
© Melanie Jenkins 2025 

1 

Microsoft® Access 2019/365 
Advanced Manual Outline 
 
Chapter 1: More about Forms ............................................................................... 4 

Creating a Navigation Form .............................................................................. 4 

Creating a tab control on a form ........................................................................ 6 

Using a query to create a tab control on a form ................................................. 6 

Adding a Command button to a form ................................................................. 8 

Using the command button wizard to add a command button to a form ............ 9 

Examining the Embedded Macro .................................................................... 10 

Creating a command button without using the wizard ..................................... 11 

Using Expressions in forms ............................................................................. 13 

Entering an expression directly into a text box ................................................ 13 

Entering an expression using the property sheet ............................................. 13 

Using the Expression Builder .......................................................................... 13 

Inserting Page Breaks ..................................................................................... 17 

Adding page breaks to a form ......................................................................... 17 

Chapter 2: More Reporting Features .................................................................. 18 

Creating and Adjusting Controls ...................................................................... 18 

Creating controls that calculate values ............................................................ 18 

Setting Control Properties ............................................................................... 19 

Expressions and Totals ................................................................................... 19 

Common Expressions ..................................................................................... 19 

Combining Text Values ................................................................................... 20 

Arithmetic Calculations .................................................................................... 20 

Adding graphics to a report ............................................................................. 21 

Inserting a logo into a report ............................................................................ 21 

Inserting a bound attachment object into a report ............................................ 22 

Adding charts to reports .................................................................................. 23 

Using the Chart Wizard to create a chart ......................................................... 23 



© Melanie Jenkins 2025 

2 

Creating a Chart in Access Using Insert Modern Chart ................................... 27 

Using Insert Modern Chart to create a chart .................................................... 27 

Setting the data source ................................................................................... 28 

Formatting the chart ........................................................................................ 29 

Sizing the chart ............................................................................................... 30 

Creating a report based on a crosstab query ................................................... 31 

Creating a crosstab query based on a pre-existing query ................................ 31 

Creating a report based on the crosstab query ................................................ 32 

Using the Label Wizard ................................................................................... 33 

Chapter 3: Analyzing and Documenting your database .................................... 36 

Using the Database Documenter .................................................................... 36 

Using Analyze Performance ............................................................................ 38 

Using Analyze Table ....................................................................................... 42 

Chapter 4: Custom Database properties ......................................................... 47 

Access Options and Database Properties ....................................................... 47 

Customize the ribbon ...................................................................................... 49 

Trusting a database ........................................................................................ 50 

Trust a database for the current session ......................................................... 51 

Create a trusted location ................................................................................. 51 

Chapter 5: Macros ................................................................................................ 53 

Sub Macros ..................................................................................................... 54 

Creating sub-macro ......................................................................................... 54 

Controlling user entry into the database using an If block ................................ 58 

AutoExec and AutoKey macros ....................................................................... 60 

Chapter 6: Getting Started with Modules ........................................................... 63 

When to use code and when to use macros .................................................... 63 

You need macros for… ................................................................................... 63 

What can’t you do in macros? ......................................................................... 63 

Global modules and Code Behind Forms (CBF).............................................. 63 

Global modules ............................................................................................... 63 

CBF modules .................................................................................................. 64 



© Melanie Jenkins 2025 

3 

Navigating through the module ........................................................................ 65 

Tips for typing code ......................................................................................... 66 

Starting a new procedure ................................................................................ 66 

Chapter 7: Finishing off ....................................................................................... 67 

Splitting the database ...................................................................................... 67 

Splitting the Acme Trading Company database using the Database Splitter ... 67 

Connecting an Access Front End to an ODBC Back End ................................ 68 

Setting up the ODBC connection ..................................................................... 68 

Linking the tables into Access ......................................................................... 71 

Make an ACCDE file ....................................................................................... 74 

Encrypting your database with a password ..................................................... 74 

Compacting the database ............................................................................... 76 

 

 

 

TO BOOK A TRAINNIG COURSE OR TO ORDER MANUALS PLEASE CONTACT  

Melanie Jenkins 

mel@f1solutions.co.za 

ph: +27 79 5978368 

 

mailto:mel@f1solutions.co.za

