin Report Show Close

LGS Table {37 All Relationships

Tools Relationships
All Access Objects @ «

Suppliers Products
Tables £
¥ supplier D Supplier ID

B products

Supplier Name Product Name

Select the PRODUCTS table and add
it to the RELATIONSHIPS dialogue
box.

6 Close the SHOW TABLE dialogue box.

(=] B 3 s Relationships - Access

File Home Create External Data Database Tools Help Design O Tell me what you want to do

7 Xamsn ) S 7 Move the pointer over the SUPPLIER

I ID field in the SUPPLIERS table and
drag it over the SUPPLIER ID field in

All Access Objects © « M
Tables 2 the PRODUCTS table.

EH products B Supplier ID Su£ plier ID

Supplier Name Prédiuct Name
B3 suppliers Street Inst

Forms A Suburb Cost Price
= State/Country Retail Price
B8 Products Sub-form

Postcode

B8 suppliers Main Form
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The SUPPLIERID field i
to it to indicate thatiti
field in the PRODUCTS

The FOREIGN KEY field

NOTE: i

n the SUPPLIERS table has a key symbol next
s the PRIMARY key field. The SUPPLIERID
table is 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.

Edit Relationships ? X

| 8 The relationship should be
created and displayed in the EDIT
RELATIONSHIPS dialogue box.

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

10 In this case we want to be able to

Table/Query: Related Table/Query:
Suppliers Products =
Cancel
Supplier ID ~Supplier ID € |
Join Type..
v
Create New..
[] Enforce Referential Integrity reate Tew
Cascade Update Related Fields
Cascade Delete Related Records
Relationship Type: One-To-Many
Join Properties ? X

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

display all the suppliers, but only
those products that come from a

tde records from 'Suppliers' and only those records

equal.
@ 2:
from 'Products’ where the joined fields are equal.

OB; Include ALL records from 'Products’ and.e
from 'Suppliers' where the jginaed=fEld

particular supplier. This is option
2, so click on its radio button and
select OK to set the JOIN TYPE.

Edit Relationships ? X

Table/Query: Related Table/Query:
Suppliers Products
Cancel
Supplier ID v Supplier ID ~
Join Type..
v
Create New..

Click on the ENFORCE REFERENTIAL
INTEGRITY check box in the EDIT
RELATIONSHIPS dialogue box then

11

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

Relationship Type: One-To-Many

click on CREATE to complete the
relationship.
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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 for 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.

© Guided Computer Tutorials 2019 12-1



Learning Microsoft Access 2019

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

1 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 diagram above
you can see 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 forms and reports will be required. The
following diagram shows some of the forms and 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 and click on the OPEN OTHER FILES icon in the START
window or close the current file and click on the OPEN icon in the FILE tab.

2 BROWSE to the CHAPTER 12 folder of the ACCESS 2019 SUPPORT FILES and open
the CHAPTER 12 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 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.

=]

File Hom: Create

rm ? (‘ t.'\/ € Insert Rows

View Primary Test Validation
Key Rules =& Modify Lookups

Vi

All Access Objects © «

Tables

The primary key to id:
The cust 's title (

% 1 Open the CUSTOMER DETAILS table,
set the view to DESIGN VIEW and
notice that the CUSTOMER ID field
has been set to the PRIMARY KEY
field. The other fields store general
information about the customers.

Home
? 2
vV
Test Validation
Rules =& Modify Lookups Sheet

Create

I E

2
€5 Insert Rows

ile
View

Primary
Key

Vi Tools Show/Hide

Field, Record & Table Eve

All Access Objects @ «

Tables x |BE

EH customer Details
> il Number

T Line ltems
- Product ID Short Text
EH Product Details aty Number

Forms

& customer sub-Form

Data Type

The Invoice Number o
The Product Code of 4
The number of items

® 3 Open the LINE ITEMS table, set the

view to DESIGN VIEW and notice
that there is no PRIMARY KEY field.

It just stores the INVOICE NUMBER
and the basic details of PRODUCT
ID and QTY sold that the invoice will
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.

ccccc

External Data  Database Tools  Help

@ ., tmm = . = = -5 Openthe PRODUCT DETAILS table,
- a2 v e iy el set the view to DESIGN VIEW and
notice that PRODUCT ID has been

Rules

Views Tools Show/Hide

All Access Objects ®@ «
Tables A3 set the a PRIMARY KEY field. It will
B customer Details = Field Na Data Type
Product 1D} Short Text Primary key field .
= e ems Product Name Short Text The name of the prod prOVIde data to the LINE ITEMS table
E3 product Detai Cost Price Currency The cost price of the o o
Forms ES Retail Price Currency The price the item is Via th IS ﬁ e I d
B8 customer Sub-Form Instock Number The number of the pr| *

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.

Create  ExtemalData  Database Tools  Help O Tell me what you want to do

ile ome

i = cu A Ascending Y Selection - [A =New Bereplace T | ::Ir—

E[ Past[‘ I copy I %1 Descending  TF Advanced - RE;h B save 7 Speliing p = GoTox _— =

- T All ~ -
o | T o | e x| 1 Open the CUSTOMER SUB-FORM
i IS "4 .

M) pccess Objects = A7 8 form and notice that fields have
EH customer Details ) HCDHn HNoms .

= B o — been arranged in a normal address
EH Product Details "
Form: uct Detal . 24 Main Street |[BALLARAT Jvie 3359 format.

[E3 Customer Sub-Form Record: [4 < [1of18 | b M » Search

B invoice Main Form
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2 Close the CUSTOMER SUB-FORM form.

Create External Data Database Tools Help 0O Tell me what you want to do
~ 2 fa=|
VE[ Ph Hsme Y speling f? S L
. Al - | N S S—

Vi (.Z\ipboard 5 Sort & Filter Records 3 Open the INVOICE MAIN FORM form.
All Access Objects © « |E Invoice Main Form
e [ A logo has been prepared for you.
T Your task will be to complete the

B Product Details - .
Forme R rest of this form so that a functional

B8 customer sub-Form oy, Vic. 3150

=] 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.

Access

:‘ E *‘ "\ Report Wizard
1 Open the CREATE tab of the RIBBON,

select the TABLE DESIGN icon and
MAXIMIZE the table window.

External Data Database Tools Help £ Tell me what you want to do

= = jmirT=lE ==

Application Table = Table _SbarePoint Query  Query
Parts ~ Design N {izard Design

EForm Wizard

E Navigation

Templates Tables Queries

All Access Obje Zﬂ*"e Design

reate a new blank table in Design
Tables view. You can add fields, set
B customer Details indexing options, and perform
B Line items other advanced table design tasks.

I

2 Enter the FIELD NAME:
Invoice No

o AP Setis DATA TYPE to AUTONUMBER
=N I ol = B and enter the DESCRIPTION:

X Delete Rows
Provides a unique number for each invoice.

H

File Home Create External Data Database Tools

View Primary
Key LEModlfy Lookups

Views Tools
All Access Objects @ « : Description (Optional)
Tabl . Invoice No AutoNumber Provides a unique number for each invoice
ables 2

EH customer Details

B2 tine ltems
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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.

Table Tools

3 Click on the PRIMARY KEY button in
the DESIGN tab to set the INVOICE
NO field as the PRIMARY KEY field.
A key symbol is added next to the
field.

File Home Create External Data Database Tools Help 0 Tell me what

£E - =E EEmi—

View Property Indexes Create D3 uF
- Sheet macros ~  Delete
Views Tools Show/Hide Field, Record & Table

All Access Objects @ « teld Name Datlliie

® Invoice No AutoNumber Pt
Tables S

Design

B customer Details

j Line Items

B2 Product Details

Forms S
E& customer Sub-Form

E Invoice Main Form

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

General | ookup

Field Size Long Integer
New Values Increment
Format 00000

(Caption

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

) s Table Tools

File Home Create External Data Database Tools Help Design £ Tell me what you*
==
\ z=l g
& ~ L Customer ID
View Property Indexes @ate Data  Rename/|
= Sheet Macros - Delete Macl

Views Tools Ly ide Field, Record & Table Events Relationships
H @) Data Type Description (Optional
All Access Objects © « | v : : Jsuipaeh opienEl)
. Invoice No AutoNumber Provides a unique number for each invoice
Tables - Customer ID Short Text Identity code for each customer
B customer Details
E Lineltems

ER Product Details

Forms S 6 Set DATATYPE to SHORT TEXT,

B8 customer Sub-Form

N with a FIELD SIZE of 10 and a
D DESCRIPTION:

Format

Identity code for each customer
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H ©

File Home

Create

External Data

Database Tools Help Design

Property Indexes
Sheet

O Tell me what you

Field, Record & Table Events

he third FIELD NAME cell enter:
Date Sold

7 Int

Relationships

ﬁ

View

Views Tools
All Access Objects @ «
Tables 2
B3 customer Details

ER Line items

B product Details
Forms E
E& customer Sub-Form

== Invoice Main Form

B Invoice No

Field Name

AutoNumber
Short Text
Datg/Time

Customer g
Date Sold

General | ookup

Format
Input Mask

Short Date

Data Type
Provides a unique number for each invoice
Identity code for each customer

Records the date the invoice was issued

Description (Optional)

8 Set the DATATYPE to DATE/TIME
with a FORMAT set to SHORT DATE
and a DESCRIPTION of:

Saving the Table

H

“

File Home Create

External Data

Table Tools

Database Tools Help

View Property Indexes Create Data
- Sheet Macros ~
Views Tools Show/Hide Field, Record
All Acc SaveAs ? X  Field Name Data Type
AutoNumber
Tables Table Name: e =
7 Custon Invoice Details < Y -
Date/Time
o= S TC—

3

once the invoice is fully functional.

Create

External Data

Database Tools

Help

Fields

Table Tools

Table

Records the date the invoice was issued

1 Click on the SAVE icon in the QUICK
ACCESS TOOLBAR.

2 Call the table:

Invoice Details
and select OK.

To create the linking of tables we should enter some test data which can be deleted

4 Set the screen to DATASHEET VIEW,
press the tab key to set the cursor

b/‘ Y %l Ascending YSelection = F in the CUSTOMER ID ﬁeld and enter
o | m T mr—reccasdiaan Tosence. o | the following data, pressing the TAB
Vi;ws v Clipboard Sort & Filter key after eaCh entry:

Tables E

EH customer Details

= Invoice Details

All Access Objects @ «

00002 C0003
(New)|

e Sold ~ Clig

Invoice No ~ Customer D -
00001 C0002 4/10/2019

5/10/2019

C0002
C0003

4 Oct 2019
50ct 2019

NOTE: The AUTONUMBER command enters the INVOICE No for you and it

should be formatted to 5 digits.
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5 Close the table.

Creating the Relationships

To set up the invoice system the relationships between the tables must be set. This is
the most critical part of the database system.

A Inserting the Tables

Access

“lp O Tell me what you want to do

| ZDatabase Docum® . 3
K =IOV S e —
i

1 Open the DATABASE TOOLS tab

v Sl of the RIBBON and click on the

Compact and Visual  Run Relationships ~ Object
Repair Database Basic Macro s Dependencies | (i = Analyze Table Database
Tools Macro Relationships Analyze Move Data Ad R E LATI O N S H I PS Icon.

All Access Objects © « | Relationships

| Define how the data in tables is
Tables | related, such as ID fields or name
B customer Details fields in different tables that should
match.

EH Invoice Details

2 If the SHOW TABLE dialogue box
doesn't open, click on the SHOW

H

File

Home Create External Data Database Tools Help

TABLE icon in the DESIGN tab.

— . . Show

A TR R Table EBEAII Relationships
All Access Objects ©@ « ]
Tables x |=5
. — 3 Inthe SHOW TABLE dialogue box,
B e tems ey B double click on the CUSTOMER
EH Product Details First Name .
e . DETAILS table to add it to the
g N ZT.’ET.L g RELATIONSHIPS window.

-
+ Show Table ? X
— S o Tables Queries Both
sl e Table 22 All Relationships Customer Details
Tools Relationships ‘Lr\‘: —
All Access Objects @ «
Tables 2 | %3
Invoice Details
- # Invoice No invoice
Customer ID

Cost Price
Retail Price

4 Double click on the INVOICE
DETAILS table, followed by the
LINE ITEMS table, followed by the
PRODUCT DETAILS table to add
those tables to the RELATIONSHIPS

window.
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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 and select OPEN OTHER FILES in the START window or
close the current file and select OPEN in the FILE tab.

(B) BROWSE to the CHAPTER 13 folder of the ACCESS 2019 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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Relationship Tools Relationships - Access
Home Create External Data Database Tools Help Design £ Tell me what you want to do
=, o—
,‘ X Clear Layout
Edit Show Close

Relationships =~ be 2z gy et Table EE:AH Relationships

Tools Relationships

All Access Objects @ «

Tables 2

Invoice Details

B invoice No A
j Customer Details

B invoice Details gﬁzos"j;m \ . . . o
& trerers Customer Deal / || 3 Click on the relationship line

B customer 1D

e ) between the CUSTOMER DETAILS

8 s ) and INVOICE DETAILS tables and

Street

B cusomersuom press the DELETE (DEL) key to

B8 invoice Main Form State
B e s sb o posote remove the relationship.
Fax No

Microsoft Access

4 Select YES to the warning dialogue
! Are you sure you want to permanently delete the selected relationship from your dai bOX and C|OS€ the RELATIONSH I PS
window.

Yes

H

Relationship Tools

Relationships - Access

File Home Create External Data Database Tools Help Design £ Tell me what you wan

~ 5 Repeat steps 3 and 4 to delete the
’_‘;’ < Clear Layout .
oo link between the PRODUCT DETAILS
Relationships =] Relationship Report Table EEEA” ReFTEEE
and LINE ITEMS tables.
All Access Objects @ «
Invoice Details
Tables 2
B invoice No -

B customer Details Custormer 1D \

\
B invoice Details Date Sold \

Customer Details \ Line ftems
B tine tems N
B Customer ID Invoice No
B3 product Details Title Product ID =
Queries 2 First Name aty
B Line Items Query Last Name
; R Organisation
orms = Street Reorder No
E= customer Sub-Form Suburb Location
E&  invoice Main Form State
Postcode
E& Line ltems Sub-Form Phone No Microsoft Access X
Fax No
| Are you sure you want to permanently fidfete the selected relationship from your database?
Yes No

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

13

Setting the Customer Lookup Values

Open the INVOICE DETAILS table, MAXIMIZE it and set its view to DESIGN VIEW.

Invoice Details - Access

Home Create External Data Database Tools Help £ Tell me what you want to do

? S, €= insert Rows = h =i = D: F
o X Delete Rows — - — o
Primary Test Validation Property Indexes  Create Data Rename/ Relationships ~ Object

Key Rules F&Modify Lookups Sheet Macros - Delete Macro Dependencies

Tools Show/Hide Field, Record & Table Events

All Access Objects @ « Field Name Data Type Description (Optional) N

Tables

B Customer Details

3 Invoice Details Long Text
BB e items Number

B Pproduct Details

=

Invoice No AutoNumber Provides a unig=

Customer ID Short Tex
Date Sold Short Text

~ Ngentity code
rds the df

CUSTOMER ID field and use its

Large Number
Date/Time
Currency
AutoNumber
2 Yes/No WlZARD.
OLE Object
Hyperlink
Attachment
Calculated

2 Click in the DATATYPE cell for the

down arrow to set it to the LOOKUP

Lookup Wizard

This wizard creates a lookup field, which displays a list of values you

caln ch;)ose from. How do you want your lookup field to get its

@E]wantthelookupﬁeldto getthevaWble or 3 |n the LOOKUP WIZARD dlalogue

uery. .

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

Cancel < Back Finish
Lookup Wizard

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

Table: Customer Details
Table: Invoice Details

Table: Line Items
Table: Product Details

selected and click on NEXT.

View

(@ Tables O Queries QO Beth

Cancel < Back Finish

4 Leave the CUSTOMER DETAILS table
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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

Fist Name

Street
Suburb >>

State

Postcode <

Phone No

Fax No SRS

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 ~ Ascending

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.

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

2 First Name ( aeciouy el
3 v Ascending
4 v
Cancel < Back
Lookup Wizard

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

|:| ﬂlgg key column (recommended)

Customer ID First Name Last Nams-l-i

a

John Bryant
C0007 Gary Dyer
C0008 Lucy Fitzgerald
C0006 Melinda  Forbes
C0009 Katherine French
C0018 Emily Grant
C0010 Steve Halliday

Co014 Alan Harris

v

"

Cancel < Back nish

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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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 and select OPEN OTHER FILES in the START window or
close the current file and select OPEN in the FILE tab.

(B) BROWSE to the CHAPTER 14 folder of the ACCESS 2019 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

w1 Open the CREATE tab of the RIBBON

and select the REPORT WIZARD icon.

eeeeeeeee Tables Queries Forms Reports
S

All Access Objects @ «

TTTTTT
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Report Wizard y r
p Which il o you wnt o you repor 2 Inthe REPORT WIZARD dialogue box
S o can <heose from more then o tble o aer set the CHOOSE TABLE OR QUERY
/ box to the LINE ITEMS QUERY.
Tables/Queries
Query: Line Items Query o
Available Fields: Selected Fields:
Froduct 1 Fraduct tame
>> 3 Move the QTY, PRODUCT NAME and
< AMOUNT fields into the SELECTED
— FIELDS frame then click on NEXT.
Conel s

Report Wizard

Do you want to add any grouping
levels?

Product Name

Qty, Amount 4 You will be asked about the
Qty

> 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.

N/
\V4

l.

Grouping Options ... Cancel < Back Next > 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]

~ Ascending
, . 5 No sorting within the group will be
, needed in this case so click on the
i SUMMARY OPTIONS button.

Summary Options ...

Cancel < Back Finish
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Summary Options

What summary values would you like calculated? “

Field Sum Avg Min Max

Q M
Amount % E LI

Cancel

Sl

O

(@ Detail and Summary
O 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] ~ Ascending
2 ~

3 ~

4 ~

Summary Options ...

Cancel < Back Finish

Report Wizard

How would you like to lay out your report?

Layout Orientation
® Portrait
O

O Qutline

Adjust the field width so all fieldgfit on
a page.

Cancel < Back Finish

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

9 Enter the report title:

That's all the information the wizard needs to
report.

dD(c;s]ygortlJ?want to preview the report or modify the report's P C Di re ct

(@ Preview the report. .

O Mocify the reports design. then click on the FINISH button to
create the report.

Cancel < Back Vext >

NOTE: 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.

5

File Hom Create External Data Database Tools Help

A] e 22 > | 2 Drag the top border of the PAGE
: 5 bl Aa b [ AR [
Ve Themes S HEADER bar down so that the

Ivlwews t;h'emes = ;’up‘iﬂ‘g%jfla's‘:w‘3“““‘5“‘3“‘7‘“B“C“’:“m"s‘n REPORT HEADER iS 2-5 Cm high- This
o ,/ will allow space for a sub-heading
oo - Pcpirget / about the report to be added.

y
B tine tems : /
s
B product Details -
. *Page Header +

Queries & |
=Y — = | e e ] BERREEE

*Product Name Header
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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 and select OPEN OTHER FILES in the START window or
close the current file and select OPEN in the FILE tab.

(B) BROWSE to the CHAPTER 15 folder of the ACCESS 2019 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

s | Open the CREATE tab of the RIBBON,
Help O Tell me what you wer  co do and select FORM WIZARD icon.

iz
N L \L\\g )
Application Tabl, Table SharePoint Query  Query Form  Blank DNa FiD Report  Blank
Part: Design  List Wizard Desig Design  Form ™= More Form Design  Report
Templates Tables Que Form: Rep
All Access Objects @ « Form Wizard
Show the Form Wizard that helps
Tables E
you create simple, customizable
B3 customer Details forms.
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Form Wizard

e = | 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.

v

Available Fields: Selected Fields:

Last Name
Organisation

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

\

e

Cancel Finish

Form Wizard

What layout would you like for your form?

OQOIumnar
(OTabular
(ODatasheet

4 Select the JUSTIFIED layout and click
on NEXT.

Cancel < Back Einish

Form Wizard
What title do you want for your form?
Customer Data Entry Form

5 Name the form:

That's all the information the wizard needs to create your form. Cu Sto mer Data Entry FO rm

Do you want to open the form or modify the form's design? 7 and Click On the FINlSH button to

(® Qpen the form to view or enter information. C reate t h e fo rm o

(O Modify the form's design.

Cancel < Back
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File Home

11 Label22
=), Select All

Selection
All Access Objects
Tables
B customer Details
B invoice Details
B Line items
B3 product Detals
Queries
EF tine Items Query
£3 Monthly Sales Query
Forms
B8 customer Data Entry Form

B8 customer Sub-Form

Create

Calibri (Detail)

Customer Data Entry Form - Access

External Data Database Tools

<20 - e

Help

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

PC Direct - Mail Order

Design Arrange

Formatting

BT —

® «

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

the fields.

L¥st Nar‘b«e

| ez e i =1 7 Increase the height of the FORM
* hestte [ Fhomets [Foxfie | 1 HEADER section to 2.5 cm by
s —Postcode Phone No Fax No I

dragging the DETAIL border down.

9

H

File Home

11 Label23
=1L Select Al

Selection
All Access Objects
Tables
B customer Details
B invoice Details
j Line Items
B product Details
Queries
B Line Items Query

£ Monthly Sales Query

Create

Customer Data Entry Form - Access

External Data Database Tools

Help

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

Design Arrange Format

=

Backgrour]
Image -

. ‘ called:
2 | [eremesie PC Dlrect - Customer Details
" lcws omefDets and format it to BOLD, 14 pt, DARK
: : ‘Z::‘J;mer\d> \Tit\e First Name ‘ ‘ Liast Nar\ﬂﬂ BLUE and CENTRE.

=] o) Customer Data Entry Form - Access . q oy
File Home Create External Data Database Tools Help Design Arrange Format q u ICkly adJ USt the ﬁeld pOSItlon a nd
e o widths to make the layout more
= sueatnt , =41 appealing, and set the POSTCODE,
S — = PHONE NO and FAX NO fields to be
ccess Objects @ « PC Direcy/- Mail
Tables R LEFT ALIGNED.
B customer Details S B
» Customer ID  Title First Name Last Name Organisation
o001 Mr Colin Norris Ballarat Electrical Services
Queries 2 Street Suburb State Postcode
? Line Items Query 24 Main Street BALLARAT vIC 3350
Phone No Fax No

£ Monthly Sales Query

Forms

Set the view to LAYOUT VIEW and

(03) 53 148953 (03) 53 278296

10 SHIFT+CLICK on the field labels and
set them to a COLOUR, BOLD and
set their OUTLINE to TRANSPARENT.
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Customer Data Entry Form - Access

File Home Create External Data Database Tools Help Design Arrange

ZNUEE O Tell me what you want to do

i - Formatti
{7 Form ormatting =

= R T A e 0 )0 Background
=, Select All B I U A $ % 9 %I ks
Selection B Font Number Background Control Formatting
. - —
All Access Objects © « [l
Tables A *Form Header

PCDIrect-Mai 11 Set the view to DESIGN VIEW and
LI lcustomstost increase the height of the FORM

v et o T R T T T FOOTER to 1.5 cm by dragging its
ET— | guenenp e Fltne &l bottom border down to provide

‘ ‘ ‘ ‘ Suburh
Forms X

B8 customer Data Entry Form : 75"eT ‘ ‘ Suburb) some Space for buttons'
B customer Sub-Form | |

B
B8 invoice Main Form onmkootes ‘

B8 Line Items Sub-Form
Reports S ‘

Il  customer Mailing Labels

AL ]

B Adding Buttons to the Form

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

Customer Data Entry Form - Access

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

Home Create

External Data  Database Tools  Help ange e

ER R EE TOOLS

% abl| Ag [ox .
View Themes

N ~ [AFonts~
Views Themes Controls Header / Footer
. @ « N R A T R T L I T B R B T B B R PN

All Access Objects © .
Tables 2 Form Header

EA customer Details

EA invoice Details

What action do you want to happen when the button is pressed?

Different actions are available for each category.

. Categories: Actions:
) N Detail
Queries ® - Record Navigation [Add New Record E
B Line ftems Query |customerip| fitle Record Operations Delete Record
: . stredt| | | Application 3
Forms 2 17, Lstreet Miscellaneous

E8 customer Data Entry Form - ‘ ‘ ‘

T T T
* Form Footer

B wreremsorom - |W|jé =«| 2 Drag a BUTTON about 4 cm across

| and 0.75 cm high at the left of

the FORM FOOTER section and, in
the COMMAND BUTTON WIZARD
dialogue box, select the RECORD
OPERATIONS category and the ADD
NEW RECORD action.

Reports & | T T I

Il  customer Mailing Labels
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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, charting data and using database templates.

Loading the Sample File

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

2 BROWSE to the CHAPTER 16 folder of the ACCESS 2019 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\Desktop\Access Storage\Megabyte Copy.accdb (Access 2007 -|

ile ome Create External Data Database Tools Help 0O Tell me what you want to do
& | BE&E I TE

Application Table  Table SharePoint Query  Query
Parts ~ Design Lists ~ Wizard Desig

¢ 1 Open the CREATE tab of the RIBBON
and click on the FORM WIZARD icon.

Templates Tables Queries

All Access Objects © « Form Wi
Tables a Show the

you cre:
B Products forme.
B2 suppliers

o
c
e
o)
@
»

ﬁ Suppliers and Products Query
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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 Quel v

Available Fields: Selected Fields:

Street
Suburb
tate/Country

ostcode
Product Name
Instock

Cost Price

Retail Price

<<
v

Cancel Finish

Form Wizard

What layout would you like for your form?

@ olumnar
OTabuIar

(O Datasheet

(O ustified /

Cancel

Form Wizard

What title do you want for your form?

Deta By Tebe \

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

Do you want to open the form or modj orm's design?

/

to view or enter information.

(O] Modify the form's design.

Cancel < Back

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

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

4 Leave the COLUMNAR layout
selected and click on NEXT.

5 Name the form:

Data Entry Tabs

Click on the MODIFY THE FORM'S
DESIGN radio button followed by

FINISH to open the form in DESIGN
VIEW.
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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 in DESIGN VIEW. Maximise the window.

=] - Data Entry Tabs - Access Form Design Tools

File Home Create External Data Database Tools Help Design Arrange Format O Tell me what you want to do

. dtogo — L 1Y
_‘ Ad B colors- } abl] Aa = [ ] %C\S‘Q‘ = m = - | -'I- ™ Tite Fﬂ E =P

T 5| B | i
Views Themes Controls
All Access Objects © « e 20 SHIFTHCLICK on the SUPPLIER 1D,
ables 2 *Form Header
we TR SUPPLIER NAME, STREET, SUBURB,
2 s Na T STATE/COUNTRY and POSTCODE
3 swemponecn | T & field boxes.
B8 Dot Entry Tabs Supplier D -S‘uppﬁer ID
N Supplier Name -Supp\ier Nam
- Street =S‘treet ‘ ‘ ‘
- =S‘uburb‘ ‘
N Igt te/Copintry .S‘tare/Cv‘ountry‘ ‘ ‘
Pastcode -P‘ostcod‘e ‘ ‘ ‘ ‘ ‘
ivr duct Name Product‘ Name )

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

H ) - Data Entry Tabs - Access Form Design Tools
File Home  Create  External Data  Database Tools  Help [MESECRUMM Arange  Format O Tell me what you want to do
| [A] me . gL = = 12
- IV NN — —
...... \\> atl] Ag 1 [°] 2 [ M= - * e ="}
View Themes o 7 Insert Add Existing Property  Tab
. N \A‘ Fonts ~ Chart ~ EDate and Time Fields Sheet  Order
Views Themes Controls Header / Footer
. ® « I I R R R R B e B R R B B R R R A B I RN R R R PN
All Access Objects © i
Tables Py Form Header

B oo - [Data Eptry Taps 4 Increase the height to the DETAIL

B suppliers

e D section to 9 cm by dragging the top
e border of the FORM FOOTER down
o 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.

. ]

- Product Name Product Name
, . & L
’ tagtock Instock ‘.7
_ | | . L - !
(Cost Pricg Cost Price

: b
z Rettail Price Retail Price
- I I

*Form Footer
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H ©

Data Entry Tabs - Access Form Design Tools

Forma

File Home Create External Data Database Tools Help Design Arrange

—— 5 Select the TAB CONTROL icon
- T;f] °°'°“_' ol Aa ] ] o @™ - from the CONTROLS group of the
e DESIGN tab and drag a frame,

Controls

Views Themes

All Access Objects © « where the supplier fields were, from
i " |- Data Enty (0.25,0.25) to (14,3).

B suppliers

Queries X N "E/ ’

B3 suppliers and Products Query

Forms . e A A T T ........................:‘
B2 Data Entry Tabs L)
T —— H

o

\\ H

o

Product Name Product Name

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

o

Data Entry Tabs - Access

Home Create External Data Database Tools
= ——————— placed around the tab frame.
View Themes a2 a N = Insert  Insert
S " [A]Fonts Image = Chart - B
Views Themes Controls Header / Footer Tools ~

All Access Objects @ « }‘H;‘/“““ e e Lra A aa s Property Sheet
Tables ES OFL SE8 05
Products

Selection type: Page %l
: Data Entry Taps o

/ Format Data  Event Other Al
ame

- * Detail
s |- il | I

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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