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@ Access Chapter 9: Customizing the
Database Interface and Startup Options
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Learning Objectives

B After studying this chapter, you will be able to:

A Set Access options
A Split a database
A Explore switchboards and create a navigation form

A Set and modify startup options
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Setting Access Options

Access Options ? *
General . . . .
el General options for working with Access.
Current Database “
Datasheet User Interface options
Object Designers Enable Live Preview (0
Opt| on Proofing ScreenTip style: | Show feature descriptions in ScreenTips -
| Language Show shortcut keys in ScreenTips
Cate OrleS [] Disable hardware graphics acceleration
. . grap
Client Settings
Customize Ribbon Creating databases
Quick Access Toolbar Default file format for Blank Database: |Acce55 2007 - 20016 -
Add-ins Default database folder: |C:\Users\setup\Documents\ |
Trust Center Mew database sort order: | General - Legacy -

Personalize your copy of Microsoft Office

Option groups show
the current settings.
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Setting Access Options (cont.)

B Setting Personal Information

B Datasheet Effects

B ldentify/describe a database — title, author, date/time

Title:
Subiject:
Authar:

Manager:

Company:

General | Summary | Skatiskics

Zonkenks

Zuskom

Winchesker Websi

te Design

Floyd Jay \Winkers

<

LABYRINTH

[EARNING™



Setting Access Options (cont.)

B Customizing the Navigation Pane

Categories
available 7
by default

Buttons for
adding, deleting, _|
and renaming
items

Groups available
for the selected
category

Buttons for
adding, deleting,

Mavigation Options 20
Grouping Options
Click on a Category to change the Category display order ar to add groups
Categories Groups for “Ohjec Type”
Tables and Related Views Tablz=s
Object Type Cuarias
Farms
Reports
Marros
WModules
4[ add tem Delete ltem Rename Item ] Add Groug Lrelate Group 1
Rename Group J
Cisplay Options Cpen Objects with
(] show Hidden Opjects [ Show System Objects () single-tlick () Double-gick
|:| Show Search Bar
CK Cancel

and renaming
groups
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Setting Access Options (cont.)

B Setting Up Current Database Formats

> Customize the title in the database title bar.

Application Options

Application Title: | Winchester Web Design

Application lcon: | Browse...

lUse as Form and Repaort lcon

> Set datasheet, object, and other options.

Access Options

General

D Options for the current database.

Current Database

Datasheet Application Options

Object Designers Application Title:  [Winchester Web Design

Proofing Application [con: Browse...
Language

Client Settings Display Form: (none) -

A e oy ' f -
Customize Ribbon Web Display Form: | (none) \
Display Status Bar V

ick Access Toolb - .
Quick Access Toolbar Document Window Options

rddine ® Overlapping Windows LABYRINTH
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Splitting a Database

B By default, Access databases open as a shared
database to allow multiple users to utilize the data.

B Record locking — Access locks a record that is being
edited by one user so another user cannot (\
simultaneously edit the record.

B Database splitting allows users to create objects while
protecting data integrity.

B The database splitter converts a database into two

files.
>
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Splitting a Database (cont.)

All Access Objects® «
Tables s [a
*E Customers

*E Employvess

*E EmployesSpauses

*E InvaiceDetails

*E Invaices |

12 Share Wiew
&~
Mame

@ ACIO-DI-WinWebDesign.accdb
Iﬂh‘II ACTO-DIT-WinWebDesign.laccdb

@ ACTO-DOT-WinWebDesign_be.accdb

m Front end
Blue arrows A Forms, reports, and
showing -
bles that gueries that data entry
cannot be personnel use to interact
changed with the database

B Back end

A Tables that contain data
used by other objects

The back end of 0

a split database
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Database Switchboards

B An interface with menus and buttons for opening
database objects and performing common tasks

B The Switchboard Manager command button must first
be added to the Ribbon!

E Switchboard Items :__E-| Winchester Web Switchboard

All Access Objects ® «
Tables & [a

- Winchester Web Design
Customers

E Employess
B orderDetails i Enter or Edit Customers
E Qrders

_I iew Orders by Customer
E Products

E Switchboard ltems —I View and Print Fieports

Queries

@ Customers Cuery

e
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Navigation Forms

m Similar to the older switchboard

B Tab based; open like a regular form

=5] wWwD Navigation Form %,

W‘L Welcome to Winchester Web Design

Syl by Customers  Invoices Products

Winchester Web Design
Employees Form

EmplD IFW

Employee Report Last Name ‘anchester |

First Mame ‘Jay |

Tip! When you create a tab that matches the name of a form or
report, Access automatically assigns the object to the tab. 0
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Navigation Form Layouts

B You can change fonts, colors, and themes.

E& Form Wizard W |_‘ j 3 Report

Mavigation =

11

-

E
E
E

. Labels

AT o N A Y

Horizontal Tabs

Vertical Tabs, Left

Vertical Tabs, Right

Horizontal Tabs, 2 Levels

Horizontal Tabs and Vertical Tabs, Left

Horizontal Tabs and Vertical Tabs, Right

B Access offers six different navigation form layouts.
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Adding Custom Command Buttons

B You can add custom command buttons to navigation
forms to increase efficiency:

A You can adjust the size and of position command
buttons.

A T A S T A T

A You can add display text for command buttons.

Hire Date 12/1/2010|
Web Cert
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Setting Startup Options to Open a Form

B You can set startup options that have Access open an
object, such as a form, each time you open the
database.

B These are recommended for switchboard and
Navigation Forms.

B Set these options at File->Options—> Current
Database.
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