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Ralph’s Roofs Database Tutorial

(Based on the scenario from Potts p.119 – 133)

Using the data structure diagram (Fig 6.6 p.121), data structure table (Fig 6.7b p.121) and the layout diagrams (Figs 6.8, 6.9, 6.10 p. 122-3) from the Potts text, we will build the database as suggested.

The flowchart (Fig 6.14 p.124) for the development of the solution should also be studied to understand how this tool could be useful in planning a project. This can be used to develop Gantt Charts and PERT Charts for project management purposes.

MS Access structures

Tables – contains records of data in organised in categories called fields 

Forms – a user-friendly interface for entering data

Queries – instructions for sorting and filtering data

Reports – output of information to display results

Macros – automate common tasks

Developing the Solution

The Order of Developing the Solution

Tables, Relationships, Queries, Forms, Reports, Opening Form, Macros, Command Buttons

Open MS Access – select Blank Access database
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Make a new folder in your IPM U4O1 folder called – RRdb_yourlast name
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And give the database file the same name

Creating the Tables

The Customer Table

Double click – Create table in design view
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Enter Field names, Data type and Description as on p.125

NB. Use exactly the same naming (be careful to use capital and small letters as shown)

Use the drop down menu to select data types
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Set the Primary Key

Important when linking tables in relationships
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Complete the rest of the table
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Save (Ctrl+S) the table with the name shown
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Close the Customer table and create a new table in design view
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Now create the Quote table

The Quote Table

Complete the Quote table as shown set the Primary Key and save the table
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Save and close the Quote table

Validating the Data

Read p.125-6 to understand how and why manual and electronic validation is done.

We will also enter the captions for each field to allow the field captions to be used in forms and reports.

Enter the validation rules as set out in Potts Fig6.18 p.126.

Open the Customer table

Notice it opens in Datasheet view – change to Design view by clicking on the button
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Setting a Validation Rule
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Using the Expression Builder for Setting Validation Rules

Use the Expression Builder to type the validation rule – then click OK
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Add the Validation Text (see p.126) and change Required to “Yes”. Leave Indexed as “Yes (No Duplicates)
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Enter the captions for First Name, Surname, Street Address, Suburb and Phone Number.

Save the table

Validation using Input Masks

Click on the Postcode field and click in Input Mask then on the expression builder button – if you are prompted to save the table first, then do so.

Notice the error message
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Click OK and change the data type of Postcode to Text then try the Input Mask again

Select Postal Code input mask and click Next

[image: image16.png]Input Mask Wizard

Which it ask matches how you want data to look?

T see how a selected mask warks, use the Try It box,

To change the Input Mask s, clck the Edit st button,

Input Mask:

DataLock:

Passuord
Lang Time
Shart Date

(02) 953 1254
(55) 585 4333

3:12:00 M
9127/1969

Tyt [

e | _cwed





Change the input mask to 3999 and click Next
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Select Without symbols in the mask and click Next
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Click Finish
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Set an Input Mask for the phone number
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Save and close the Customer table.

Open the Quote table in Datasheet view

Add validation rules and messages or input masks for the fields as described in Potts p.126.

Use an Input Mask for the Quote Number
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Size
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Cost_Labour
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Job_Date – (use the Medium Date input mask instead of the validation rule suggested in Potts)
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Save and close the table

Creating Relationships Between Tables

By joining the table with a relationship, the information from joined tables can be displayed on one form or one report.

Click the Relationships button
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Note that the two tables are already related by their matching Primary Keys

Now double click on the joining line
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Notice the changed symbols on the link
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Save and close the Relationships box

We would tick Cascade Update or Cascade Delete Related Fields if we wanted to change or delete related records in the tables. Eg. If we deleted a customer from our Customer table, we would delete all quotes for that customer. We will not do this at this stage.

Creating Queries – The Select Query

Queries are ways of finding, sorting or manipulating data. They can also update, delete and append data to and from tables. The Select Query will do a simple find and sort and return a result based on our criteria.

Creating queries at this stage will allow us to use these for creating forms or reports later.

One query is to find customers who have not paid their accounts within 30 days of the job being completed.

Open Queries section and click on New
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Select Design View and click OK
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Add both tables to the Query window then close the Show Table dialog box
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Drag and Drop all required fields from the correct tables
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Set the sorting order and criteria as shown
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Note that it must meet both criteria in order to return a result – ie. the customer will show in the results if he/she is both 30 days or more overdue – the job completed date was more than 30 days prior to today’s date {<Date( )-30} AND the account has not been paid {False}.

Save the query and close it
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To test the query we need to have data in both tables.

Importing Data into the Tables

To make things easier, we will import data from an external spreadsheet.
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Select the Customer excel file
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Check your imported data by opening your Customer table
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When importing the data for the Quote table we will not import the CustomerID numbers as these are related to the Primary Key in the Customer table and therefore will be selected from here later.

Import data for the Quote table from the Excel file QuoteData.xls as you did for the Customer table.

Your data should appear as shown below:
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Close the Quote table

Creating Forms

Forms allow users to more easily put in data by creating a better looking user-friendly interface.

Creating a form to enter customer details

Click on the Forms button and then click on Create form by using wizard
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Be sure that the Customer table is selected and then click on the >> to select all fields then click Next
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Select Columnar layout then click Next
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put an “f” in front of the from name and select the Modify form choice then click Finish
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Modifying the Form
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Adjust the two labels and align the other labels and fields
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Change to Form View to inspect the result
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Create another form for entering quote details

Creating a Look-up Field

Before creating the form to enter quotes, we will add an extra field to the Quote table – a field we can use to select the type of roof colour required by the customer.

We will make this a drop down menu to avoid mistakes in data entry.

Open the Quote table in design view, enter the field name and description and then click to bring up the Lookup Wizard
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Enter the values as shown
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After clicking Finish, save the table and check the table in Datasheet View to see if the lookup action works.

Return to the Design View of the Quote table – we will now do a similar lookup for the CustomerID

Select the CustomerID field
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Add the Customer table then close the Show Table dialog box
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If you see a box like this, click Yes
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Increase the number of columns you will be able to see
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Save and check to see if the changes have worked.

Close the Quote table.

Now it’s time to make the form to enable users to enter quote data
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Select all fields
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Choose the Justified layout
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Choose the Industrial style and complete the name and Modify form choice before finishing with the form wizard. 
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Organise the form to appear as shown below
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Rearrange the label positions, adjust names and adjust the lengths of the field

Right click in the Job_Date field, click on Properties and change the Format to Medium Date
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Performing a Calculation on the Form

Determining the total cost of a job

Adding a box to calculate something on a form – we will calculate total cost

Select the Text box control from the Toolbox and click on the form as shown
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Change the name of the label to Total Cost of Job
Right Click in the unbound text box field and select Properties
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Click on the Data tab then on the Expression Builder in the Control Source
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Create the calculation for the Total Cost by clicking on the fields in the <Form> column
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In the Format tab, set the Format to Currency, set the Decimal Places to 0, set the Text Align to Right – then close the text box dialog box
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Make the field Bold and Aligned Right
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Check your from in Form View
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Save and close the form

Testing Validation Rules and Queries

In the Quote form

Populate your CustomerID fields with each customer in sequence and select a roof colour. When all customers have a quote, start at the top and give the first few customers 2 or 3 more quotes each.

Try not entering Quote number and moving to a new record – you should see the message
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Try entering a quote number already in use - you should see the message
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Try entering a roof size of 1200 - you should see the message
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Try entering letters instead of numbers in the Cost of Materials field - you should see the message
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Try entering 500000 in the Cost of Materials or Labour Cost fields - you should see the message
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Check that your Total Cost of Job field is calculating correctly

Try entering 90-ked-20 in the Job Date field - you should see the message
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In the Customer form

Try not entering a CustomerID Number of 10000 – you should see the message
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Check to see if the input masks appear and control your data entry in the postcode field and the phone field

Checking the Query - qOverdue

Run the query and check results against your data in your Quote table
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Query Result
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Close the query and the quote table

Creating Reports

We will base our report structure on the one in Potts p.123

Open the report wizard by double clicking
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Select the qOverdue query and then select all fields
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View data by Customer
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No other grouping levels needed
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Sort Job Date in ascending order
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To make things easier we will use a theme for the layout formatting – choose Corporate
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Name the report Overdue and then click to modify the report’s design
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In the Report Header – complete as described in Potts p.123 except for the following
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Format the Page Header, Customer ID Header, Detail and Page Footer – you might need to resize some field boxes and adjust the alignment of the text in them
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Performing Calculations on the Report

We will display the total money owed by each customer in a CustomerID Footer and we will display the total money owed by all customers in the Report Footer.

To bring up the CustomerID Footer

Right click on the CustomerID Header and click on Sorting and Grouping
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Add a Text Control to the CustomerID Footer
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Now for the calculation:

Open the properties for the unbound text control and click on the Expression Builder button
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Open the Functions folder/Built-In Functions and select SUM (double click)
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Complete the expression by opening Reports/Loaded Reports/Overdue and selecting Cost_Material+Cost_Labour, then click OK and close your text control properties box.
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Check if the formula (expression) worked by viewing in Print Preview
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To calculate a running total of all monies owing we do the same expression in the report footer but set it to calculate the total over the group (in this case the group is all customers that are sorted under the CustomerID grouping).
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Check the results on page 2 of the report
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Creating the Opening Form

A form that opens when the user starts the database can be a clean way of directing users to various parts of the database.

Access can set up a Switchboard to do this but we will set up our own opening form.

Open a new form in design 
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Format/AutoFormat with the Industrial theme
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And use labels to display the following.
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Creating Navigation Buttons

Click on the Command Button control from the toolbox and then click on the left side of the form
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Add a label beside the button
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Save the form
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Complete the form to appear as shown

Be careful to select the correct commands when making the buttons for previewing and printing reports and for exiting the database (quitting the application). Save and test the buttons.
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Add navigation buttons to the other forms
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Setting Security and Start up Procedure

Setting the Main Form to Open at Start Up

We will force the database to start up with the Main form to make it easier for the end user to navigate the use of the database.
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Set the following properties



Security

We will not add security passwords or user groups at this stage but observe the following areas:
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Your database should be ready to open at the Main form

Save and close the database.

Re-open and test.

If it all works – congratulations !!!

Click here and it will make the selected field the Primary Key – see the small key now beside the CustomerID field name





1. Type in the caption





2. Click in the Validation Rule box





3. Click on the expression builder button





Double click expressions you need





1. Extend the Detail space by dragging the Form Footer down





2. Select all Labels and Fields and move down to the bottom of the Details space





1. Use the Label tool to make two labels:


Ralph’s Roofing


Customer Details Entry Form





2. Open AutoFormat and select Industrial





Tick “Enforce Referential Integrity” to ensure that the tables form a One-To-Many relationship.





ie. The Customer table will have only one instance of a particular customer’s ID number as the customer will only appear once in this table





but the customer might have many quotes for different jobs and therefore can appear many times in the Quote table.





One Customer – Many Quotes





Select this option





Click on the Lookup tab





Click on the drop menu for the Display Control and select Combo Box





Click on the drop menu for the Row Source Type and select Table/Query





Click on the expression builder button for the Row Source





Drag and drop the first three fields into the query table as shown





Column Count – change to 3





Column Widths – type in:


2cm;3cm;3cm





Click New





Click Form Wizard





Select the Quote Table





Looking


Great





Paid accounts should not appear in query result





Less than 30 days completed should not appear in query result





Unpaid accounts that are more than 30 days overdue should appear in query result





Add a text box, delete the label and add the formula:


=Now() and format to medium date


Format it like the rest of the label beside it





TNR 10pt bold blue





TNR 12pt bold blue





TNR 10pt





TNR 8pt 





Select Yes for Group Footer and close the box





The CustomerID Footer appears





Type in the label caption and format TNR, 9





Add another Text control





Remove the label





Open the properties and set the control source to use the Surname field





Develop formula using the expression builder





Change to calculate the Running Sum Over Group





Format:


TNR, 10pt, bold





Format:


TNR, 10pt, bold, Currency, 


0 Decimal Places





Stretch the window to fill the screen





Arial, 36pt, bold





Arial, 20pt, bold





Command Button





Select Form Operations and Open Form





Then click Next





Select the fCustomer form





Make the name meaningful





Label control – click here then draw a rectangle on the form and add the text





Arial, 18pt, bold





Set to open the fMain form





Un-tick both 





Leave these but note the level of control you could add.
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