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Creating a Basic Database

The database used in this material is just a simple mailing list database created by using the Wizards
in Access. The only additions to this database are the additions of the Group category check boxes.
The fields selected from the Wizard are: MailingListID,Prefix (Mr., Mrs., Miss, etc.), FirstName,
MiddleName, LastName, Suffix (II, II1, etc.), Title, OrganizationName, Address, Region (which was
changed to County), City, State, PostalCode, HomePhone, WorkPhone, FaxNumber, EmailAddress,
and Notes. The added fields are YESNO data type: 4H, Master Gardener, Master Food,
OCA(Oregon Cattleman’s Association).

This database can be found at:
http://osu.orst.edu/extension/ectu/training/lessons/Annual/Annual2000.zip

This training will not cover creating that database or an input form for entering the data to the
Mailing List table. If you need instruction on doing these steps, see the Intermediate training for
Access. The form in the database used in this training for input was designed using the Wizard.
Extract the files into a folder called Annual.

Creating a Query Selection Form

Go to the Forms tab to complete this process.

The title above is actually a combination of a two-step process. This form will enable us to use a
query to select different listings for form letters and mailings. The first step is to create a blank

form.
Qpen l%Q&sign ?E|New | Fd | By =

Objects
]

Create Form by using wizard Double click Create form in Design View
Farml
Mailing List

Tis will give us a blank form with which to work. Add in 4 check boxes and labels for the 4 group

categories listed in our table. Click the I symbol on the main toolbar and then drop the check box
and label into the form. Do this three more times. The form should look like this when done:

# Detail
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Next we need to change the names and labels of the check boxes. Right click the check mark for
Check0 and select Properties. -

m x| Click on the Other tab and change the Name field to
4H. Click the Data tab and change the Default Value

to No. Without leaving the properties area, left click

Fu:urmatl Data I Ewert  Other | Al I
Bame . oo Checkn

Stabus Bar Text . oo .. .. the actual label Check0. Click the Format tab and
TabhStOp . v Yes then change its Caption property to 4H as well.
TabImdex . ..o ivn s 0

Shortcut Menu Bar .« v Repeat these steps changing the Check2 box to
ControlTip Text .00 v e u o

Help Context Id o0 v v v s s s 0 Master Gardener, Check4 to Master Food, and
L= D Check6 to OCA.

When finished, the form should now look like this:

D N

Next we need to add some blanks for you to select extra names. Quite often you send out mailings
that you want to include one or two people that are not actually part of the group in question. Here is

how to select these names. Click the icon to select a combo box. Drop it in the bottom part of
the form. The first question asked by the combo box wizard is whether we want it to look up values
in a table. We do; click Next. Then it will ask what table to use. Select Mailing List and click
Next.
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Combo Box Wizard E

Next we need to select the data fields that need to be

Wwhich Field_s contain the values you want in_cluded in your combo X X K
. box? The fields yvou seleck become columns in your combo biox:, dlSplayed n the CombO bOX Clle on MailingListID
and then click the top > arrow. Repeat this step for
BT | FirstName, MiddleName, and LastName, then click

Available Fislds: cslected Fields: Next. At the next prompt, click Next again. This
a0 question is just asking us whether we want to hide the
Fisthime = Key field. What this means is that only the names will
ity = be displayed, but the record number will be the key data
Suffi . . .
Tite << field. This will make more sense when we design our
OrganizationMame LI query

|

H Cancel | = Back I Mext = I [Einist |
|

When prompted what to name the combo box, type in ExtraNamel, and then click Finish. You
may need to resize the boxes for the label and combo box to fit the names. Right click the combo
box, select Properties, click the Other tab, and change the Name field from Combo# to
ExtraNamel. Close the Properties window. Repeat these steps and name the second box

ExtraName2. When finished, the form should look like this:

|:“---|---1---|---2---|---3---|---4---|---5-

Close the form. Save it as Form2 (you would name it something meaningful in real life). Double
click the form to open it. Experiment with the ExtraName fields for a moment and see how they
work. Leave the form open, but minimize it. We will need it open to create the Query.
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Creating the Queries

We left the form open to make it easy to find the fields when we build the query. Click on the query
window, and then click Create a Query in Design View. The system will then ask you what table
to use, and the only table Mailing List will be displayed. Click Add and then click Close. Set the
first field to Mailing List.*. This means that no matter what match is made in our criteria, we want
all the fields in the table to be available. This is always a good bet when you are not sure what fields
you may wish to use in the future, and it allows us to use one query for multiple purposes. Now set
up columns for 4H, Master Gardener, Master Food, OCA, and MailingListID. Uncheck the
Show option for these new columns. We already have these columns included in * option, and it
only wastes time and space including them again. The form should now look like this:

E Microsoft Access - [Query2 - Select Query]

J File Edit | Wiew Insert Query Tools ‘indow Help

w (@[!S E|a B -
4 -I
Madingl istID
Frefix
Firsthame
Middlehame j
|
Field: |Mailing List * 4H Master Gardensr Master Food OCA MailingList1D
Table: |Mailing List Mailing List Mailing List Mailing List Mailing List IMailing List
Sork:
Show: ] ] ] ] ]
Criteria;
or!

Now lélftlclick the Criteria box, right click, and then select Build. This brings up the expression

builder.
= | ] [oc |
Cancel Cancel
LI Undo | ﬂ Undo |

+- 1 *|8| == <25 and or mob ke| (3| Pt | el |

F) = | *|ﬂ=><<>| And Or Mok Likelg

Paste | Help |

L LIUEY, ] Query? -

[# Tables (3 Tables

3] Queries 3] Queties

(3 Forms = Forms

[# Reports (=1 Loaded Forms

[# Functions I: L =] 2

3 Constants (3 all Forms

] Dperatars 3] Reparts Extrahamel_Label
(23 Common Expressions [# Functions =|/|Extranamet

A

¥ | |allowpdating

AfterDelConfirm
AfterInsert
AfterUpdate
Allowadditions
AllowDeletions
AllowDesigniChange

AllowEditing
AllowEdits
AllowFilters

||

o

Double click the Forms option, double click Loaded Forms, and then double click Form2. You
will see the list for all the variables on Form2. Double click 4H and then click OK. The criteria
from the form will now be listed for 4H. We need to add and Yes on to each line to insure that not
only does the database agree with the form, but the category is checked as well. Now click the one
line below the criteria block in the Master Gardener column, and repeat the build step selecting
Master Gardener from the list. Move another line down, and repeat the steps for Master Food,
and then OCA. When finished with these steps, your form will look like the picture on the

following page.
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J File Edit Wiew Insert Query Tools Window Help

=lEEN

bRy o@-]me s -

5N DA

z) -

m - I
MailinglistID
Prefix

Firsthlame
Middietame LI

K

Field: |Mailing List.*

aH

Table: |Mailing Lisk

Iailing Lisk

Master Gardener

Master Food

QCA

MailingListID

Sark:

Iailing Lisk

Mailing Lisk

Mailing List

Show:

Mailing List

Criteria:

0
[Forms]{[Formz]![4H]

]

]

]

ar:

A

[Forms]![Form2]![Mast

[Forms]![Formz] [Mask

Farms![Form

2]i[oca]l
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Now we need to add the two ExtraName fields under MailingListID. Put them on separate lines like
we have been doing for the other variables. When finished, the Query will look like this:

Microsoft Access - [Query2 : Select Query]

J@ File Edit Wiew Insert Query Tools Window Help

EREIEE AR S =R N = =R
—
MalinglistiD
Prefix
Firsthame
Middlehlame ;I
4|
Figld: |Mailing List.* 4H Master Gardener Master Food QA MailingListID
Table: |Mailing List Mailing List Mailing List Mailing List Malling List Malling List
Sort:
Show: [m] ] ] ] ]
Criteria: [Forms]I[Form2]![4H]
ar [Forms]![Formz]! [Mast
[Forms]![Farmz]![Mast
[Forms]![Formz]I[OCA,
[Forms]![Formz]! [ExtraMame1]
[Forms]![FormZ]![ExtralameZ]
aled
Moving on to Word

Close and save the Query as Query2.
In real life, you would name your

query something meaningful to your
project.

Now that we have our form and query, we need to design the mailing labels and form letters in
Word. Why use Word? Access has its own Mailing Label feature and report function, so why not
use it? Word is far more flexible. When we design the actual mailing label, you will see that Word
allows us to quickly change the styles of the labels and number of lines they contain where Access
required rebuilding parts of the database to make a change. Also, Word allows for inputs and

changes to the form letter before the mail merge which is not an option of any report within Access.
Let’s start with the Mailing Labels.
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Mailing Labels

Before we start Word, pull up Form2 and select a couple of categories (4H, OCA, etc.) so that we

will have data to build sample labels. Then start Word. When the blank document loads, select
Tools and Mail Merge.

Mail Merge Helper 2]

Use this checklist to set up a mail merge. Begin by choosing the Create
buttar,

=)
] Main document

Open Data Source 7| =

Lok in: I[:I anrual j =] |® X ~ Tools »

Create ™

B &
2 Data source My Documents
G aEhE T |

3
Merge the data with the document

Merge... |

Fiegame: | | s uery... | = Open
Cancel | Files of bypei W5 Access Databases x| T Seleck method Cancel |
Click Create, select Mailing Labels, and then select Active Window. Next click Get Data, Open
Data Source, select Files of Type — MS Access Databases, find Annual, and click Open.
Remember to note where Access stores your database when you initially save, and what the exact
name is. Many people assume when they first start using Access that the primary table name and the
database name are the same. While you can do this on purpose, it is not done by default.
[ ]|
Tables  Queres | Select Queries, and then select Query2 and click

OK. Then click Setup Main Document.
Queries in Annual:
1 Lery | “
[
| |
' IV Link to Query

O I Cancel | Siews SO, ., |

Label Options 1 7] . .
me— First we select the label type that we intend to
rinker information . . . .
€ Dok matrix o« | print. For this exercise we will use Avery 5160
& Laser and ink jet Tray: IManuaI feed j Cancel | labels Clle OK
. 9
Label products: Avwery skandard j Lﬂs...l
Mew Label... |
Product number; bl i " : =
3613 - Identification Card & ||| oo o renen EES
3614 - Card = Type: Address
5066 - File Folder Height: 1"
5095 - Mame Badge - 0
5096 - Diskette Width: 2,63
- Diskethe Page size:  Lether (8 12 x 11 0m)
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Create Labels

Sample Label box,

Choose the Insert Merge Field button to insert merge fields into the
sample label. You can edit and format the merge fields and text in the

E Insert Merge Field ™ i

Sample label:

=T O T Ty CICaTTTeT T

Create Labels

IMailingListID v |

Prefisx
FirstMarme
MiddleMame 3‘
LastMame

Suffiz

Title:

OrganizationMarne:
Address ﬂ

City ancel |

State

Sample Label bozx,

Choose the Insert Merge Field button ko insert merge figlds into the
sample label. ¥ou can edit and Format the merge fields and text in the

Insert Merge Field ~

Insert Postal Bar Code. .. |

Sample label:

aFirattlames «LastMames
wlitles

sCrganration ames
whddresss

«Cityn «States {{PostalCode»|

-

|

Next we design the field layout for the labels. Click Insert Merge
Field, select FirstName, hit space, click Insert Merge Field again,
click LastName, and then hit Enter. This is how you add fields to
the label. Now follow these same steps to add the following fields in
this format:

Title

OrganizationName

Address

City State PostalCode

When finished, the label will look like this. Click OK.
Finally click on Close.

whAddressy

whAddressy

Ok Cancel |
The merge template will now load with all of
our fields in place. Even though some of the
}Firstlames «Lastlames wlText RecordnuFirstilamen wlText RecordnuFirstilamen . .
«Titlexs «LastMNames «LastMNames fieldS dO not ShOW on thlS template, they Wlll
«Organizationtlames «Titles «Titles b 1 d . f S h f-l .
whddresss «Organizationtlames «Organizationtlames ¢ listed it we run a merge' ave t 1S 11ie m
«Cityy «Staten «P.ostalCode» «%ddressi) o «%ddressi) o the same dlI‘eCtOI‘y as our database and Call in
ezt RecordneFirstNames ezt RecordneFirstNames ezt RecordneFirstNames . . .
«LastMames «LastMames «LastMames MalllngLabel2DOC_ Flnally Close thls
«Titles «Titles «Titles
«Organizationtlames «Organizationtlames «Organizationtlames document.
whAddressy whAddressy whAddressy
ezt RecordneFirstNames ezt RecordneFirstNames ezt RecordneFirstNames
«LastMNames «LastMNames «LastMNames
«Titles «Titles «Titles
«Organizationtlames «Organizationtlames «Organizationtlames
whAddressy whAddressy whAddressy
ezt RecordneFirstNames ezt RecordneFirstNames ezt RecordneFirstNames
«LastMNames «LastMNames «LastMNames
«Titles «Titles «Titles
«Organizationtlames «Organizationtlames «Organizationtlames

whAddressy
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Form Letters
Form letters are designed in largely the same manner as mailing labels. Open a new blank document
in word. Click Tools, Mail Merge, Create, Form Letter, and Active Window. Next click Get

Data, Open Data Source, select Files of Type — MS Access Databases, find Annual, and click
Open.

fhiciosoi Access 3|
' gabes  Quertes | Select Queries, and then select Query2 and click

OK. Then click Edit Main Document.

Queries in Annual:

1 Lery | “

J -

' IV Link to Query

O I Cancel | Siews SO, ., |

JNnrmaI  TimesMewRoman v 12 + | B I O ||%

J Insett Merge Field = | Insert word Field = ‘ A

[v]

From: Eztension Computing Technology Uit
108 Ballard Hall
Corvallis OF 97331

9/12/00

Te:

You start off with a blank page. Insert your From (if desired), the Date, and a To: place holder.
These will not change and will be a part of every form letter. Next click Insert Merge Field. The
selection process is identical to setting up a mailing label. Set up the following To block:

FirstName LastName Suffix
Title

OrganizationName

Address

City State Postal Code

Then put in a blank line, followed by Dear (a space), and then FirstName LastName, . Lastly add a
couple of blank lines and then the statement: Insert Text here.
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When finished, it should look like this:

From: Extension Computing Technology Tait 912100
108 Ballard Hall
Corvalliz OR 97331

To: «FirstNames «hiddleMNames
#Titlen
«Organizationdames
whddressy
#Citys 3tatey «PostalCodes

Dear «Firstilamen «LastMames,

Tnsert Text Here]

Save this file as FormLetter2and then close this window

Creating Buttons on the Query Form

The next step in creating our form is to create the buttons that will activate the mailing label and
form letter templates. It is important that you know how to find the DOS name of a file in order to
properly fill out the required fields in this section. If you right click a file and select properties, the
MSDOS Name will be displayed. This will allow you to call this file from inside Access. For
example, the FormLetter2.Doc should have the following Dosname:

FormLe~2.doc
The DOS name of the mailing label file should be:
Mailin~2.doc

Creating the buttons in quite simple once you have this filename. Open Form?2 in Design View.

Click the Command Button icon ! = |, and then click the top part of the form to start a command
button.

e o Y |
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Command Button Wizard

Command Button Wizard

What action do you want o happen when the buttan is What is the path of the application you wank to run?

pressed?

‘fou can include command line options, For example, to open a
- Different actions are available for each categary., Run App Microsoft Excel worksheet you might enter:
Excel.exe cii Travel\Expenses, xls

Cateqaries: Actions:
Command line:

Record Mavigation
Record Operations
Farm Operations

R.epoart Operations

it Application

[wirword formle~2. doc]

Erowse. ..

Run M3 Excel
Run M3 Word
Run Motepad

Miscelanzous

Cancel | = Back I Mext = I FEimist | Canicel | < Back I Mext = I Finish

Select Application, Run Application, and then click Next. Type in
Winword formle~2.doc and then click Next.

Command Button Wizard

Command Button Wizard

Do you want kext or a pickure on the button? What do you want b name the buttan?
If yvou choose Text, you can kype the text to display, IF wou

. - i - s A meaningful name will help you ko refer to the button later,
choose Picture, vou can click Browse to find a picture to display.

|F0rm Letter

© Text: Fun App That's all the information the wizard needs to create your
command bukkan,
% Picturg; M Access ﬂ Browse. .. |
M3 Excel
M3 FoxPro

MS Projeck

™ show all Fictures

I Display Help on customizing the button,

Cancel | < Back I Mext = I Einish | Cancel | < Back | 2k | Einish I
Select Picture, MS Word, and then click Next. Name the button Form Letter, and then click

Finish. Use the label tool Aa to put a text label next to the Form Letter button (such as Form
Letter). Repeat the process for the Mailing Label template. When finished, your form should look
like this:

(T Y Y |
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The form is now fully functional for mailing labels and form letters. Now we need to cover the
interfaces into Outlook.

Outlook Interfaces

Rather than try and teach the Visual Basic interface from scratch, included in this database are two
files. The Emailform is a form that asks for a Subject line, Body Text field, and an optional
Attachment. This form can be used in any program, and looks for a table named EmailTable that
must have a field named EmailAddress. (This interface will not work unless the Outlook reference
is loaded.) Also included is a query named Emailquery. This query creates the EmailTable. Copy
the EmailForm to EmailForm2 and the Emailquery to Emailquery2. Open the new
Emailquery?2 in design view. If you look at each of the criteria fields, they are keyed to Forml1,
change the references to Form2. That is all we need to do to Emailquery2. Close and save this

query.

We do not need to make any changes to EmailForm2. It is designed to look for EmailTable. All
we have to do now is create the button for E-mail on Form2. The easiest way to do this is to copy
the button and its visual basic code from Form1l. Open Form1 and Form2 in design view. Copy
the E-mail button and label from Form1 to Form2 and position it as desired. This only copies the
button and the label. It does not copy the actual Visual Basic code that makes the button run. Go to
Form one and Double click the Email button.

& Command Button: Email x|

Formatl Data  Ewent |Other | All I

OnEnker oo
OnExit .o o . . . . .
On Got Forus . ... ... .. This will open a dialog box showing the Events listed
OnlostFocus . ... : :
on ik vent Procedne]  =lwf| fOT this button. An Event is what you want the system
OnDblClick. .. to do when the user performs a specific action. Click on
OnMouse Dowrn . w0 .
O Mouse Move . ... the line next to Event Procedure. An arrow and three
n oS R dots will appear. Click the three dots.

nkeyDown . o000
OnkeyUp, oo,
OnkeyPress., ..o o0 0

ControlType 104

Defaulk False

LisplayWhen 0 Private Sub Email Click()

Enabled True

EventProcPrefix:|sgkl]

FontBold 1] Dim stDocMame Ls String

FonkItalic False Iim stLinkCriteria As String

FontMame Taharna sthocNsme = "EmailQuery”

FonkSize i DaCwd. Cpenguery sthoclame, acHMormal, acEdic
FontUnderline  False stDocHame = "Emailform™

FontWeight 400 DoCwd. OpenForm sthocMName, , , stLinkCriteria
FaoreColar -2147483630

Height 576

HelpContextId 0 End Sub

This will bring up all the Visual Basic code for our form. Highlight everything starting with the first
Dim line and ending the second DoCmd line. Copy this text. You can now close Forml.

e o Y |
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Go to Form?2 and double click the Email button. Click the blank line next to On Click in the Event
list, and then click the three dots.

The system then asks what you wish to use to design the

Event. Select Code Builder and click OK

Code Builder

. . _ Paste the copied lines of code between the
Private 3Jub Email Click()

Dim stDocNeme A5 String Private and the End statements as seen to the

Dim stLinkCriterism ks String left. Change EmailQuery to EmailQuery2 and
sthocHame = "Emaillusry" . .

DoCmd. Opencuery stDocName, acHormal, acEdit Emailform to Emailform?2.

sthocMame = "Emailform™

DoCwd. openForm stDocWame, , , stlinkCriteria

End Sub

Close and save the Visual Basic editor and Form2.
Form?2 is now ready to send e-mail as well.

These forms and the Visual Basic code they contain can be tailored to the needs of almost any
database. For further help and or specifics, feel free to contact me. This is the first of many
advanced subjects. If you have any suggestions for future subjects feel free to send them to me.

Kevin E. Presley

ECTU Training Coordinator
Oregon State University

108 Ballard Hall

(541) 737-0697
Kevin.Presley@orst.edu
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