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ACCESS 2002 NOTES
CREATING A DATABASE SOLUTION 

FOR A COMPUTER OUTLET

ENTERING DATA INTO THE DATABASE
We will now begin to enter data into our database for manipulation, analysis and reporting.

What we shall do first is introduce the COMBO BOX into our database. Combo Boxes are a useful tool. Whilst inputting data, the combo helps reduce errors, speeds up the process and is easier than typing.  
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From the database window, click on the TABLES option on the OBJECTS PANEL
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Double click on the CREATE TABLE IN DESIGN VIEW option in the main window
2. When the TABLE DESIGN WINDOW opens, complete the fields as illustrated below
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· Save the table as TITLE
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NOTE: Do not set a Primary Key – we do not need one in this table.
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Click on the DATASHEET VIEW icon

We will now enter our first data.
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When the table opens in Datasheet View, input the data as illustrated right

This will become the source of information for our combo box.

· Save the changes and close the table.
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Open the CUSTOMER table in DESIGN VIEW
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Click into the TITLE field and drop the data type box down
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Click on LOOKUP WIZARD
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Follow the steps of the LOOKUP WIZARD and complete the boxes as illustrated

A. (Select “I want the lookup column to look up the values in a table or query”)
B. (Click the NEXT button)
[image: image23.png]Microsoft Access

Fo

start[| | D P A & & @ B E = o= @ BEBY 214





C. (Click the TABLES option 
D. (Highlight the TITLE table)
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E. (Click the NEXT button)

F. (Highlight the TITLE field)

G. (Click the single right pointing arrow)

H. (Click the NEXT button)
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I. (Double click the right side of the column header to auto-adjust width)
J. (Click the NEXT button)


K. (Type the name TITLE)

L. (Click the FINISH button)



M. (Click the YES button)


Our combo box is now complete. From now on, when we include this field in any forms, we will be able to select the title from the combo box.
7. In the TECHNICIAN table, change the TITLE field to a combo box also. This time, you can use the table already created (The TITLE table).

When this step has been completed, close all tables.
CREATING A FORM TO ENTER CUSTOMERS
We will now enter our customer details into the database. We could of course, open the tables and type directly into them. This method though is untidy, not user-friendly and crude.
It would be far easier if we create a form to enter this data – this is what we shall do.


8. From the database window, click on the FORMS option from the OBJECTS PANEL



· Double click on the CREATE FORM BY USING WIZARD option in the main window
The first step of the FORM WIZARD will now open

9. From the TABLES / QUERIES drop down box, select the CUSTOMER table
· Click the double right pointing arrow to move ALL available fields to the Selected Fields section
· Click the NEXT button


10. For the layout option, select COLUMNAR

· Click the NEXT button



11. When prompted for the STYLE of the form, select STANDARD – This can be customised later

· Click the NEXT button



12. We now need to name our new form – Call it frmCustomerDetails
· Click the OPEN THE FORM TO VIEW OR ENTER INFORMATION option
· Click the FINISH button

13. Our new form opens and appears as illustrated right
The form is unbalanced, crowded in areas and needs a heading.

Note that our combo box is present and working fine.
Change to DESIGN VIEW and edit the form so it appears as illustrated at the head of the following page
14. The new Customer Analysis form – Note the changes












Colours have been left standard for now, but will be changed later to the company colours.
In addition, all of the fields have been placed together in logical groups (Address, Phones etc)

The form now looks tidy and easier to complete.

We will now place a number of command buttons on the form.
15. Click on the DESIGN VIEW icon on the main toolbar


16. Click on the COMMAND BUTTON option on the TOOLBOX

17. Draw the new command button in the vacant area of the form (approx. the size of the grid squares)

18. When the COMMAND BUTTON WIZARD opens, highlight RECORD OPERATIONS
· From the ACTIONS WINDOW select ADD NEW RECORD
· Click the NEXT button


19. At this stage, click on the TEXT option

· Type the button name as Add New Customer
· Click the NEXT button




20. Name the command button cmdAddCustomer

· Click the FINISH button

Our new button has been added to the form
Using the details below, add the balance of the command buttons to the form
	Function:
	Text On Button:
	Where Found:
	Control Name:

	Delete Record
	Delete Record
	Record Operations
	cmdDeleteCustomer

	Print Record
	Print Record
	Record Operations
	cmdPrintRecord

	Save Record
	Save Record
	Record Operations
	cmdSaveRecord

	Find Record
	Find Customer
	Record Navigation
	cmdFindCustomer

	Go To First Record
	First Record
	Record Navigation
	cmdFirstCustomer

	Go To Last Record
	Last Record
	Record Navigation
	cmdLastCustomer

	Go To Next Record
	Next Record
	Record Navigation
	cmdNextCustomer

	Go To Previous Record
	Previous Record
	Record Navigation
	cmdPreviousCustomer

	Close Form
	Close Customer Analysis
	Form Operations
	cmdCloseCustomer


DUPLICATING CONTROLS 
If you are thinking that we have duplicated controls that are already present on the form by default, you are right.

However, we are building our own form for a particular purpose and it would be nice to incorporate a unique interface. This is what we shall do.


REMOVING DEFAULT CONTROLS


21. In DESIGN VIEW, right click on the grey square close to the left end of the form header
· From the menu that appears, select PROPERTIES

22.
The PROPERTIES DIALOG BOX now opens (Ensure that ‘FORM’ is displayed in the drop down box)

· Make the following setting changes:
RECORD SELECTORS – ‘NO’
NAVIGATION BUTTONS – ‘NO’
BORDER STYLE - ‘THIN’
23. Re-arrange the new command buttons into ‘logical’ groups and surround each group with a rectangle (sunken effect).
When complete, the form should look as illustrated below (If not, make necessary changes now).



ADDING CUSTOMERS TO THE DATABASE

24. Input the following customer records into the database – using the new Customer Analysis Form – Don’t forget to click the SAVE RECORD button after each record has been input. *Devise and input your own customer notes
Record 1
	CustomerID
	Title
	First Name
	Last Name
	TelePhone
	Mobile Phone
	Street / Road

	101
	Mr
	Joe
	Bloggs
	01706-123456
	07901-123456
	46 Memory Lane


	District
	Town
	County
	Post Code
	Business Customer
	Consumer
	Customer Notes

	Chips
	Leads
	BusShire
	PC1 123
	Yes
	No
	*


Record 2
	CustomerID
	Title
	First Name
	Last Name
	TelePhone
	Mobile Phone
	Street / Road

	102
	Mr
	Bill
	Gates
	0161-345 6789
	08790-65431
	22 Software Street


	District
	Town
	County
	Post Code
	Business Customer
	Consumer
	Customer Notes

	Zip
	Scuzzy
	ScreenShire
	ATX 456
	Yes
	No
	*


Record 3
	CustomerID
	Title
	First Name
	Last Name
	TelePhone
	Mobile Phone
	Street / Road

	103
	Miss
	Jane
	Plain
	01706-789123
	07910-23459
	1 Tower Lane


	District
	Town
	County
	Post Code
	Business Customer
	Consumer
	Customer Notes

	Post
	Scanners
	BootShire
	SCS1 9LC
	No
	Yes
	*


Record 4
	CustomerID
	Title
	First Name
	Last Name
	TelePhone
	Mobile Phone
	Street / Road

	104
	Mrs
	Apple
	Macintosh
	0161-798543
	07001-900800
	Linux Crescent


	District
	Town
	County
	Post Code
	Business Customer
	Consumer
	Customer Notes

	Spectrum
	Lappingtop
	LedVille
	LRC 123
	Yes
	No
	*


Record 5
	CustomerID
	Title
	First Name
	Last Name
	TelePhone
	Mobile Phone
	Street / Road

	105
	Mr
	Jack
	Plug
	01706-345612
	07901-456456
	12 ATX House


	District
	Town
	County
	Post Code
	Business Customer
	Consumer
	Customer Notes

	Bundle
	CeeDee
	Dummieshire
	LS 120
	No
	Yes
	*


Record 6
	CustomerID
	Title
	First Name
	Last Name
	TelePhone
	Mobile Phone
	Street / Road

	106
	Mrs
	Theresa
	MakeBooks
	0161-987653
	07901-345698
	76 Trojan Valley


	District
	Town
	County
	Post Code
	Business Customer
	Consumer
	Customer Notes

	Reset
	GuiLook
	NetShire
	WWW 3C
	No
	Yes
	*


As you can see, these are only fictional customers – but will suffice for this exercise.

25. Close the form and save ALL changes when prompted. If you now open the CUSTOMER table, you will be able to see that all of our input has been saved accordingly.



26. What we need now is another form, similar to the one we have just created, for the following;
· Technician Analysis Form

Assess the fields within the table and devise the form using the details below:
TECHNICIAN

	TechnicianID:
	Title:
	FirstName:
	LastName:

	1
	Mr
	Andy
	Mann

	2
	Miss
	Dell
	PeeCee

	3
	Mrs
	Mo
	TheBoard

	4
	Mr
	Casey
	Tower


The Technician Analysis Form below was designed to maintain a uniform appearance to the system. 

Note that we have left a little area blank for further development later.

We Have:
· Used Combo Boxes & Lookup Tables

· Created Forms to enter data into tables

· Customised Forms and inserted various controls/objects
· Incorporated numerous Command Buttons

· Removed default controls


We Will:
· Create an input system for components

· Create a job analysis and input form

· Look at Forms and Subforms

· and more...
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COMBO BOX





Date Inserted





Time Inserted





Rectangle Inserted (Sunken Effect)





Form Header Inserted (Via A Label)





Rectangle Inserted (Sunken Effect)





Space Made To Accommodate Further Controls





Notes Section Re-Sized





Right Click Here





Note that default controls have now been removed
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