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Using Microsoft Access 7 — Interfaces

Interfaces

In the following exercises we will use a file calldtlsic Collection 3.mdbd. This database is
similar to the one you worked on in the previous section except it has a lot of additional queries,
forms and reports. Before you begin, you mant to open that database and familiarise yourself
with the additional objects that have been created.

Basic Macros

Macros provide a way to automate tasks that would usually be complex or involve many steps.
Macros can be created easily in Access by dhgosom a number of common procedures and
combining them in whatever way you need. These macros can then be activated byevatisus

such as clicking a button or opening a form.

Exercise 1.  Creating a Test Macro

1. Make sure thé/usic Collection 3.mddatabase ispen.
2. Click theCreate tab on theRibbon.

Home Create L\? External Data

3. Click theMacro button.

=

Macro

A new Macro will be createandanAdd New Action combo box will ¥ — -
appear. To the right of the screen is #wion Catalog which allows  |Groue
you to browse through all of the action typesikade (including ;

Submacro

actions from macros you have already created). :gj::"wmmot'ﬂm
enu

4. Open theAdd New Action list. ApplyFilter

Eeep

5. Select theCloseWindow action from the list. You can also type |gouwsero
the first few letters of an action to select it, though in this case yotf ==

ClearMacroErrar

will get theCloseDatabase action before you type enough letters |ciosepatabase

to get the one we want.

CollectDataViaEmail

m

Some additional options will appear for the action.

E CloseWindow
Object Type

Object Name

[l Tx

Save |Prompt

6. The first options allow you to specify that you want the action to close a specific type of object
or an object with a particular nam8ince we want it to be able to be used with any type of
object, we will leave those options blank. The last option allows you to determine if the any
changes should be saved before closing the window. Leave that option as Prompt so that the
user will be aked if they want to save changes or not.

1You can get it fronhttp://oneil.com.au/pc/access2010.html
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Using Microsoft Access 7 — Interfaces

7. Click theSave icon s on the toolbar to s@ the Macro so we can test it.
8. EnterClose Windowor the macro name.

The Macro will appear at the bottom of thavigation Pane.

Macros A
& Close Window
Tip You can show or hide the Navigation Pane by pressing F11.

9. Click theRun iconf on theRibbon to test the macro.

When the macro runs, it will close the current window (in this case, the macro design window).
Later we will see how you can run a macro from other locations in the database.

Exercise 2.  Creating a Macro with Multiple Steps
Now we' | | create a macro that does more than

1. Select theCreate tab on theRibbon and then click thélacro icon.
2. From the list of actions sele©penTable.
3. Change th@able Name to CDSas shown.

El OpenTable
Table Mame |CD5

View | Datashest

[Data Mode | Edit

o | Add New Action IEL\K,

Select the nexAdd New Action list and choos®penTable again.
For the second action, change the table narS®NGS

B

a s

OpenTable
Table Mame CD5

View Datasheet
Data Mode Edit

OpenTable
Table Mame SOMNGS

View Datasheet

Data Mode Edit

':5’ Add Mew Action El

6. Save the Macro a®pen Main Tablesand run it. The macro will opeboth of the tables
specified.
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A tab will be shown for each of the open objects (two tables and one macro). You can use these tabs
or presqCtrl] [F6] to switch to an open object.

| ! Open MainTables | ] CDS | = SONGS
Song# - Song Title - Artist - Genre -

Daydreamer Adele Fop

7. Close both tables and the macro.

8. From theNavigation Pane, Double Click the Open Main Tablesacro in the macro list.
9. The two tables will open again.

10. Close the two tables.

Note Sometimes there may be a problem with your macro. This may be because it refers to an object that
can6t be found, often because it hascéheé&th remamedr
may get messages like the following.

Microsoft Access can't find the object "SONG'.

lol *You misspelled the object name. Check for missing underscores { _) or other punctuation, and make sure you didn't enter leading spaces.
== *You tried to open a linked table, but the file containing the table isn't on the path you spedified. Use the Linked Table Manager to update the link
and point to the correct path.

Macro Single Step Lilé

Macro Name:

m

COpen Main Tables

Stop All Macros ]

Caondition:

Action Mame:

Error Mumber:
CpenTable

3021
Arguments:
SOMG, Datasheet, Edit
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Exercise 3.  Using Sub Macros
Sub macros allow you to have several related macros grouped together.

Select theCreate tab on theRibbon and then click th&acro icon.

From the list of actions selegtibmacro.

EnterOpen CD Typefor theSubmacro name.

For theMacro Action selectOpenForm

In form name enter (or select from the I8 Types Form

Make sureView is set toForm andChange Window Mode to Dialog. The Dialog option will
open the form aa small window instead of one that fills the screen.

7. Add a second Submacro for opening the Genres form as shown below.

o gk wnNE

| ! Dialogs x

E Submacro: Cpen CD Types
OpenForm
Form Mame CD Types Form
View Form
Filter Name
Where Condition
Data Mode
Window Mode Dialog

End Submacro

E Submacro: Open Genres

= OpenForm i

Form Mame | Genres Form

[l ]

View |Form
Filter Mame
Where Condition =

Data Mode

EIE

Window Mode |Dialog

Update Parameters

& | Add New Action |~ |

End Submacro

&8 | Add Mew Action (]

8. Save the macro a3ialogsand close it.

Open CD TypeandOpen Genresan both be uses as separate macros, but they are kept together in
the Navigation Pane. If you have a lot of macros, grouping similar ones together as sub macros
keeps things neater. We will make use of these macros later on.
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Expressions

Anyone familia with Excel will find expressions easy. An expression is a

statement (usually a calculation) that produces a certain result. Itﬁ -
very similar to an excel formula and is written in much the same way.

Like a formula in Excel, expressions in Access useftiewing @. @
rules:

1 An expression must begin with a = sign.

1 An expression can use buiilt functions (such as Sum) to simplify ety
certaintypes of expressions.

1 Any calculations in expressions follow theder of operations, or the
BIMDAS rule where different pas of the calculation are performed in the following order.
1) B - Anything in brackets is calculated first.
2) | - Any indices are calculated next (E.g. =275 or 2 to the power of 5).
3) MD - Any multiplication or division goes next.
4) AS - Addition and subtractioare calculated last.

1 Instead of cell references as in Excel, an expression will usually refer to objects such as text
boxes. Any object names in an expression must be enclosed in square brackets.

You will notice that these rules are very similar to theesuéxplained in the advanced queries
section for calculated fields. In some of the previous sections you already created some simple
expressions to calculate totals on reports. N

Because so many expressiory/ron references to objects in your forms and reports, it is a good
idea to provide meaningful names for the objects in your forms and reports. Since all of the forms
and reports we have created use text boxes that are based on fields in your tabt#stherostvill

have the same name as the field they are based on. A common practice among developers and
programmers is to specify the type of object in the name of the object. For example, a text box that
has been created to display a sales total migimapeed txtSalesTotal. This name would make it

clear that the object is a textbox and would also clarify the purpose of the textbox. In a moment you
will see how object names are used.

© Steve O Nei l 2 0Page6 of 29 http://www.oneil.com.au/pc/



Using Microsoft Access 7 — Interfaces

Exercise 4.  Creatingan Expression in a SubForm
1. Open theCD Entry Subfornform in Design View.

| ==| CD Entry Subform

I T R I e I A S I IR e A IS - IS - S IR NS N AN IS RIS

& Form Header

 Detail
: o
1: !S-T’ETt e ! Song Title
2 i;u trst i J"l‘t.r‘tis‘tI I I | I I I I I | I I
?i Ganre ‘ Genr;e I I | I I|E|
4: I"_r:.: = I Duratlion I
- |Tracf. ‘ Track |
5 | |

# Form Footer

2. Make sure th®esign tab is selected from tifeorm Design Tools Ribbon group.

D)

)esign

| Design Arrange Format

3. Click theTextbox icon in theribbon. 12!
4. Click in the Form Footer area to place the textbox there. The precise location you click on
won’'t matter since this text box GDeformhe f oot

+ Fcurrﬁ F::u::utt;r . . # Form Footer
+ . W T
—| Unbound

This textbox wildl be used to add up t kigblenumbe
in the main form but later we will create a text box on the main form that will refer to this one.
Since the total on this subf or mtothe@left'ofthetexe v i s i
box. You can delete it if you like. Make suhe new text box is still selected before proceeding.
Previously we have entered expressions by typing them in to the text box directly. This time we will
do it using theProperty Sheet since we will change other properties as well.

5. Ifthe Property Sheet is not already showing, click the icon on tiilebon to display it. If i
the text box is still selected, the properties window should appear as Nelowan resize =
the property sheet if needed by dragging its left edge.

Tip You can also double-click many of a formdéds objects to quickly o]
already showing.
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Property Sheet X
Selection type: Text Box

Textld E

|Fc|rmat| Data I Event | Dther| All |

MName Textl0 P
Control Source

Format

Decimal Places Auto
Visible Yes

Text Format Plain Text
Datasheet Caption

Show Date Picker For dates
Width 3cm
Height 0.556cm
Top 0.099¢cm
Left 3.998cm

6. In the Name property entetxtTotalSongsThis name will be used latevhen we refer to this
object.

Note What you call the textbox is not important. What is important is that when you refer to it as we will do
later, the name has to be typed exactlyt he same i ncluding spacing (thoug

7. Click in theControl Source property. This is the property which determines what will appear
in the textbox so it is where our expression will go. You can use thedlightand zoom
option shown in the queries section to get more room for editing but an even better way is to use
the Expression Builder. This handy tool gives you quick access to common functions as well
as making it easy to refer to database objects in an expression.

8.  You will see an icor=] to the right of theControl Source property. Click on this icon to open
the Expression Builder.

Enter an Expression to create a calculated control:
(Examples of expressions incude [field1] + [fieldZ] and [field1] < 5)

|
Expression Elements Expression Categories Expression Values
=2 CD Entry Subfarm - -
- Functions <Field List= AfterDelConfirm
(&6 Music Collection 3.accdh Song Title_Label AfterDelConfirmEmMacrc
T usic ollection 2.aec Song Title _ || | AfterFinalRender
] Constants Artist_Label = || | AfterFinalRenderEmMacr
"g Operators Artist AfterInsert
E Common Expressions Genre_Label AfterInsertEmMacro
Genre AfterLayout
Duration_Label AfterLayoutEmMacro
Duration AfterRender
Track_Label - || AfterRenderEmMacro ™
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9. Start your expression by enteria@ount(in the top section.
10.The middle of the three lists in the expression builder lists all of the objects in the form.
Double-click on Song Title(not Song Title_Lab¢lto add the name dfhat object to the

expression.
11.Finish the expression by adding a closing bracket. The completed expression should look like

the one below.

Enter an Expression to careate a calculated control:
(Examples of expressions indude [field1] + [fieldZ] and [field1] < 5)

=Count{ [Song Tite] )|
| Cancel

12.Click OK to complete the expression and return toRtfeperty Sheet.
13.Previ ewi ng t he f or mtotal simcethis form is sebtmdisplay i liaiashedt h e

view by default. To view the form normally, click on the arromderthe View icon and then
selectForm View. The total number of songs will pgar at the bottom of the form.

Home Crea
I | n Colors

View | Themes Fl:nnts .

-

Form View L}

Datasheet View

146
Record: M loflds » Mk | Search

14.Close the form and save the changes.
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Exercise 5.  Creating a Linked Expression

Now that our subform has an expression which adds up all of the songs, we will place an expression on
the main form which refers to that subform total. Because of the relationshipsebetwr tables, the
main form will only show the total of the songs showing at the {ine. the songs for each CD).

The tricky part here is that the expression on the main form needs to refer to the agweihas the
object within that form. Most mistakes in this kind of expression are made when the object name you
are trying to refer to is typed differently when you refer to it.

1. Open theCD Entry formin Design View.

=2| CD Entry
R N N N R R R O O e O R O T
& Form Header
2 ICDIEntry
1
-"DEI:EIII
. I I I I I [
- |CZ = CD# |C-:-.-'-5 Dekcriptipn
I I | —
ST EdTEe[ JeoTitle Description
z . . . . —
- CO Type CD Type
| el [comwee -
3 [ape Label
4_ = T T
Z Rglease | Released | I
] i orehas L.i Purchased
Z : i
- |C-:5: Cost
I T T I
; I N I N R T R I - T B AN I I R A I R IR - IR L WS [ N I AN IR RN L - R IR I il
% # Form Header
g |— # Detail
N | | !S-:';T:e ! Song Title
) '_ I I I I I I I I I I I I
K 2 |[—farprst [iArtist
11—9: I I I I I T T ] T ) T T 1
z : Izdnra [P 1 | [ [ [ [ [ 4
- 4 4
2
- I I I I I I I I I I I I I I I I I I I I I

& Form Footer

2. Scroll downif neededuntil you can see the bottom of the form. We will place a text boxHe

total in the form footer.

Click theText Box icon in theRibbon.

4. Click in the Footer area approximately 6cm from the left of the form to place a textbox. The
ruler at the dp might be showinginits other than centimetres depending on your settifms
can use the gridlines on the design view as a guide as they will be lined up with the major
markings (cm) on the ruler.

w

# Form Footer

I‘ﬁ—| Unbcuimd
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5. Make sure the textbox is still selected and operPtbeerty Sheet if it is not already open.

In theName property entetxtTotalCDSongs

7. Click in the Control Source property and then click thi=] button to open th&xpression
Builder.

8. Start the expression by typing equals (=) sign.

o

The Expression Elements list in the expression builder shows all of .
Expression Elements

the objects in the database that can be used in expressions. = E5] Forms i

9. Doubleclick on Music Collection 3.accdb in the list to expand +:5_| Loaded Forms
the selection. ---%lﬂ%'?:gﬂ:nw

10. Doubleclick onForms in the list to expand the selection. M| o ety sullls

11.Doubleclick on All Forms in the list to expand the selection. -8 CD Types Fo

12. Doubleclick on CD Entry Subform in the list. The middle list will | . o R;EEGE”FES rom
now displayall of the objects from that subform. < m b

13.1In theExpression Categories list (middle list) double-click on txtTotalSongs. This will put a
reference to tht text box in your expression.

14.Remove theForms! section from your expression. The completed expression should appear
similar to the one é&ow.

Enter an Expression to create a calculated contral:
(Examples of expressions indude [field1] + [fieldZ] and [field1] = 5)

=[D Entry Subform]![txtTotalSongs] |

Cancel

15. Click the OK button b close the expression builder.

16.Click the View button to preview the fon. Your CD total should appear below thebform.
View some different CDs to se¢lee total change with each one.

17.Return toDesign View. Now we ' ' | | ggeaome fed to thg expgressioa.d d i

18. Edit the expression so that it appears as follows.

="Total songs on this CD" & [CD Entry Subform]!'txtTotalSongs
="Total songs on this CD - " & [CD Entry Subform]! [bdTotalSongs]

The& symbol can be used to join text to a number in an expression.

19.Since we will have some text in the expression itself, there will be no need for the label. Click
on the label next to the textbaxd press thfDelete] key to remove it.

20.Resize the textbox so that it is approximately 6cm wide (you can use the properties for the
textbox to make it exact by simply enteri@gn thewidth property).

21.Preview the form to see the results of the expoesand return to Design view once yoe a
sure it is working properly.

Total songs on this CD- 12
Record: M 1ofll LA | Search
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Additional Form Formatting

Exercise 6. Formattinga Text Box

Now that our expression is working properly we can work on formatting. At the moment it looks
like just another text box on thferm. Since text boxes are often used for data entry, this may
confuse some users. We can change to properties to that it looks more like a message that is
integrated in to the form.

In design view, click on thetxtTotalCDSonggext box

Select theHome tab on the ribbon.

Click theCenter align icon on the ribbors=

Click on the arrow next to tHill/Back Color icon. <2 ~

When the colour palette appears, click onThensparenoption.

Click on the arrow next to tHeont/Fore Color icon. & ”

Chooseedfor the font colour.

Select thecormat tab from the Ribbon.

Click on the arrow next to thghape Outline icon. & Shape Outline -

10 When the colour palette appears, click onTrensparenbption.

11.Click theBold formatting icon B

12.Make sure the properties window is stilsplayed and change the following properties for that
text box. These property changes will make the text box act less like a text box and more like a
message.

©oN Ok ODdE

Property Change to: | Explanation

Enabled No User can’t i nteract with the
Locked Yes Contents of the textbox can’t
Tab Stop | No When the user is pressing t{mab] key to move through the form

will skip this object.

Tip When a property has two or more options you can select from (such as yes or no) you can change
the option by double-clicking inside the property box. For example if a property is set to no, you can
double-click it to quickly change it to yes.

13. Previewthe form to see the changes. Click on the total songs textbox. Because of the property
changesy ou won’'t be able to select or change it
14.Return toDesign View.
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Exercise 7.  Changing Form and Subform Properties
1. Doubleclick the topleft corner of the form (as shown to the right). Tl == co entry

properties for the form should be displayed. [:?"'F" 'H' :' SRR
2. Change the properties for tfeem as shown in the table below. =
Property Change to: Explanation
Caption Add / Edit CDs| Changes the text which appears at the top of the form.
Scroll Bars Neither Any scrollbars on the form will be removed.
Record No The Bar on the left afhe form that can be used for selectin
Selectors record will be removed since the form will only show ¢

record at a time.

Dividing Lines | No No visible lines between the form header/footer and detail.

3. Doubleclick the top left corner of the subform to vietve properties for theg;"‘ e

subform.

|_"  Form Header

4. Changeheproperties for the subform as shown in the table below.

Property Change to: Explanation

Default View Datasheet This property will already be set to datasheet but this ig
reason why the subforrdisplays as a datasheet table raf
than a regular form.

Scroll Bars Vertical Only | If you resized the columns in the subform so that they a
there will be no need for a horizontal scrollbar.

Navigation No This removes the navigation butsr{next/previous recorg

Buttons from the subform. They are not really needed for the sub
since it is easy enough to scroll through the records. 4
having navigation buttons for both the form and subform
be confusing for users.

5. Preview thein Form View.

5| Add/EditCDs

CD Entry

CD Type Album

XL Recordings

Released  [2008

Song Title
Daydreamer
Best For Last
Chasing Pavemen its
Cold Shoulder
Crazy For You
Melt My Heart To Stone
First Love
Right As Rain
Make You Feel My Love

28/08/11]

$19.85

~ Duration - | Tracl
03:19 1
04:19 2
03:31 3
03:12 a4
03:28 5
03:24 6
03:10 7
03:17 8
03:32 9

Total songs on this CD - 12

6. Save and close the form when done.

© Steve
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Exercise 8.  Adding Form Navigation Tools
1. OpentheCD Entryform in design view.
We will place navigation tool in the Form Header to the right of the title.

& Form Header

-||ICD|Entry

2. Click theCombo Box icon from theDesign tab on theRibbon. E

3. Click in the Form Header area the right of the Titldo place a Combo Box there. A Combo
Box Control Wizard will begin.

# Form Header

-|ICD|Enfry *

4. In the first step of the wizard, choose the third optiEind a record on my form based on
the value | selected in my combo box.
5. Click Next to continue.

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

I want the combo box to get the values from another table or
query.

I will type in the values that I want.

@) Find a record on my form based on the value I selected in my
combo box.

6. In the next step, select the CD# and CD Title fields as shown.

Available Fields: Selected Fields:
Label
Released =
Purchased
=
<
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7. Click Next to continue.
8. In the next step, make sure tHale key columroption is selected. This will mean that the list

will be used to select CDs by CD# but only the CD Titles will show in the list to make it easier

on the user.
9. Resize the list as shown. This will determined thdthviof the list when our combo box is

complete.

| Hide key column (recommended)

CD Tite +
19

Party Rock Anthem

Yummy Yummy

The Blues Brothers

One Love

MOW: The Hits Of Spring 2011
Homework

10.Click Next to continue.
11.In the last step, ent&ind a CDfor the label and then clidkinish.
12.Resize and move the combo box and label so that they are closer together as shown.

! I I
||: ndja €D |Junbound |~
|

13. Preview the fornmin Form View

=z| Add / Edit CDs

CD Entry Find a CD

19

Party Rock Anthem
over [Yummy Yummy

The Blues Brothers

One Love
MWK Tha Hite Nf Snring 201

i
=
T

e
2 o

—
=
i

13

14.Test the new combo box #te top of the form. When you select a CD title from the list, the
details for that CD will display in the form.

15.Return toDesign ViewNowwe * | | sort the |l ist in alphabet:i
the user because they will be able to glyickove through the list by typing the first letters of
the CD title they want.

16. Select the combo box and make sure the properties window is displayed.

17.Change thé&lame property tocboSearchCD
18. Click in theRow Sourceoroperty(not control source)You may emember earlier it was stated

that Queries are based 8QL (Structured Query Language). This property is currently showing
an example of an SQL statement. This SQL statement can be modified in a query design

window just as your queries can.
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19. Click the Build icon == to the right of theRow Sourceproperty. This will display a query
design window, which allows you to easéglit information about what appears in the combo
box’' s 1list.

20.When theQuery Designwindow appears, change tisert order of theCD Title field to
Ascending as shown on the next page.

Field: |CD = D Title
Table: | CDS
Sork:
Show: v
Criteria:
or

21.Close theQuery Desigrwindow.

Microsoft Access Lihj

Do you want to save the changes made to the SQL statement and update the property?

l The RecordSource or RowSource property contained an SQL statement when you invoked the Query Builder, so the original SQL statement u\%
% modified.

To dose the Query Builder without changing the original SQL statement, dlick Mo.

[ ves | | Mo | | Cancel

22.When prompted to save changes to the SQL statementyadickYou will be returned to the
form and the properties window.

23.Preview the form and test the combo box agéire CD titles in the list will now be sorted in
alphabetical order.

24.Close the form, saving changes.

© Steve O Nei l 2 ®dpdl6 of 29 http://www.oneil.com.au/pc/
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Exercise 9.  AddingControl Buttons to a Form

1. Open theCD Entryform in Design View.

2. Click theButton icon in theDesign tab on theRibbon. =

3. Click in the form header just to the right of the combo boxC@mmandButton Wizard will
begin.

—

Command Button Wizard

What action do you want to happen when the button is

pressed?
n Different actions are available for each categary.
Cateqgories: Actions:
Record Mavigation Auto Dialer
Record Operations Print Table
Form Operations ERun Macro
Report Operations Run Query

Application

Miscellaneous

For the first step of the wizard, we choose what type of action to take when the button is clicked.
We want this button to open a form. We could do it élgstingForm Operations and then select

the form we want to open. Since we created sub macros earlier that not only open forms but specify
some details about how they we will open, we will use them instead.

4. For the first step of the wizard, choodgéscellaneous from the left list and theRun Macro

from the right list as shown above.
5. Click Next to continue.

Close Window

Dialogs

Dialogs.Open CD Types
Dialogs.Open Genres
Cpen Main Tables

6. Whenthelist of themacrosin your database appears, selectbeogs.Open CD TypeSub
macroand clickNext to continue.
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Command Button Wizard

Do you want text or a picture on the button?

If you choose Text, you can type the text to display. If you

Add /Edit CD choose Picture, you can didc Browse to find a picture to display.
Types
i@ Text: Add/Edit CD Types|
= T =T ¥|S Access Macro

Lo ] e [ ) [Loe

7. For the next step wean choose whether to put a picture or a text caption on the form. Select the
Textoption and then entéxdd/Edit CD Typefor the text.

8. Click Next to continue.

9. For the last step in the wizard, entandEditCDTypedor the button name and then click
Finish.

10. Preview the form.

11.Click the newAdd/Edit CD Types button. TheCD Typedorm will open.

12.Close theCD Typedorm and then return to design view in the main form.

13. Follow the steps above to add a second button next to the one you just made. This one needs to
open the Genres Form. The name property of the button shoatddieditGenres

14.Place a new command button next to the other @ick Cancel to close the wizardvhen it
begins

15.Make sure the new button is selected and that the properties window is displayed.

16. Change the following properties for the new button.

Property Change to: Explanation
Name cmdClose
Caption &ClosetheForm|The " * &n a capti on means t

underlined in the button. That will allow the user to actiy
that button by holding down thiglt] key and pressing th
underlined letter which in this case would[bé] [C].

On Click Close Window When the button is clicked, it will activate tlhidose Window
macro we created earlier and the form will close.

ControlTip Close This Form | Provides a pojp caption when the mouse is over the but
Text Similar to the tips orRibbonicons— You may als like to
add ControlTip Text for your other 2 buttons.
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17.Resize and arrange the buttons so they appear as in the example below.

& Form Header

-llCD Entry | | ‘ | IAdd;"Eldi't CDIT',.'pesI | | ‘ |
E I: i I Unbound — ' - : L—— Close the Form -
N | | | | IAdd,u"IEdl‘LGlenresl | | |

# Detail

Tip You can use Height and Width properties to ensure the buttons have consistent sizes.

18. Click on theSaveicon = to save changes to the form.

19. Previewthe form.

20.Click on theAdd/Edit Genres button. If it is working correctly, th&enres Fornwill open.
21.Close theGenres Fornto return to the main form.

22.Click on the newClose the Form button. The form will close.

Note When you use either of the additional forms to add a new Genre or CD Type, the lists in your main
form might not update with the changes until the next time you open that form.
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Database Maintenance

Windows includes a number of utilities to keep your pater running smoothly. Examples of
these utilities arescandisk or Check Disk (depending on the version of Windowsyvhich can
check disks for errors aridefrag — which rearranges files more efficiently on a disk. Access also
includes similar utilitiesOlder versions of Access includedCampact Database utility and a
Repair Database utility. In newer versions of Access they are combined asCthapact and
Repair option but they will be explained here as separate features.

TheRepair Database utility was designed to fix errors in the database file and is comparable to the
Windows Scandisk utility. Such errors could occur if the database has been closed incorrectly (such
as when the database is open during a power failure or the computer crashes) alad adre

from general database use. These errors can result in the database randomly crashing or running
slowly. The Repair Database utility can fix such problems reliably. It is a good idea to run it on a
regular basis as this will often detect anddirors that have not yet begun to cause problems.

The Compact Database utility will reorganise all of the data in a database so that it is stored more
efficiently. It is similar to the Windows Defrag utility. Consider the example of packing a suit case.
fyou throw things in carelessly, you won’'t b
things in there. If you pack things neatly, everything can fit in less space and will take less time to
find. Likewise, using the Compact database utilityyonr database file makes the database store
data more efficiently so that the database file will be smaller and will run faster. Since general
database use can clutter things up, it is a good idea to use this utility on a regular basis. It can often
more han halve the size of the database file which could be the difference between fitting on a disk
and not fitting.

Exercise 10. RunningCompact& Repair on a Database

Before commencing this exercise, you might like to open Windows Explorer (you can (§q the
[E] shortait) to check the current file size of your database. Note that if the database is stored on a
network, you might not be able to use these tools if other people are also using the database.

1. From theRibbon menu, selecDatabase Tools and thenCompact and Repair Database. If
you don’t already have t hefodhetocatoaafthefitepen, yc

Home Create External Data Database Tools

e & 4 B85

Compact and Visual Run Relationships
Repair Database EBasic Macro

Tools Macro Relationships

il
= O
S o

L
a2
5

2. You may want to check the file size of your database afterward to see how much difference it
has made.

Note The bigger the database, the longer it will take to run the Compact and Repair utility.
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Creating an Interface

Now it’s time to put the final touches on th
could create a front end by creating a blank form and manually adding command buttons to access
the various objects in the database. We will do it instead dityguthe simpleSwitchboard

Manager. We will also use the Accessartup Options to change what happens when the database

is opened.

Exercise 11. Creating a Switchboard

A switch board is a database menu that consists of two parts. A form and a table containing the
menuoptions that will appear on the form. The two components of a switchboard can be edited
directly, such as formatting the form, though it is generally best to limit your changes to the
Switchboard Manager.

Note In access 2010, the switchboard manager will not always appear on your Ribbon bar. If that is the
case, then follow the steps on the last page of this exercise to add the switchboard manager icon to
your ribbon bar.

1) From theRibbon menu, seleddatabase Tools and thertlick Switchboard Manager.

External Data Database Tools Acrobat
-y = =5 Database Documenter == [ (1) | 9
E= =
= 8 Analyze Performance :@ Y -J? mil _— _"Ag
Relationships = 5QL Access  SharePoint | Add-ins | Switchboard
jﬁﬁﬁnaly‘zeTahle Server Database - Manager
Relationships Analyze Move Data Add-Ins | Switchboard
2) Because there is no existing switchboard, Access asks you if you want to create one. Click

Yes. A new main switchboard will be created and we will use this as our main menu.

. Switchboard Manager |ﬂ| .

l 1 The Switchboard Manager was unable to find a valid switchboard in this database. Would you like to create one?

| Yes | | Mo |

3) We also want to create another switchboard to be used as a Reports sub menwWNse click
to create a second switchboard.

Create Mew

Switchboard Page MName:
R ts —
epar Cancel
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4) Enter Reportsfor the name of the new Switchboaehd click OK. The Switchboard
Manager will display boththe main switch board me which it created to begin with, and
the Reports menu

Switchboard Manager

Switchboard Pages: Close

Reports

Edit...

Delete

Make Default

1=
m

3. Make sure theMain Switchboards selected and clickdit. Now we can begin to add menu
items to this switchboard.

Edit Switchboard Page

Switchboard Name:
Main Switchboard =
Itemns on this Switchboard: -
Mew...
5) We’ Il start by adding a menu opti ®dew. whi ch
Bl e '
Text: Add [ Edit CDg|
Command: Open Form in Edit Mode El
Cancel
Form: CD Entry [=]
6) Complete theSwitchboard Items dialog as shown above and then cliak.
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7) Add additionalSwitchboard Items as shown below.

Edit Switchboard Item

7 —Interfaces

Text: Database Reports
Command: Go to Switchboard El
Switchboard: E|
Edit Switchboard Item
Text: Add [ Edit CD Types
Command: Open Form in Edit Mode
=]
Form: ) Types Form El
Edit Switchboard Item
Text: Add [ Edit Genres
Command: Open Form in Edit Mode
-
Form: Genres Form El
Edit Switchboard Item
Text: Exit the Database
Command: Exit Application|

Edit Switchboard Page

Switchboard Mame:
Main Switchboard
Items on this Switchboard:

Add [ Edit CD Types
Add [ Edit Genres
BExit the Database

Close

Edit. ..
Delete
Mawve Up

Mawe Dawn

8) Click Close to return to theSwitchboard Manager.
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9) Now to create the items on tl&tabaseReportsSub menu. Seled®eportsfrom the main
Switchboard Manager and clickEdit.
10)  Add the following Menu Items.

BTt haard e

Text: Complete CD Listing
Command: COpen Report El
ance
Report: Complete CD Listing [=]
Edit Switchboard Item
Text: Mumber of Songs in Each Genre
Command: Open Report El
ance
Report: Mumber of songs in each Genrel El
Edit Switchboard Item
Text: Song Search by Artist
Command: Open Report El
ance
Report: nong search by artist E|
Edit Switchboard Item
Text: Song Search by Genre
Command: COpen Report El
ance
Report: songs by Genre E|
Edit Switchboard Item
Text: Song Search by Song Title
Command: Open Report El
ance
Repart: Song search by song title E|
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BT nhaard em

7 —Interfaces

Text:

song Search by Year

Command: Open Report E|
Cancel
Report: E|
Edit Switchboard Item
Text: Songs Listed by Genre
Command: Open Report El
Cancel
Report: umber of songs in esch Genre El
Edit Switchboard Item
Text: Return to Main Menu
Command: Go to Switchboard El
Cancel
Switchboard: Vain Switchboard El
11) Click Close twice to exit theSwitchboard Manager.
Tables = Forms =
=1 CDTYPES 53] CDEntry
B4 cps S2] ©D Entry Subform
B GEMRES ==] <D Types Form
'j SOMNGS % Genres Form
j Switchboard Items @ Switchboard
12) A new form has been created for your switchboard and a new table has been created to store
the switchboard menu items.
13) Open theSwitchboardorm to test it.
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14)
15)
16)
17)

18)
19)
20)

21)
22)
23)
24)

25)

26)

Main Switchboard

Add / Edit CDs

. Database Reports
. Add / Edit CD Types
. Add f Edit Genres

. &Exit the Database

Click on theAdd/Edit CDs option. Your main editing form will open.

Click theClose the Form button to return to the switchboard.

Click on theDatabase Reports option to change to the suhenu.

Click on some of the different options to preview the reports in the database and close each
report after previewing it.

Click theReturn to the Main Menu option.

Close the switchboard.

Open theSwitchboardorm in Design View.

Click thelnsert Image icon on theRibbon. j

Click theBrowse option under the button to select an image file.

Click in the blank area t placch@mctuteef t of t he
When thelnsert Picture dialog appears, select tleds.giffile (or another suitable picture)

and clickOK.

Position the picturéo the left of the titleas shown.

 Form Header

Music Collection 3

s

 Detail

TtemText

# Form Footer

Save and close the form.
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Exercise 12.

7 —Interfaces

SettingDatabaseStartup Options

TheStartup options are used to set what happens when the database opens.
1. From theRibbon choose thé&ile tab.

m Home Create External Dat

& aille =

2. From theFile menu selecDptions.

| ] Options I}) |

3. From the list of categories on the left seleatrent Database.

General
Current Database Ié

Datasheet

4. Make the following changes in your Startoyptions.

Property Change to: Explanation

Application | Music Database | Displays the title at the top of the window instead of the n

Title of the program.

Display Switchboard The selected form will open as soon as the database opeg

Form/Page: this case we want our menu to be the first thing to appear.

Application | cds_icon.bmp You can browse for a custom icon to be used at the top ¢

Icon screen when the database is open instead of the usual 12k
icon.

Display Uncheckthis The Navigation Panavill not display when the database ope

Navigation | option This avoids the problem of inexperienced users accider

Pane removing tables or other crucial objects. Remember you

always display it when you need it by presdiRtl].

5. Click OK to confirm these settings.
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6. Close the database and theropen it. Your Switchboard will open and the Database Window

will not appear.

Main Switchboard

. Add [ Edit CDs

. Database Reports
. Add [ Edit CD Types
. Add [ Edit Genres

. Exit the Database

Notice also that the application name and icon both appear at the top of the window.

ME9-®~- = Music Database
Home Create External Data Database Tools Acrobat

7. Testsomeof the menu opdns and then clickxit The Database.

Tip You can also specify additional actions to take place when the database is opened by placing them
in a macro called Autoexec. For example, you could create a macro that opens several forms at

startup.
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Exercise 13. Adding the Switchboard icon to the Ribbon Bar

In Access 2010, the switchboard manager icon will often appear on the Ribbon when you are
working on an old access database file, but not when you are working on one in the new database
format. If that is thease, then you can add the icon to a custom ribbon group.

1. Right-click anywhere on the ribbon and sele = New X Totals gt Reploce
Customise the Ribbon. . Add to QUiCkJ’;CCESS Toalbar

Customize Quick Access Toolbar...
Show Quick Access Toolbar Below the Ribbon

Customize the Ribbon..
Minimize the Ribbon

2. In the right column, sele@¥atabase Tools and then clickNew Group.

Database Tools

Source Control
[¥] &dd-Ins
[] Acrobat

[ Mew Tab ] [ﬂewGrnup&[ Rename... ]

Customizations: i

3. Click New Groupand ClickRename to name the grouwitchboard
PIRSBIBRI4AVanT -
Display name: | Switchboard

l} [ OK ][ Cancel ]

Click OK to return to the Options window.

In theChoose commands from: combo box at the top of the window, seladtCommands.
Scroll down and highlighswitchboard Manager.

Click Add to add theswitchboard Manager to the newgroup you creted under th®atabase
Tools tah

Click Ok to close the Access Optians

You should now see ti&witchboard Manager under theDatabase Tools tab.

Home Create External Data Database Tools Acrobat

No oA

© ®

+, = % Database Documenter =il 1 | = T
WSy, ] | =45 = 1 o
A E : = ol -
23 = TN = =1 Analyze Performance j u E — _/A,,
Compact and Visual Run Relationships ject = SQL Access  SharePoint | Add-ins | Switchboard
Repair Database | Basic Macro Dependencies | LA Analyze Table Server Database - Manager
Tools Macro Relationships Analyze Mave Data Add-Ins | Switchboard
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