Adminware™ for ISP — Introduction

Introduction Adminware™ for ISP is an all-encompassing database that meets the needs of any church, no matter
how large or small or which denomination.

The database consists of several modules:
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Find (CtrlF) ... .. 5 »  Agent »  School pictures
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Terminology

Database

the complete set of tables, forms, queries, reports, programming code.

infartmation in.

Table an individual set of information, such as a Student list or an Agent list.
Fields individual pieces of information for each table, such as Phone number, envelope
number, etc.
Certain fields at certain times may be disabled — they cannot be Fip |
modified based on the current conditions. You must wait until the field =
is enabled before the cursor can be placed in the field.
Fields that are “flat” and without any border are citherlook- ¢ | 5P # [ 821
up fields from another table or calculated fields (this is by
design). Sunken fields can be edited. First name
IGaI:urieI Augusto Cazto
Data types
We are aware of the most common data types for fields: Text, Numeric, String, etc.
Access has a data type called ##//. This is when the field contains #ohing, not even a space.
A field that contains even a space (by hitting the space bar) contains something and is no
longer null. When doing queries, it is quite common to query on IsN#//, that is, only find
those records where this field contains #othing.
Edit/Saved records
R Wl < s 57 i ¢ oo ol s
field in a record, that record is
locked and editing begins. The J EEl Fle Edt J Eile Edit J Eile Edit
icon in the left hand bar (called J [ef - J ef - J [ef -
the record selector) on the form > 7 2
changes from a black triangle to a Std [SP # [ ISP g | StdISP # |
pencil. As long as the pencil icon . - .
is present, the data for this record s sl 2 Irst name Irst name
haI: not been saved — moving to IJ-::a-:u Wicho I.Jn:na-:n Yicko I.J-:uan Yicho
another record, opening another
form, or clicking the Save button Addrezzl Address1 Address1
on the form will save the data. Figure 4 Figure 5 Figure 6
Saved record Edited record Locked record
Symbol Meaning
S Current recard: This is the current record; the record
has heen saved as it appears.
T Pencil: ¥ou are editing this record; changes to the
record aren't yet saved.
(] Locked recaord: This record is locked by another
user; youd can't edit it (Microsoft Access database
anhy.
£ Mew recaord: This is a new recard that yvou can enter
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Navigation

As with any Windows program, there is usually more than one way to accomplish a given task.
Moving throughout Adminware™ is no different.

Following are various methods of moving from one module to another:
»  via the Main Switchboard. This is the form (screen) that appears first when the program

is loaded. There are buttons available to each of the various main modules. From within
a given module there will be other buttons to move you to sub-modules.

» In versions of Access prior to 2007, use the ds Tool Ii Hel
Window pull-down menu. The Window pull-down = 222 | Window Help

menu (Alt-W) will list all of the currently open 4 P 1iep : Database B

modules. Pressing the number of the desired 2 Main Switchboard [~

module will move yo to that module. If the module & nameisl 3 I5P Students |

you want is not yet open, choose 2 Switchboard and ff |T d_r Harestay Family

then select the button. - . |
[ =T o

» the Toolbar has icons to open/move you to the
desired module:

B @ @R

Figure 9
Switchboard Homestay Schools  Flights
Student Agent Finance LookUp

» double-click on a student number, agent number, homestay number, etc. from any module
will move you to #hat module and display the corresponding record.

&' ISP - [Main Switchboard] . =lolx|
|[E Fie Edt View Insert Format Records Tools Window Help =] x|

M-t ERlo tiln s i BieacaBRe

Turspinl Siendaene P ryu g

St. James-Assiniboia School Division

School Year

Accounting Reparts 2009-2010
Term
Semester 1
__thmestayFamiy_ | User defauls

% Look-Lp tables

Updated

Air Flights
Shift-F3: Switch Year
T o e
Figure 10
Main Switchboard
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Mouse vs Keyhoard

Field movement

Most people use the mouse in Windows applications to move around the screen and to choose
commands — that is the nature of a graphical-based interface. However, a database program is a
data-oriented application where the keyboard is used extensively to add and edit information. Much
effort has been made to provide keystroke options as often as possible.

In any Windows application, an underlined letter

indicates that a keystroke (Alt-/etter) will invoke that B He Ede wew msert Fomat fecords fooks Window telp

option/command. M-|pm@|o|slZh|u < v @ H
>
Sl Fees (invoice/payr
In the illustration to the right, pressing Alt-0 will invoke IF"S‘ [l et g2

the Format pull-down menu; but Alt-1 will place the cursor
in the ISP # field — why take your hand off the ‘ dcdress |
keyboard, find the mouse, move the mouse so the Figure 11 Alt-letter selecting
insertion point is in the Student ISP number field, click

the left mouse button, put your hand back on the keyboard, and continue working?

With that said, there a7e many instances where the mouse is more efficient than using the keyboard.

Finding a specific record is an important part of working with, and editing, your data. There are a
number of options available to move through the records in a table.

» use a Quick Find option to find one (or more) matching record(s).
» use a Jump (find)’ option to pop-up a matching list of records.

» move one record at a time, either forward or backward. This will only be of benefit if the
data in the table is in a logical order pertaining to the type of editing you are doing. There
are two places on the form that you can move this way:

» via the Toolbar M 4 F B B

» via the record selector at the bottom of the form .
Figure 12

Toolbar record

Record: 14 4 || 1284 ¢ | v1|w#| of 3908 selector

Figure 13 [First Previous Next

Record selector (bottom of form) Last AddRecord]

» use Access’ Find feature (Ctrl-F) from #ost fields. This will search the current field for the
desired information, displaying one entry at a time. You cannot use this feature in subforms
or in datasheet views as there is very limited information in these lists.

When moving through fields on a form, either adding a new entry or editing the existing entry, use
the Tab key to move to the next field and Shift-Tab to move back to the previous field.

Key Movement

Tab next field

Shift-Tah previous field
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Watch out for...

Find (Ctl-F)

Editing text

Here are some known features and/or bugs that one should be aware of...

Access’ Find (Ctrl-F) command, like the Find feature in Microsoft’s other products, is really called
Find next. The key word here is next.

Access begins its find (search) starting with the zext record, not the current record.
Consider the following:
> you are sitting in the student screen in the ISP number field on ISP# 1000.
» you do a Find (Ctrl-F)

» you search for unit number 1000.
» you will receive the following message:

\lj) ISP finished searching the records, The search item was naot found.,

This message is suggesting that ISP # 1000 does not exist in the student table (even though it
does!). However, based on the Access Find zext feature, ISP# 1000 does not exist affer the
current record (and it wouldn’t because each ISP number is unique).

Be cautious of selected text.

Text is selected when it is highlighted (ie. white ona 5 0
black background). Just like in any Windows
application (such as Word), if text is selected and you

begin typing, the entire selected text will be replaced with the new fext. Be cautious of this but also, use it
to your advantage!

770 Inkzter Bl

If you want to delete a lot of text, select it and then press the delete key! Done.
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Pull-down menus

Dates

It has been mentioned before that using the keyboard can be quicker than the mouse in many
instances. If you get in the habit of using the keyboard to select fields, buttons, and pull-down menu
options, you may fall into the following problem...

If you press the Alt key, change your mind, and do nof select any other key, you have actually
activated the pull-down menul!

Here is the generic Access 2000/2002/2003 pull-down menu:

*" IsP - [ISP Students]

J File Edit Yew Inserk Format Records Taools Window Help

Here it is again when the Alt key is pressed once and then released:

¥ IsP - [ISP Students]

J File | Edit Yiew Inserk Format Records Tools ‘Window Help

Notice the File menu option — it has been selected, as indicated by the raising of the word!

If you now press a letter associated with one of the pull-down menus (say T), you will pull-down
that menu option — even though you might be expecting the T to be typed into the current field
you are editing.

To de-activate the pull-down menu you can:

» press the Es¢ once (if you have a menu pulled-down you will need to press Ese twice —
once to get rid of the menu and a second time to leave the pull-down menus altogether).

Or

» click the mouse somewhere on the screen.

Date fields in the program are displayed as dd-mmm-yy.

When entering dates, you can simply enter Jun 19’. Access will automatically convert this to
19-Jun-10 (or whatever the current year is).

» A two-digit year is converted to four digits, where less than 30 becomes 2077 and greater
than 29 becomes 197.

» To entet foday’s date, press Ctrl;
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Whete am I?

Take at a look at the following image. Where is the cursor?

# 15P - [I5P Students]

J File Edit “iew Insert Format Records Tools MWindow Help

| -
—ls|x|

Record: 14 « | z > |ea[v#] of o0z

|BE-| % R o s 21 <« » mr B ® Q@RS
»
Std ISP # 2 -
: Fees [invoice/payments] Cuick Find l:l ;’IZI:‘SD Jump [find] Save |
First name Last name Bl
IEam\Ia |Alves Ij Beport |
Address1 |F\ua Tacuna, 10-apt. 21 Status |Paststudent =] Tem | | ‘ NO Edits
Address2 | Edit |
City ISaoPaqu,SF‘ Provl ;I i m iew Comrizsion I - effective;
Zip I— Connection Line Comrigsion I =] effective
Bty Im —— Commission I ~| effective,
{Homesfay 78 chool (20042010 Health | Insurance | Motes | Dther yearls) | Pics |
Student IF‘arent[s]I Pemits | Profile nates | Homesta
e I - - ¥
Homestay Papment... henges
Phone IUTT-55-11-3872-U?44
Homestay
Cell | history
Fax |011-55-11-3872-D?44
iaw
. - q 2008-2003
Email |cam|_ag@hotma|\.com
School I -1
Birth date |3U-SED-EE Gender IF ;I Grade I_L[ Schaol dates.
Start School
Pemigsion to publish pics? [ Contract? [ StdNo I FTE changes
End I
Flights
Drate of application I
Wiew Accounting Entries

|Farm view

1 e

Answer: notice the Homestay | School (2009-2010) tab (right side, down about an inch) — there is

a dotted border around the tab control.

There are many fields, menus, buttons, tabs, sub-forms, lists, etc. found on any one form in
Adminware™. When you press the Tab key to move from one field to the next you may also need
to pass ‘over’ a tabbed control or button. As you do so, it may appear as though you have lost the

cursofr.

Here are some examples of what the cursor may look like as you move about the screen:

End of field (blinking)

Eat [473

Tip:

Button (dotted border
around text)

Datasheet with entire
field selected

o |
1]

2

Tabbed control (dotted
border around text)

Pull-down menu
activated

et Format | Be

In many cases, don’t worry about where you are, but rather where you would lie to be. Simply click the
mouse where you want to go or select a button or field by pressing the Alt-letter option.
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