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MS Access: Documenting
Lesson Notes
Author: Pamela Schmidt

General
Documentation is an important part of creating/changing a database. The end user will need
instructions on how to use the database. Someone else making changes in the database will
need to know why objects were created. The developer may not work on the database for
several months and need to be reminded why things were done.

Forms
Placing the instructions directly on the form saves on having to create complicated manuals
that are difficult to update when changes are made. This method also makes it easier for the
end user since the instructions are available when they need them,theyd on 6t have to

information up in a manual.

Labels
Make sure that all fields are | abeled correct!
gets entered into the field.
Credits kEarned 8 Vi
. Use the label tool to
L 1= I place instructions for Use the combo box to select the enrolled classes for this student.
abl [ the end user directly Hit the F9 key to refresh the screen and display the name of the
r_r: “ | on the data entry class. Do not check off Atteneded until the student's eval form is
ELabEI_..l forms returned.
B Class Code Attended =
= E P |HAO1 |~ | Wetland Gardens - 1 credits v
\ O % HAO2 |~ | Air Layering and Grafting - 1 credits

Instructions for the developer only can be placed on the form, but made invisible so they only
show in the design mode.
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Status Bar Text
In the table design key in a description of the field. The description will display on the status
bar when the user is = tbibeople : Table

entering data into the Field Name |  DataType |
f|e|d Ty Text Four characters of last name, four characters of first nar

Code equar*r*Zﬂr Nickname

Harry

Title First Name Middle

Add

If the description is changed at the table level, Credits Earned 1

is does not change in existing forms, but the
description can be over written in the form
level by changing the Status Bar Text in the
C 0 nt propkries.

4 I

Four characters of last name, four characters of first name, tw

" Text Box: PeopleCode ©

PeopleCode |Z|

| Format| Data | Event | Other | an |
Hame . .o e e ns PeopleCode
IMEHold................. Mo
IMEMode . ....cvveviennns Mo Control

il IME Sentence Mode .. ....... Mone

StatusBar Text............ Four characters of last name, four characters
Frnter Kev Rehavior . . ... . _ .. Nefault

Control Tip Text

The Control Tip Text area can be accessed thr.
. “f Text Box: Zi e |
The text typed into the Control = E
Tip Text will pop up when the Zip -]
end user holds the mouse of the [Format | Data | Event | Other | al |
control. IME Sentence Mode . .. ...... Mone -
StatusBar Text............ Enter the Postal Code
Enter Key Behavior . ........ Default
Allow AutoCorrect . ......... Yes
Vertical .. .....oovvenn. No
23452 ll AutoTab................ Mo r
TabStop................ Yes
. . . TabIndex................ 14 |
Zif First five d|get5 []nh.r Shortcut Menu Bar. .........
ControlTip Text , .o oov v v v First five digets only
Help Context Id h .......... 0 =
Tag ..ot | =
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Objects

Descriptions can be added to objects.
From the menu choose View, Details
In the Details View the Description, date created and modified date are displayed.

To add the description, right click on the object and choose properties from the pop up menu.
Key in the desired description.

MName Description Modified Created Type
Create table in ...
Create table by ..
Create table by ..

2 Addresses 5/9/2007 7:18.. 5/9/2007 64d6.. Table
= Organizations E... 5/9/2007 7.50... 5/9/2007 7:31.. Table
A tblAttendance Ties the People to their registered Classes ...  5/16/2007 8:46.. 5/7/2007 8:14... Table
A tbiClasses Holds the names of the classes being offer.. 5/16/2007 8:37... 5/7/2007 8:17... Table
J tblPeople Holg tblSeminarDays Properties Q L-LhJ Table
A tblSeminarCost  Hold able
2 tblSeminarDays Ties| | | General able
= tblSeminars Holg j thiSeminarDays able
Type: Table

Description: | Ties the People to their registered Seminar|

Created: 5/7/2007 8:20:49 PM
Maodified: 5/16/2007 8:45:36 AM
Owner: Admin

Attributes: || Hidden Replicable
[ ]Row Level Tracking

| ok || cancel | Apply

Hint: the columns can be sorted by clicking on the column headings. Click again and it will
put them in reverse order. To list the objects most recently changed, click on the word
Modified in the column heading.
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Documenter

MS Access has a built in documenter.

From the menu choose Tools, Analyze, Documenter.

The documenter dialog box will open. Check the objects

to be documented.

-= Documenter

i |

v Modules | Current Database |

All Object Types

Tables | Queries | Forms | B Reports

2 Macros

[ B Addresses

[ B Organizations Event Table
[ & tblAttendance

[ E thiClasses

[v & tblPeople

-
thlSeminarDays

[ E tblSeminars

oK
Cancel
Select
Select all

Deselect All

ERE

Options...

Tools | Window Help

7| Spelling.. F7 |4 |28 23~
Office Links »
Online Collaboration »
lg Relationships... podil
‘ Analyze » ‘ $Y Table
Database Utilities » ;1 Performance
Security » |,'_% Documenter
Replication » b
Startup...
Macro »
95| ActiveX Controls..
Add-Ins »
T* | AutoCorrect Options...
Customize...
Options...
The AOptionso button

box allowing more control over what
information of the object get document.

—— Print Table Definition

Once the desired selections are made, click ok to

generate the report.

S S T S [ p———r=_
Table- e P 1
Ecsasim
Epw—s ymramas e CE - Batmbest
S Fedthe popcs pares, @ st {mmmsommz -
aMrmam, o e EmezamasgaIsIOn)
iz
ot it 1 moraaran an e e By dats
Onerayoe = [ et g
- =0 Ustaaie e
Sslomea
Mamc TES Sac
p—— = =
Tt e =
Arathiame: e =
Mt chrm e =
aziam: =2 0
n =2 0
2 =2 0
adirma =2 0
gy =G .
o =2 2
e =2 :
. = 1
A
e T ——
[ Jrem— | [ smmames ]
| ————m ! =" |
Amrhum e
AiciaDon sl Type: OncTeMany
P plabitaminadiaya
[ rr—— | [ ssemicaroes |
|rempiecate ] P |
Amchiue Eeter=d
Aicdaton abip Tpe: BncToMany

Include for Table

Properties
Relationships
[ Permissions by User and Group

Include for Fields
() Nothing

(Q}%ames, Data Types, and Sizes
() Names, Data Types, Sizes, and Properties

Include for Indexes

() Names and Fields

() Names, Fields, and Properties

0K

Cancel

kg

Hint: do not select all objects. If all objects
are selected, the Documenter will take a long
time to generate and the ending report will
take reams of paper.

\
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Relationships
There are two ways to document the Relationships.

Documenter
Open the Documenter

Click on the Current Database Tab
Select Relationships
Click the nOko button

-= Documenter léj
‘ Tables | R Queries | Forms | B Reports | 22 Macros |
4 Modules Current Database | All Object Types

— F‘rupemes 0K
@elreaionshps [ ——
Cancel
Degelect
Select All
h Deselect All

A rebort will generate showing the relationships.

Note: this report will not look like your
Relationship Screen.

£ Porrec ket Wer Kl e o (2).mils Wiedrmdy, ey 18,2007
Asatenatea: Al P 1

A

tEChmmnblazasdecy

[z=m=t= P =ldacae |
Pranpss tw=d
asanmnateTies e Teamy
P msieblade
[ Zirahe | [ smzmeme= ]
| E—— L] [F——" |
PraNpS tw=d
Akt ahg e SreTetany
e
[ e | [ Smwmimarnen |
|:==E:=1: L] — |
PraNpS tw=d
adanmnateTies oneTeamy
eEamims i
[ [ — | [ e — |
| L PR |
Pranpss tw=d
e OneTeMany
teEamims i T
[ stsemian | [ tmmicaem |

Relationship Screen
The Relationship Screen can be printed as displayed.

Relaticnships for pheiccesslevelll (2)
Wednexday, May 16, 2007

From within Relationship Screen,
on the menu choose File, Print
Relationships.

A report will be created and
displayed in the print preview
mode. This report can be printed
and/or saved.

Hint: you may need to change the
paper orientation to Landscape to
display all the tables.

Note: Even though this is a
report, if you make changes to
the tables or the relationships,
the report will not change. It
needs to be regenerated each

time.




Dependencies

To see the dependency relationships right click on the object,
on i Ob ] ect De pen den HryRecoieSemit:arars

then c¢click

Objects that depend on me
This shows the objects that are dependent on the object
being viewed. If the viewed object is changed, it will change
the objects that are dependent on it.

Clicking on the plus signs will display objects that are then None
dependent on that object.

éObIect DeEndemies  x I

Query: gryPeopleSeminarDays
(") Objects that depend on me

(@) Objects that I depend on
[

=l Tables .
H F thiPeople
H3 = thISeminarDays
=l Queries
Mone
=l Forms
Mone
=l Reports
Mone

Help

-@) Things that cause dependencies

C@mwere,gna
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ﬂ %] Properties

Object Dependencies...

F  arvSeminarCost

EOb'lect Deindencies v x I

Query: gryPeopleSeminarDays
@ Objects that depend on me
(") Objects that I depend on

=l Tables

=l Queries
Mone
=l Forms
Mone
=l Reports
- IbsPeople
3 3 rptSeminarDays
=l Ignored Objects
=) Unsupported Objects
jj Query: Find duplica

4 | 1 | P

Help

& WARNING: Some objects were
ianored

Objects that | depend on | I— S—
This shows the objects that make up the object being viewed.

Clicking on the plus signs will display objects that are making up
that object.

Hint: to print the dependencies, use Screen Capture.

t

he
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Screen Capture
For screens that do not have a built in print, Screen Capture can be used to print the screen.

A Screen Capture is a snapshot of the current screen, often used to capture error messages.
Whole Screen

A screen capture can be done by hitting the Print Screen key (PrtSc) on the keyboard (usually
to the right of the F12 key.).

In Paint, or any application that will accept graphics, from the menu choose Edit, Paste. This
will paste the screen capture into paint where it can be printed, or saved as a file.

Active Window.
Use Alt PrtSc to capture just the active window.



