
Tutorial Sheet: Creating a Main Menu in Microsoft Access
Aim
In this tutorial, you will learn how to:
· Create a Main Menu form. 
· Add a title and navigation buttons. 
· Configure buttons to either add new records or view existing records. 
· Make the Main Menu open automatically when the database starts.
Part 1: Create the Main Menu Form
Step 1: Create a Blank form
1. Go to Create.
2. Click Form Design.
3. A blank form will open.
4. Save it as MainMenu or Main Menu. 
Step 2: Add a title
1. In Design View, go to the Design tab.
2. Click Label.
3. Click near the top of the blank form.
4. Type Library Management System or Main Menu.
5. Resize or format it if needed.
Step 3: Add the first Navigation button
1. Still in Design View, click Button from the Controls group.
2. Click on the form where you want the button.
3. The Command Button Wizard should open.
4. Choose Form Operations.
5. Choose Open Form.
6. Select the Member form.
7. Choose Open the form and show all the records for now.
8. Choose Text and type New Member.

After this, we can make the New Member button open the form as a blank new record instead of showing existing records, using the form’s design settings(option 1) or the button’s macro(option 2)
Option 1: Use the form property
1. Open MemberForm in Design View.
2. Click the form’s background so the whole form is selected.(refer the screenshot below)
[image: A screenshot of a computer

Description automatically generated]
3. Open the Property Sheet.( Press F4 on your keyboard while in Design View)
4. Go to the Data tab.
5. Find Data Entry.
6. Change it to Yes.
7. Save the form and close it.
This makes the form open only to a blank record, which is useful if the form is meant just for adding new members
Option 2 : Macro Steps
You can have both behaviours by making two buttons or two actions: one that opens the form as a blank new record, and another that opens the same form to view existing records.

Button for new entry
Use this for New Member, New Book, or New Loan when you want a blank form.
Macro steps
1. Open Main Menu in Design View.
2. Click the button you want to use for new entry.
3. Open the Property Sheet.
4. Go to the Event tab.
5. For On Click, choose [Embedded Macro].
If you accidentally selected Event Procedure for the On Click event, Access creates an event procedure and the dropdown may no longer show Embedded Macro directly.
Click inside the On Click box.
Click the Build button (...) on the right.
Access will ask what builder you want to use.
Choose Macro Builder instead of Code Builder.

This creates an embedded macro.
6. Click Build.
7. Add the OpenForm action.
8. Set:
· Form Name = MemberForm or BookForm or LoanForm
· View = Form
· Data Mode = Add
· Window Mode = Normal
9. Save the macro.
This opens the form directly to a new blank record.



Button for viewing existing records
Use a different button for List All Members, List All Books, or List All Loans. 
Macro steps
1. In the same Main Menu form, add another button.(Follow the same steps as above)
2. Go to its Property Sheet.
3. On the Event tab, set On Click to [Embedded Macro].
4. Click Build.
5. Add OpenForm.
6. Set:
· Form Name = the same form, for example MemberForm
· View = Form
· Data Mode = leave blank or set to Edit
· Window Mode = Normal
7. Save the macro.
This opens the form in normal view so the user can browse existing records.

Part 2: Make the Main Menu Open Automatically
Steps to make Main Menu open automatically whenever the Microsoft Access database is opened
1. Open Access database.
2. Click File.
3. Select Options.
4. Click Current Database.
5. Under Application Options, locate Display Form.
6. From the drop-down list, select main menu form (e.g., MainMenu).
7. Click OK.
8. Close the database completely. 
9. Open it again. 
10. Your Main Menu should now open automatically.
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