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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, they donôt have to look 
information up in a manual. 

Labels 
Make sure that all fields are labeled correctly.  There shouldnôt be any question as to what 
gets entered into the field.  

 

Use the label tool to 
place instructions for 
the end user directly 
on the data entry 
forms 

 

 

 

 

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 
entering data into the 
field. 

 

 

 

 

 

 

If the description is changed at the table level, 
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 
controlôs properties. 

 

 

 

 

 

 

 

 

Control Tip Text 
The Control Tip Text area can be accessed through the controlôs properties. 

 

The text typed into the Control 
Tip Text will pop up when the 
end user holds the mouse of the 
control. 
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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. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

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. 

 

 

 

 

 

The ñOptionsò button will open a dialog 
box allowing more control over what 
information of the object get document. 

Once the desired selections are made, click ok to 
generate the report. 

 

 

 

 

 

 

 

 

 

 

 

 

 

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 ñOkò button 

 

 

 

 

 

 

 

A report will generate showing the relationships. 

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

 

 

Relationship Screen 
The Relationship Screen can be printed as displayed. 

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. 



 

MS Access: Documenting 

 

6 

Dependencies 
To see the dependency relationships right click on the object, 
then click on ñObject Dependenciesò from the pop up menu. 

 

 

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 
dependent on that object. 

 

 

 

 

 

 

 

 

 

 

Objects that I depend on 
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. 
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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. 

 

 

 

 


