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 ACCESS STORAGE folder.

2 If you would prefer to use a fresh fully operational file:

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

(B) Access the CHAPTER 13 folder of the ACCESS 2010 SUPPORT FILES and open the
CHAPTER 13 file as an OPEN READ-ONLY file.

(C) Click on the FILE tab and select SAVE DATABASE AS.
(D) Access your ACCESS STORAGE folder and save the file as CHAPTER 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 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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Relationships - Microsoft Access
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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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Lookup Wizard

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

can choose from, How do you want your lookup field to get its
values?

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

(O T will type in the values that T want.

Cancel

Lookup Wizard

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

| Table: Invoice Details
| Table: Line Ttems
| Table: Product Details

View

(%) Tables () Queries () Both

Cancel ] [ <Back || Hextg\

Lookup Wizard

Available Fields:

Which fields of Customer Details contain the values you want

induded in your lookup field? The fields you select become columns
in your lookup field,

Selected Fields:

f Organisatio
| Street
Suburb
State
Postcode
Phone No
Fax Mo

Last Name

| [Customer D
| | First Name
=

[ Cancel ] [ < Back u MNext > ]

Lookup Wizard

2 EF'irstName -

‘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 o5t VoM m—_|_Ascending_ |

I

T\ 1

;t. | Ascending

Cancel ] [ <Back || Hext’ﬁ

3 In the first 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.

5 You will be asked which fields you
want to be displayed in the lookup
column. Move CUSTOMER ID, FIRST
NAME and LAST NAME into the

SELECTED FIELDS frame, then click on
NEXT.

Ve

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

Lookup Wizard

How wide would you like the columns in your lockup 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.

[] ey emTm frecommended)
Customer ID | First Name | Last Name0+0 -
John Bryant
Cooo7 Gary | Dyer
C0008 Lucy Fitzgerald
00058 Melinda Forbes
C0009 Katherine |French
Co018 Emily |Grant
0010 Steve | Halliday -
Cancel ] [ < Back M MNext > m

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.

Lookup Wizard

When you select a row in the lookup field, you can store a value
from that row in your database, or you can use the value later to
perform an action. Choose a field that uniguely identifies the row.
Which column in your lookup field contains the value you want to

store or use in your database?

Z

[ Cancel ] [ < Back H Eext>{[ Finish ]

Available Fields:

r ID
First Mame
Last Name

9 In the AVAILABLE FIELDS screen
leave CUSTOMER ID selected. This is
the value we want inserted from the

popup menu, then click on NEXT.

Lookup Wizard

What label would you like for your lookup field?

]Cusmmer D
Do you want to

enable ik between these tables?
[[] Enable Data Integrity

Do you want to store multiple values for this lookup?
[ Allow Multiple Values

Those are all the answers the wizard needs to create your lookup
field,

10 Leave the label set to:
Customer ID
and click on the FINISH button.

Lookup Wizard

11 You will now be required to save
the table - click on YES.

Microsoft Office Access

A

Some data may be lost.

The setting for the FieldSize property of one or mare fields has been changed ko 5 sharter size.
be violated as a result,
Do ol want bo continue anyway?

12 If a warning box appears - select
YES. This may occur if some of the
column widths are too small.

If dg
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@9~ ableToos | lhe '
Ty T | s b | 13 Sgt the screen to DATASHEET VIEW,
L!-‘;g(" (%L % N 4 éléscending I‘-_f; Selection * @ = .C||Ck on a CUSTOMER ID field and
Vot | e MO e s o it should now have a down arrow.
i s S50 A7 Click on the down arrow and the

Al Access Objects ® «|[TinvoiceNo - [customeric fte Sol lookup list should be displayed.

Tables x * 00001 C0001] |/ a/10/

Ed customer Details |E 00002 | COD08 Lucy Fitzger#®™
B2 tnvoice Details |= 00003 | CO006 Melinda |Forbes

! * (New) | CO003 Katherine French
Bl e e C0018 Emily | Grant
E Product Details S

Queries F3 Coo14 Alan | Harris
= Line ltems Query CO004 Robert | Hillma

14  Leave C0001 selected for now by clicking outside the drop down menu.

C Looking at the Customer Lookup Settings

1 Set the INVOICE DETAILS table back to DESIGN VIEW.

@&l | - I= ‘ To0! ‘ Invoice Details - Microsoft Access
File Home Create External Data Database Tools | Design |
] LV v Insert Rows 'T:'@-T 5 4 = =" . .
BEH ¥y & T 8T - &2 2 Click in the CUSTOMER ID field to
View Pr;gnary: rilde Test;allldatlon @Mudify e Prsnhp:ertty'lndi‘es c;::t;ia-ta Rena’\T:é‘E:elele R . .
A ] display its FIELD PROPERTIES.

All Access Dbjects =« Field Name ata Type
Tables > || ¥ |Invoice No AutoNumber Provides a unigue number for each invoice
! Customer ID Text

EH customer Details Identity code for each customer
=i Detail Date Sold Date/Time Records the date the invoice was issued
=2 nvoice Details

B e et | (3 In the FIELD PROPERTIES pane click

A produd Details

Queries = on the LOOKUP tab and the settings

= / that the wizard created are displayed
= customer Sub-Farm Field {

§| Invoice Main Form Gensral! Lookup( / fo r you .
E Lifie Kems Sub.Fom Display Control Combo Box /
Row Source Type Table/Query
Row Source SELECT [Customer Details].[Customer 1D, [Customer Details].[First Name], [Custome |
Bound Column 1
Calumn Count 3
Column Heads No Atield name can be up to 64 characters long,
Column Widths 1.905cm;1.667cm;1 641cm | including spaces. Press F1 for help on field
List Rows 16 ‘ names.
List Width 5.212¢em

4 Once you understand what the wizard is doing you can enter the values manually.
This saves the need to delete a relationship before setting a popup list.

5 Close the table.
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