Access Archon Column #40 – Customizing Menus and Toolbars

By Helen Feddema

Did you know that you can customize Access menus and toolbars?  If there is a tool on one of the toolbars you rarely use (when is the last time you used the Web Toolbar or Insert Hyperlink tool?), you can remove it, and you can add tools (or menu commands) that you do use frequently.  To customize an Access toolbar, first make sure you are in the right place in an application – to modify the main toolbar, click on the database window; to modify the Form Design toolbar, open a form in design mode; to modify the Print Preview toolbar, open a report in Print Preview, and so forth.  Then right-click the gray menu or toolbar background, and select Customize from the context menu.  

Now you can drag any tool off the toolbar, or a menu command off a menu, to remove it.  To move a command to another location, simply find it on a menu, and drag it to a new location.  To place a command on a toolbar or menu, locate it in the Commands page of the Customize dialog, and drag it to its new location.  Use the Modify Selection button to change the appearance of the new tool or menu command (icon/text).

Here are some of my recommendations for tools to add to your toolbars:

Main Toolbar

· I like being able to compact my databases with one click, so I dragged the Compact command from its location on the Database Utilities submenu to the toolbar, where it appears as a text button.

· I use several add-ins regularly, so I dragged the Add-ins command from its location on the Tools menu right to the toolbar, so I can open the Add-ins dialog with a single click.

Form and Report Design

· I don't know why Microsoft hasn't put these essential tools on the Form/Report Design toolbars, but if you put them there, you will find it much easier to modify the design elements of your forms and reports.  Select the Form/Report Design category in the Categories listbox on the Commands page of the Customize dialog, drag the following commands to the toolbar:

Align Left

Align Right

Align Top

Align Bottom

Bring to Front

Send to Back

Custom

· You can place your own functions or macros on an Access toolbar.  Macros can be dragged directly from the Macros selection in the Categories listbox on the Commands page of the Customize dialog, and for functions, simply create a macro with the single action RunCode, with the function as its argument, and then drag the macro to the toolbar.

· The available icon choices for toolbar buttons are limited, but you can appropriate any image you want by using the technique described in my Access Archon column #9 (available from my Web site at http://www.ulster.net/~hfeddema/AccessArchon).

