Access Project Commands

The things you need to complete the project:

Tables (add test data to tables)
Link tables (you can link the tables before or after you add the data). If you add data after you link the tables, make sure to add the data starting with the tables on the one side of the relationship then move to the tables on the many side. DO NOT start with the tables on the many side!! If you have problems linking the tables, then check to see that your data are typed correctly and that your primary keys are defined for each table. If you still have problems, the easiest thing is to delete the table(s) that are causing you headache and recreate them from scratch.
Create queries

Add forms

Add reports

Create switchboard

Add buttons to forms (macros are used to link buttons to the forms)

Access Commands
Create table:

Create table using the design view. Define the columns for each table and pick the correct data type for each column. For $ choose currency, for date choose data and time, choose number is you plan to perform calculation on the values in the column, use text for all other columns including things like Cust_ID, UPC_Code etc.  
Remember to save the table with appropriate name.

To link table:

You have to drag the field from the table on the one size of the relationship and drop it on the identical field in the table on the many side. Close all tables before linking them. 
Commands:

Tools

Relationships

Remember to check the box to enforce referential integrity constraints 

Create queries:

Create queries using the design view.
Commands:

Highlight each table and then add it one at a time. You have to decide which table or tables bare required for the query

Drag each field from the table and drop it in the field section (1st row) on the query.

Type the criteria in the 5th row of the appropriate column. Example, you would type Chicago in the column for City. Make sure the criteria is spelled correctly otherwise you many not get any results showing up in your query output. To see the output you have to run the query, which means clicking on the red exclamation mark on the menu. Save your query by giving it a name.   

Creating forms:

Use the form wizard to create forms

Remember to select the correct table or query from the drop down box. The table or query is the source of the data for each form. You need a form for each table. 

Create Switchboard (which is your main menu)
Commands: 

Tools

Database utilities

Switchboard manager

Select yes to create the switchboard


Double click Main Switchboard

Change the name if you want to a more appropriate one
Select New to add menu items to the switchboard (menu items should correspond to the name of the forms that will be opened by the corresponding button on the switchboard) 
Text (used to name the menu item)

Commands (Use Dropdown box and select Open form in edit mode)
Select the appropriate form from menu drop down box

Repeat process for each menu item by selecting New
When complete select Close, then Select Close for the second time

Go to Forms to see the newly created switchboard

To modify an existing switchboard, go to the tool bar and select

Tools

Database utilities

Switchboard manager then select edit. 
Changing the name that appears on the switchboard: 

Open switchboard in design view

Click the name once to activate it

Hit right mouse button while keeping your cursor on the activated area

Select properties

Goto caption and change the name, font size, color etc.

To Remove a Switch board, go to forms and delete the switchboard then

go to tables and delete switchboard items.

Create Macros (NOT NEEDED for MIS 340 project)
Commands: 


Marco (on left side of database menu)


New (on the top menu)

Select action from drop down box

Save As (to save macro and close window)
Create reports

Use the report wizard. Make sure to select from the drop down box the correct table or query for each report. Remember to select the fields required for the report.  Select the appropriate grouping when necessary. Select the report style. Note, the table or query is the source for your report. 
Add buttons:

Select the form then switch to the design view by clicking on the blue triangle on the top left side of the menu bar. 
A toolbox should appear. If it does not, then click view, then select toolbox. 

Click the command button (row 4 col 3) from the toolbox and then position your cursor on the form footer and click. The button should then appear along with a new popup window. If the popup menu does not appear go to the toolbox and click on the icon in row 1 col 2. DO NOT try to drag the button from the toolbox to the form! 

Select the appropriate category (record navigation, record operations, form operations, etc) from the left side of the popup window. On the right side are the action commands for the item selected on the left side of the window. Select the action you want. Follow the wizard by making the correct choices including giving the button a name. Click finish when you are done. You can position the buttons by moving them around on the form. To move button you must be in the design view, click the button once, and then position your cursor over the top left corner of the button and a hand appears. Click and drag the button to the new position. 
Buttons to consider may include: close form, print report, find record preview report, print report, etc.

If you still have questions see me during class or at the office.    

