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Module One: Getting Started

Welcome to the Advanced Post Course manual. You can use advanced forms and tasks

to do even more in Access than you have previously learned. For example, you can use
Access to create mailing labels, work with SQL and publish a Web database—among other
things. By the time you finish this course, you will be able to navigate Access and create

reports like a pro. Sit back, relax and have fun. You are in for a thrilling ride!
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Objectives

Research has consistently demonstrated that when clear goals are associated with

learning, it occurs more easily and rapidly.

With this manual, students should have learned how to:

+ Use the Quick Start group, Property Sheet, table macros, report sections,
conditional formatting, Expression Builder and logical functions.

« Add, move, remove and format both regular and calculated controls
« Set the Primary Key

« Create a subform, Web form, split form, modal dialog, PivotChart, PivotTable
and mailing labels

« Group and sort data

« Understand, view and edit relationships

« Understand and establish referential integrity
« Sort and filter a query

« Add calculated fields

« Understand what SQL is, what SQL statements are, basic SQL syntax and the
uses for SQL within Access

« Link to, import and export an Excel spreadsheet, Access database, SharePoint
list, text or XML file and other types of links, imports and exports

« Use the Database Documenter, analyze table and database performance and
repair and compact a database
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Module Two: Advanced Table Tasks

In this module you will acquaint students with six different advanced table tasks: using

the quick start group, using the property sheet, adding, moving, and removing controls,

formatting controls, setting the primary key and using table macros.
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Using the Quick Start Group

Quick Start groups are an easy way to input information without entering it over and over

again. There are various groups that you can create, including address, category, name,

payment type, phone, priority, start and end dates, status and tag.

Some Quick Start groups will have predefined list items, which you can also add on to.
For example, let's say you want to add payment types to your table. The predefined
payment type list items are cash, credit card, check, debit and in kind. You can use these
predefined list items, remove the ones you don’t need and even add your own. For this
example, we will delete the in kind and check list items and add Paypal as a payment type

selection.

1. Open your table

2. Highlight the field that is to the right of where you want your new Quick Start
group to appear. In this example, we are going to put our payment type
Quick Start group to the left of the ID column.

Home Create External Data Database Tools Fields
b/' AB 12 t [ F.:l;. Date & Time Mame & Caption
- [] Yes/No Default Value
View Short Mumber Currency Delete t
- Teut Fil More Fields ~ Field Size Iy
Views Add & Delete Prope

= Table2

All Access Obje... @ « _
Search. yo) ID - | Click to Add -
Tables 2 * (New)

EH Tablel

3. Click the "More Fields” option from your menu.

U

4. Scroll down to the Quick Start section and choose “Payment Type.’
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Home Create

External Data

Database Tools Fields

b.‘/‘ AB 12 E‘ %Date&Time LI Name&Captic
e

L i x 1 Default Value
View Short Number Currgs® Bcte
- T [l More Fields ~ ey Field Size |255

| Date and Time

Views Add &

All Access Obje... @ <
Search.. £
Tables *
EH Tablet
EH Tablez

Forms &

@ Forml

LU R e

Short Date

Medium Date [
Long Date

Time am/pm

Medium Time

Time 24hour

Yes/No

Check Box
Yes/No
True/False

On/Off

Quick Start

By
By
By
Eul
Bl
Eul
Eu
Eu
Eul

f

Address

Category

Mame

Payment Type

Phone

Priority

Start and End Dates

Status

Tag -
Calculated Field 3

Save Selection as Mew Data Type

5. Once your Payment Type Quick Start Group is on your table, right click anywhere

on the column.

A menu will pop up. From that menu, select “Edit List Items” at the bottom.

Table2

1D - | Payment Type

(New)

Best STL 2014 ©
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%

[+]

- ClicktoAdd -

SortAto L
Sort Zto A

Text Filters 3
Equals Blank
Does Mot Equal Blank

Edit List Items...
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6. A menu box will pop up that contains the predefined list items. If you want to
delete a list item, highlight it and hit your backspace key. If you want to add a list

item, just type it in. For this example, we are going to delete Check and in kind,
and add Debit and Paypal.

Edit List ltems @@

Type each item on a separate line:

Cash
Credit Card
Debit
Paypal

Default Yalue: | v/

[ OK ][ Cancel ]

7. Press the "OK"” button and your new Payment Type Quick Start group will contain
the new list items.

Home Create External Data Database Tools

b/‘ AB 12 = 3 Date & Time L] Name & Caption
o [#] Yes/No X 1 Default Value
View Short Mumber Currency ) Delete )

- Text Fil More Fields ~ ¢os Field Size |255
Views Add & De_lete
All Access Obje... ® «|| F Tavle2\
Search e D - | PaymentType - |
Tables * &3 (New) -
B Tablet Cash

B Table Credit Card
Forme ~ Debit

= PayPal
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Using the Property Sheet

The property sheet gives you an easy way to edit the design of your report. By
displaying the property sheet and then clicking on a selection within your report, you
can change or add features within your report.

To access the Property Sheet, click on the “"Create” tab within Access and selecting the
“Report” icon from the menu. The "Design” menu should open up immediately and the

Property Sheet icon is all the way at the end.

Arrange Format Page Setup Q Tell me what you want to do...

& é,lgLogo
%AGE%EE[E@E_ DTitIe gl n

Insert Page
Image~ Mumbers

Add Existing |Property
F._’_LDET:E and Time Fields Sheet

Controls Header / Footer Tools
Property Sheet (Alt+ENTER)

Open this object's property sheet to
set its properties,

hlal 25 July 2016

Clicking this icon will bring up the Property Sheet.
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Property Sheet
Selection type: Label

[Labell

=
|

|Format| Data | Event | Other | All |

‘ Name

Labell
Caption Last Name
Visible Yes
| \Width 2.3854"
Height 0.2493°
Top 0.0417°
Left 1.0833°
Back Style Transparent
Back Color Background 1
| Border Style Transparent
Border Width Hairline

Border Color Text 1, Lighter 5¢
Special Effect Flat

Font Name Calibri (Detail}
Font Size 11

Text Align General

Font Weight MNormal

Font Underline No

Font Italic No

Fore Color Text 1, Lighter 5¢
Line Spacing 0

| Hyperlink Address

Hyperlink SubAddress

| Hyperlink Target

Gridline Style Top Transparent
Gridline Style Bottom Solid
Gridline Style Left Transparent

| Gridline Style Right Transparent
Gridline Color Background1, [
Gridline Width Top 1pt

‘ Gridline Width Bottom 1pt

Cridlina Width | aft 1nt

Click on one of the fields to change its value or to add a value if one does not exist. For

example, the Last Name column is to wide in the table above, so we are going to shorten
it.

1. Start by clicking on the column header, which is last name.

2. Go over to the property sheet and find the "Width" selection.

3. In the box next to that selection, delete “2.3854," replace it with “1.”

4. Hit the enter key.

Our new report looks like this:
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» | |5 Tablel j [d Table1 ' X | Property Sheet X
| | Selection type: Label
2 Labell v|
Friday, October ———
[Format| Data | Event | Other | A
‘|| {IName Labell A~
Caption Last Name =
7 i s
1|| schaffer Joan Credit Card || Complete :27:::: Ie
| i % 5 Height 0.2493°
2| 7Batrawosk| Nick Paypal | Complets Top 0.0417
3|| Micha John Paypal Complete| £ft 0633
Il = e | — Back Style Transparent
4| Henney Kathy Debit Waiting |||Back Color Background 1
L J Border Style Transparent
e 5 || Foster Kate Credit Card [| In Progre: Border Width Hairline
& - Border Color Text 1, Lighter 5
P 6 || Baker Mike Credit Card ‘ Not Starte| Special Effect Flat
2 = — = -| Font Name Calibri {Detail)
b 7|| Sullivan Tim Cash Not Starte| Font Size 1
:;” ‘ ) : Text Align General
= 7] Font Weight Normal
Font Underline No
Font Italic No
Fore Color Text 1, Lighter 5
Line Spacing Q°
Hyperlink Address
Hyperlink SubAddress
Hyperlink Target
Gridline Style Top Transparent
Gridline Style Bottom Solid
Gridline Style Left Transparent
Gridline Style Right Transparent
Gridline Color Background 1, [
Gridline Width Top 1pt
Gridline Width Bottom 1pt
4 m b | zriatins Widsn 1 as 1 nt >
Layout View | E.}EH '3

Adding, Moving and Removing Controls

Report controls are located under the design tab, in a rectangular box with the label

“controls” under it.

Database Tools Design

%-Aa@m

Arrange

feay

‘\_\_1—r|'
iils

To add controls:

1. Click on the control you want to use from the design menu.

Format

™=

Page Setup

4|

2. Click on the spot on our report where you want the control to go.
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To move controls after they are on your report:

1. Scroll over the control until your pointer looks like two double-sided arrows
intersecting each other.

2. Click on the control.

3. Slide it to a new spot on your report.

To delete a control that was placed on your report:

1. Scroll over the control until your pointer looks like two double-sided
arrows intersecting each other.

2. Right click on your mouse.

3. Select “delete” from the list menu.

Formatting Controls

You can format controls to make them look how you want them to.

File Home Create External Data Database Tools Design Arrange Format E
ET Command2d - | |Anal -9 - [ | ttine D
:D; Select All B I U A- ﬁ . Background Alternate

Image~ Row Color

Selection Font Number Background

To format a control:

1. Select the “format” tab.

2. Scroll over the control until your pointer looks like two double-sided
arrows intersecting each other.
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3. Click on it.

4. Choose an option from the formatting tab. You can change the font size,
type, color and many other features of your control.

Setting the Primary Key

The Primary Key is a unique identifier that distinguishes one entry in your table for
another. For example, account numbers are a good Primary Key because they are unique
to each customer and will set one customer apart from the other customers—now and in
the future. You will never take one customer’s account number and assign it to another
customer. An example if a bad Primary Key is a first or last name. You may not have two

customers with the same first or last name now, but you might in the future.
To set the Primary Key:

1. Click the "View" icon from the Home tab, which is the first one from the left.
2. Select "Deign View" from the dropdown menu.
3. Under "Field Name” select the field that you want to set as the Primary Key.

4. Click the "Primary Key” icon from the design menu. It will light up.

= Home Create Exte
View  Primany
- Key
Views Tools
5 |f| Tablel
Field Name
P
ShipperName
Phone
WebSite

5. You will see a key icon next to the field that you have set as the Primary Key.

You have now set a Primary Key for the table.
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Using Table Macros

There are two types of table macros, event driven macros and named macros. Event driven
macros are activated by a certain event happening within the table. Named macros are

activated when summoned by their name.

To create an event driven macro:

1. Click on the “Table” tab.

File Home Create External Data Database Tools Fields Table
., - - = = _a )
|= r— -~ oy PR — = = :
=l i Y | » ST s L b S o)

1

2. Choose an event from one of the event options, which are "Before Change,’
Before Delete,” "After Insert,” "After Update” and "After Delete.”

File Home Create External Data Databass

=5 E
SRR
Table Before Before — After After  After Marr
Properties Change Delete  Insert Update Delete Mac

Properties Before Events After Events Mamed
» -lfl Tablel ',

3. The macro menu will open up with a dropdown box for you to choose the action
you want it to perform. Make a selection from the dropdown menu and then
enter a description for the action.
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Databased : Database- C:\Users\toChange\Documents\D

2 Tellmew t you want to do...

Single Step = == = == T‘ = E B
Convert Macros to Visual Basic T T T T .
Run Expand Collapse Expand Collapse |[Action Show All  Save Save Close
Actions Actions Al All Cataleg| Actions As
Tools Collapse/Expand Show/Hide Close

W IF Tablel: After Delete: ',

Comment
Group

If
ClearMacroError
CreateRecord
DeleteRecord
EditRecord
ForEachRecord
LogEvent
LockupRecord
OnError
RaiseError
RunDataMacro
SendEmail
SetlLocalVar
StopAllMacros
StopMacro

4. Click the “Save” button from the Table menu.

Harme Design
Single Step 2 2 < = % J
Convert Macros to Visual Basic - _ - _ )
Run Expand Collapse Expand Collapse |Action Show Al  Save
Actions Actions Al All Catalog Actions

Collapse/Expand Show,/Hide

E LogEvent

Description |Required

+ |Au:|u:| MNew Actien E|

5. Click the "Close” button from the Table menu.
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Show All Save
ACtions

{/Hide

You have created a new event driven macro. You will know what events already have a

macro linked to them because the event will be lit up in the Table menu.

File Home Create External Data Database Tools Fields

Table W' Tell me what 1
- m==ll ===
=] OO0 S0&0kd B0 =8 &
Table Before Before

After  After = After Mamed Relationships Object
Properties Change Delete Insert Update Delete Macro ~ Dependencies
Properties Before Events After Events Mamed Macros Relationships
: Tablel ",
All Access Obje... @ « || = Tablel \ :
F— 5 D = | Last Name - |First Mame - | Payment Typ
Tables N 1{Schaffer Joan Credit Card
= Tablel 2| Smith Nick PayPal
Best STL 2014 ©
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Module Three: Advanced Form Tasks

In this module, students will learn how to create three different advanced forms: a
subform, Web form and split form. They will also learn how to create three advanced tasks:

a Modal Dialog, PivotTable and PivotChart.
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Creating a Sub Form

1. Click the “Create” tab.

2. Click on the form icon. A new form will open.

Home External Data Database Tools 2 Tell me what you want to do...
FE M RE [EE O Zeme
] 3 EE—] ;

— . [samasa] ) °\ e el Navigation =
Application  Table Table SharePoint Query Query  Form Form  Blank Repar
Parts - Design  Lists - Wizard Design Design Form [El More Forms -
Templates Tables Queries Forms
All Access Obje... ® « Form
Create a form that lets you enter
search. P information for one record at a
Tables S time.
= Tablet

atabase Tools Design Arrange Format '

NQREER=V i E-
~ | Image

Controls

3. Click on the sub form icon, which is highlighted in yellow.

4. Click on the area of the form, where you want place the sub form.
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Create External Data Database Tools Design ! ;\rrange Format

b oors" ‘ = - a @Logo
HCI h@]AﬂDQEQ::’E 5] Titte i

Visw The:nes FOREET |7 image ~ @ Date and Time
Views Themes Controls Header / Footer
) [(New)
£
childs:
2
&
=
2
=
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Creating a Web Form

Open access and click on the pink file tab.

Scroll down to “New” and then choose “Blank web database.” Click on “Create.”

Home Create External Data Database Tools Fields Table ) o
[ save
Available Templates Blank web database

Save Object As

2} Home

LF}J Save Database As
[ Open

[j\ Close Database

(] patabase3.accdb

Blank Blank web Recent Sample My templates
[#] Database2.accdb database database templates templates
@) patabasel.accdb Office.com Templates 1 Office.com for templates -+
Info =
| | | )
2 .7*_:—1 /Av.,\ [22s00222]
Recent 8= }Zf 4ﬂ L_Fre
Assets Contacts Issues & Nen-profit Projects
New Tasks
Print
Save & Publish
File Name
Help Databased ‘ =3
. C:\Documents and Settings\OLS\My Documents\
|2} Options
Exit

h

Create

Once your new database is open, click the “Create” tab and then select the "Form” icon.

AE9-™-|s ’ Table,Tools

Mme Create External Data Database Tools Fields Table
& 5 —— 1af: i@ Datasheet fom
Navigation %
Rept

Application | Table Client Form Multiple Blank

Parts v Queries v Items Form Client Forms ~
Templates Tables Queries Forms
| » ||#] Tablel\ - Form (Web) '
1D v |Click to Add | create 3 Web form that lets you
* (New) enter data one record at a time,

The form is rendered on a
published application.

Web forms can only be created for
tables or Web queries.
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Your new page with your web form should look like this:

e |
Home Create External Data Database Tools Design I Arrange Format
—= Aa I colors - = | illroge H Ef ﬂ
= |ad] e A= Q@ EEHREmM § B 3w i
View Insert -

Themes A Fonts ~ = Add Existing Property
Image - | 8y Date and Time Fields Sheet

Views Themes | Controls Header / Footer Tools

. "] Tablel

Navigation Pane

Record: 10of1 M ¥ Na Filtar | /Search |
Layout View | =[=]

Creating a Split Form

Click on the “Create” tab and select the “More forms” option. Scroll down to the “Split

form” option.

Home Create External Data Database Tools Fields Table Q Tell me what you want to do...
&, [ — 7 3 7 e
D G D m\ m @ D [F Form Wizard ;j| ﬂ ;:| ] Report Wizard 2E Madule
. = ) e e .Na\rlgatlon' 5‘_“ Class Module
Application  Table Table SharePoint Query Query Form  Form Report Report Blank .Labels Macre )
Parts - Design  Lists - Wizard Design Design Form = More Forms - Design Report =] Visual Basic
Templates Tables Queries Form! Reports Macros & Code
. Multiple Items
» E Tablet \
D - |Clickto Add -~
D Datasheet
* (New)

Split Form
Medal Dialog
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Your new split form should look like this:

Create External Data Database Tools Design Arrange Format Q Tellme
C 2 T - " E olac
D Cut Y 2l Ascending Selection @ New ME Totals 5c Replace Century Gothic (Detail) - |11 .
ER Copy %] Descending =] Advanced - H save 7 Spelling 3 GoTo~
View Paste Filter Refresh Find B I U A- al & . ==
o ~ Format Painter Remove Sort Toggle Filter All= x Delete - D Mare = [E Select = = -
Views Clipboard [F] Sort & Filter Records Find Text Formatting [F]

» || Z5] Tablet\
] Tablel
&

D | [New)

~]

Creating a Modal Dialog

Click on the “Create” tab and select the “More forms” option. Scroll down to the "Modal

Dialog” option.

Home Create External Data Database Tools Fields Table '-;-' Tell me what you want to do...

D LE D @ L: % D E& Form Wizard Ej| @ E:' 5 Report Wizard = Module

Applicati Table Table SharePoint O Q F Fi EBlank Navigation' Report Report Blank M E;" Class Madule
pplication  Table Table SharePain uery Query Form Form Blan eport Repol an Label acro i
Parts ~ Design  Lists~ Wizard Design Design Form 5] More Forms - Design Report e =] Visual Basic

Tem_plates Tables Queries Reports Macros & Code

» || E Tablez,

ID ~ |Click to Add -
* (New)

Your new Modal Dialog should look like this:
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Home Create External Data Database Tools

Northwind

Format Q Tell me|

Agl olors = Prany
BN e s B =T

View  Themes [£] Fonts -

Views Themes

» || EH Tablet ‘E] Form1

# Detail

IR RN R TR N N I T R I I Y- P I TR Y - R

Navigation Pane

0K

Cancel

Module Four: Advanced Reporting Tasks

In this module, students will learn how to perform certain advanced reporting tasks,

including using the report sections, using conditional formatting, grouping and sorting

data, adding calculated controls and creating labels.
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Using Report Sections

Report sections consist of Report Header, Page Header,

=)
&
a

|
A —
w

Group Header, Detail, Group Footer, Page Footer and Home | Create  Exter

Report Footer. These sections make up the design of the ’ = ‘

report, so it is essential that you know how to use them. | view |

To see these sections, you need to open your report in ; E Report View .
. | = iblel -

“Design View,"” which is done by selecting the "View” icon

N
, _ _ () Print Previ
under the Home tab and then selecting "Design View" £ St

ablel
from the menu that opens up. =={ Layout View
—=]
h’é DesignView |4 || schaffer
This is what you will see. Notice the report sections we ' 2| Batrawo
talked about (the groups header and footer are not 3 || Micha

shown):

Themes

5 Tablel jiﬁ Tablel
]

DE] LIRSS ()

# Report Header
R EZAE '

f’%ge Hea_der

=Count{*)

Use the report header when you want to insert items on in the header of your report
cover page. ltems that you might want to include on a cover page header include the title

of the report or a related image.

Best STL 2014 © www.microsofttraining.net Page 22
0845 5194 797




Use the page header for items that you want to insert into the header of every single

page of your report. For example, you may want to have the title of the report on each

page.

Use the group header to signal the beginning of a new group. The group header will be
placed at the beginning on each group. A good example of something to put as the group

header is the name of the group.
Use the details section for the controls that make up the body of your report.

Use the group footer to signal the end of a group. The group footer will be placed at the

end of each group. You may want to use this space to summarize the details of the group.

Use the page footer for items that you want to show at the bottom of each page. A
common use of page footers is to display page numbers or the section/group name that

the page is found under.

Use the report footer to summarize the details of the entire report or to report a total if

your report pertains to expenses, profit/loss, etc.

Here is a sample of a report in Design View:
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Views ' Themes

Grouping & Totals Controls
» =22
D["""""""'z"' 3 1 C 4o 1 5
]
CBE
i
|
|
@ ||| || # Report Footer _
< :Z::::::::2::::::2222!2]::: """" A Er e P R e [
o |- e
= - |=(‘_mmﬂ*\ I'E::':':':':':':':':': R R A G AR R A RCRNR IRy Y

And the same report in Report View:

Views ‘ Cli;;board i Sort & Filter
»
Client Report
ID Last Name First Name
1|| Schaffer Joan

| 2 “ Batrawoski || Nick

‘ 3 H Micha H John

| 4J| Henney Jl Kathy
g ‘ 5 H Foster ” Kate
= (I 6] Baker [[mike
g | 7] [suliivan [1im
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Using Conditional Formatting

Conditional formatting allows you to insert automatic formatting when certain conditions

are met. These conditions are specified by you. Access will allow you to create up to 50

conditional formatting rules per control or control set.

Create conditional formatting rules:

1. First you will need to open the report in the “Layout View" located by clicking the

“View"” icon on the Home menu.

j B Col

View  Themes B

E| Report View
@ Print Preview
E Layout View

h{ Design View

2. Select the Format tab and choose “Conditional Formatting” icon from the Format

menu.

0

Farmat Page Setup W Tell me what you want to do...

D 22 Shape Fill -

E Shape Outline ~

Background Alternate Quick Change Conditional -
Image~ Row Color~ Styles~ Shape - Formatting Shape Effects
Background Control Formatting

3. The Conditional Formatting Rules Manager box will open up.
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Conditional Formatting Rules Manager ? X

show formatting rules for | Discount v
| D Hew Rule | Edit Rule Delete Rule
Rule (applied in order shown) Format

QK Cancel Apply

4. Click on “New Rule” to define a new rule.

5. The New Formatting Rule box will open up.

MNew Formatting Rule

Select a rule type:

Compare to other records

s

Check values in the current record or use an expression

Edit the rule description:

Format only cells where the:
Field Value Is |~ | |between - - and

Preview: Mo Format Set B I u ﬁ - .& - =

Cancel

6. The first thing you need to do in this box is to choose whether you want to
“Check value in the current record or use an expression” or “Compare other

records.”

Select a rule type:

Check values in the current record or use an expression

Compare to other records

7. Underneath the rule type section, you will find the section to edit the rule

description.
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Edit the rule description:

Format only cells where the:

}Fne!d valueIs || 1betx-.-een v }777777777777[ () and !_,,,,7*,,,1 (=)
review: Y /
Previe No Format Set B I U D v o

8. In the first box, choose whether you want the formatting to occur where there is a
field value or an expression.

Edit the rule description:

Format only cells where the:

EFieId Value Is 7] ;betx-:een

F:ield Value Is
Expression Is No Format Set

9. For the next box you will need to choose where the field value or expression must
or must not be, in order for the formatting to occur. You have several options,

"o nou non "o

including “between,” “not between,” “equal to, greater than,”

greater than or equal to” and “less than or equal to.”

not equal to,

/]

“less than,

Edit the rule description:

Format only cells where the:

" geld Value Isi ‘ | between v

between

not between

equal to

not equal to

greater than

less than

greater than or equal to
less than or equal to

Preview:

-

10. Set your new rule by placing a value in both of the boxes below.

Eard @
aralraks

11. Click "OK" on the New Rule Formatting box.
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12. To create another rule click “New Rule” again or click “OK" on the Conditional
Formatting Rules Manager box if you are finished creating rules for the control or
group of controls.

You can change the priority of or delete your conditional formatting rules by:

Go back to your Conditional Formatting Rules Manager box.

Conditional Formatting Rules Manager ? X
Show formatting rules for | piscount o
D Mew Rule Edit Rule Delete Rule
Rule [applied in order shown) Format
oK Cancel Apply

Highlight the rule you want to delete by clicking on it and then clicking the “Delete Rule”
button.

sthame v |

Highlight the rule you want to move by clicking on it and click the up or down arrow next

to the "Delete Rule” button.

2 v

Grouping & Sorting Data
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1. Putyour report into “Layout View."
2. Right click on the column that you want to group or sort.
3. Choose “Group on (column name,)"” "Sort A to Z" or “Sort Z to A."

In this example, sort a report by last name.

First, put the report in "Layout View.”

:j| ECDID

View  Themes Fonb

j Report View
kel

Print Preview

——=! Layout View

h{ Design View

Then right-click on my “Last Name"” column and a menu pops up.

Select "Sort A to Z" to put my last names into alphabetical order.
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Form Layout Toaols

rnal Data Database Tools Design Arrange Farmat Design Arrange

g
B D I:éll Subform r

‘artrait Landscape Columns Page

Setup _\{ Cut
Page Layout Eg Copy
Product Sales by Category ‘D Paste
A

- Product Sales by Cg  inser ,
[8reler Date: \— Merge/Split »

b

Layout
Product Name: |Northwind Traders )
[ Select Entire Row
Category: Beverages [ Select Entire Column
Amount: 2] Sort Smallest to Largest
Z| Sort Largest to Smallest

Clear filter from Amount
Mumber Filters 3
Equals 1400

Does Not Equal 1400

Less Than or Equal To 1400 —
Greater Than or Equal To 1400

K Delete

-

= Delete Row

Ly

Record: M < [10f58 | » M | . Mo Filt

Delete Column

Change To 3
Position 3
Anchoring 3
Form Properties
1 Properties

The new report looks like this:

25 I v
Client Rep ort Friday, October 29, 2010
7:57:55 PM
ID Last Name First Name Payment Type Status
‘ 6 H Baker H Mike H Credit Card H Not Started
l 2 H Batrawoski H Nick H Paypal H Completed
| SH Foster HKate H Credit Card H In Progress
I AH Henney H Kathy H Debit H Waiting
g ‘ 3 H Micha Hjohn H Paypal H Completed
§ I 1 H Schaffer HJoan H Credit Card H Completed
8l | 7| sullivan [| Tim || cash | Not started
=
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Adding Calculated Controls

1. Choose a control to from the “Controls” box on the Design menu tab.

2. Click on the spot on your report where you want the control to go. The report
below had a text box control added called “Cost.”

Q I j ,_',ﬂlLogo
il =
= o 4@ 3 5] Title
“ _E 1 Insert Page n
" Image~ Numbers 25 Date and Tir

Controls Header / Footer

t Started
mpleted
rogress
liting

mpleted
mpleted

i Started

1. Click on the "Property Sheet” icon from the "Tools” box on the Design menu tab.

o @
N =

Add Existing Property
Fields Sheet

Tools

2. Under “Name” will be an options called “Control Source,” which will have an
empty box with a drop down menu next to it. This down box will also have a
button with an ellipsis on it. Click on the ellipsis button.
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A’ 7; “ﬁ Logo

|
) K 5] Title

H 3

Insert Page ] Add Existing |Property
image - | Numbers 59 Date and Time Fields | Sheet
Header / Footer Tools
X Property Sheet b 4
Selection type: Text Box
Text73 v
;Formaﬂi Data | Event | Other| All l
e _ """"""""" Name Text73 ~
Lost Control Source v ]
j—======== [Format N
H Decimal Places Auto
|" Visible Yes
I Text Format Plain Text
[ Datasheet Caption
’ Width ‘3
‘ Height 0.25°

3. The Expression Builder box will pop up. You can input your calculated control
expressions into this box. The report below had “=[Cost]*.85" to discount the cost
by 15% during an special discount period.

Expression Builder @

Enter an Expression to create a calculated control:
(Examples of expressions include [field1] + [field2] and [field1] < 5)

=[Cost]*.85

OK

Cancel

dlald

<< Less

Expression Elements

5l Tablet

Functions

| Database9.accdb
Constants
Operators

ﬁ Common Expressions

Ll

Expression Categories

Expression Yalues

~ A
<Field List> ~ | |acHiddenCurrentPage
<Parameters> AfterDelConfirmEmMacrc
Auto_LogoD AfterFinalRenderEmMact
Auto_HeaderD — | | AfterInsertEmMacro
Auto_Date AfterLayoutEmMacro
Auto_Time AfterRenderEmMacro
Label0 AllowDesignChanges
Labell AllowFilters

Labelz AllowLayoutView

Label3 V¥ ||| AllowReportView A

4. Click "OK.” An Enter Parameter Value box may pop up to have you set a value for
part of your new expression.
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Creating Labels

Click on the “Label” icon, which is under the Create tab in the “Reports” box.

; 3 : \N
- | L | | Q Report Wizard £ Module D‘
I I I Class Module N

Report Report Bla Labelks Macra Switchboard

Design Repo | Visual Basic Manager

Reports Macros & Code Switchboard

The Label Wizard box will pop up.

Label Wizard

This wizard creates standard labels or custom labels.

What label size would you like?

Product number; Dimensions: Number across:
R e T — —— =
C2163 11/2"x 39/10 2 =
C2241 11/4"x 7 31/50" 2 —|
C2242 25 %2% 3
2243 112" x 11/2° 4 v/
Unit of Measure Label Type
(3 English O Metric (&) Sheetfeed () Continuous

Filter by manufacturer: [avery )

Choose the label size that you need, if you size is listed. If not, you can create a customized

label to fit your specifications by clicking on the “Customize” button.

What label size would vou like?

Product number: Dimensions: MNumber across:

=

'C2163 11/2"x 39/10"

2
1C2241 11/4" x 7 31/50" 2 -
1C2242 2"x 2" 3
1C2243 11/2"x11/2" - v

You can filter the label list be manufacturer to make it easier to find your label. You will

also need to choose between an English or metric unit of measure and a sheet feed or

continuous label type. Click the “Next” button.

Best STL 2014 © Www.microsofttraining.net
0845 5194 797

Page 33



Unit of Measure

(®) English O Metric

Filter by manufacturer:

Label Type

() Sheetfeed () Continuous

|Avery

|

Cancel

You can select your font type, size, weight and color on the next page. You can also place

a check mark in the italic and/or underline boxes, if you want either of those options. Click

the “Next” button.

e

Label Wizard

What font and color would you like your text to be?

Text appearance

Font name: Font size:

[! v ] IS v j
Font weight: Text color:

et v )
[Jitalic [[] Underline

[ Cancel J [ < Back I[ Next >

J

On the next page you will choose which fields from your report that you want included

on your labels.

To select a field, click on it and then click on the > button. The field should show up in

the Prototype
Label box. Click “Next.”
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g N\

Label Wizard

What would you like on your mailing label?

/
» Construct your label on the right by choosing fields from the left, You may also
- type text that you would like to see on every label right onto the prototype.
Available fields: Prototype label:
LastName
FirstName ==
PaymentType
Status
Field1 Do’

[ Cancel ] [ < Back ][ Next > ] [ Finish ]

On the next page, you can decide how you want your labels sorted. Send selections from
the Available Fields box to the Sort By box by clicking the > and >> buttons. Once
finished, click "Next.”

"~ N

Label Wizard

You can sort your labels by one or more fields in your database. You might
want to sort by more than one field (such as last name, then first name), or by
just one field {such as postal code).

i

N

Which fields would you like to sort by?

Available fields: Sort by:

l

000000000000000000

00000000000000000

EID 1
N |LastName ’

FirstName >

PaymentType -

Status

Field1

| |

[ Cancel J [ < Back ][ Next > ] [ Einish ]

On the last page, name your report and choose “See the labels as they will look printed”
or "Modify the label design.” Click “Finished.”
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-

Label Wizard

What name would you like for your report?

Labels Table1 ]

That's all the information the wizard needs to create your labels!

What do you want to do?

(3) See the labels as they will look printed.
O Modify the label design.

[ Cancel ][ < Back ] Next

Your labels will open up in Print Preview automatically.
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Module Five: Understanding Relationships

This module will teach students about the different types of relationships, how to view

relationships, how to edit relationship, what referential integrity is and how to establish it.
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Types of Relationships

Relationships area means to join data to different tables, while avoiding redundancy in
the tables. Therefore, you can divide your data into different tables—using it only once—

and then add it into other tables by establishing relationships.
There are three types of relationships:

« A One-to-one relationship is where each entry on table 1 can only have a
relationship with one entry on table 2 and each entry on table 2 can only have a
relationship with one entry on table
1. These types of relationships are rare.

« A One-to-Many relationship is where each entry on table 1 can have a
relationship with multiple entries on table 2, but not vice versa.

+ A Many-to-Many relationship is where each entry on table 1 can have a
relationship with multiple entries on table 2 and each entry on table 2 can have a
relationship with multiple entries on table 1.

One big reason for creating table relationships: creating relationships provides a

foundation for establishing referential integrity, which will be discussed in a later section.
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Viewing Relationships

To view your relationships:

1. Click on the Relationships icon, which is located under the Database Tools tab
Home Create External Data Database Tools
LA j rl E@ F [ Database Docy
H ) i = Analyze Perfor
Compactand  Visual Run  Relationships Object -
Repair Database ~ Basic Macro Dependencies T8 Analyze Table
Tools Macro ) Relationships Analyze
All Access Obje... @ | Relationships
Search Define how the data in tables is
Arch. 4 related, such as ID fields or name
Tables A fields in different tables that should
A Table match,
Forms *
= Formi
2.

If you have Relationships that are already defined, then a relationship tab will
open up and display your relationships.

oyt m—

' [Eisci Ly
Home Create External Data

Database Tools Design

?; e % == Hide Table Cd

; gj Direct Relationships =
Edit [3) Relationship Report | Show
Relationships

= Close
Table 33 All Relationships

Relationships

Tools
» | ] Tablel | =7 Relationships

Tablel
¥ ID

3. You will have the option to show all of your relationships or just the direct

relationships. You can also hide the table or close the relationship tab completely.

Best STL 2014 © Www.microsofttraining.net

Page 39
0845 5194 797




Data Database Tools ‘ Design

:i = Hide Table
gj Direct Relationships —
oW o ) ) Close
ble 3% All Relationships

Relationships

Editing Relationships
To edit your relationships:

1. Open your relationship tab.
2. Select the relationship that you want to edit.

3. Click “Edit Relationships” in the Tools box.

\J

,?/_ X ClearL
Edit 23 Relatic
Relationships
Tools

5 Ij Tablel i “-r

4. An edit box will open.

Edit Relationships E]
TablejQuery: Related TablejQuery:
[Tablel v ‘ Tablel V]

1D v |ID A
— Join Type..
v

[IEnforce Referential Integrity

Cascade Update Related Fields

Cascade Delete Related Records

Relationship Type: One-To-One

5. Make your changes in the Edit Relationships box and then click “OK.”
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About Referential Integrity

The goal of referential integrity is to avoid having “orphaned” data. “Orphaned” data can

happen when you are deleting or updating the data in your tables.

For example, if you have a customer on table 1 that is linked to payments on table 2 and
then you delete that customer, then the payments linked to that customer on table 2 will

become “orphaned” data.
Referential integrity prevents this by denying changes that will result in “orphaned” data.

Since you may have a valid need to delete or update data in your tables, you can choose
to allow Access to update or delete data that have a relationship with the data you are

updating or deleting.
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Establishing Referential Integrity

1. In the Edit Relationships box, place a check mark in the box that says “Enforce
Referential Integrity.”

Edit Relationships @

Table/Query: Related Table/Query:
Table1 S| Table1 v |
- =
ID ¥ |ID A
_ Join Type..
" [Gezeen )

C New..
[JEnforce Referential Integrity feats New

Relationship Type: One-To-One

2. The choices to “Cascade update related fields” or “Cascade delete related
records” will open up. Put a check mark in one or both of these boxes if you want
to allow Access to update or delete data that have a relationship with the data

you are updating or deleting. 3. Then select "OK.”
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Module Six: Advanced Query Tasks

In this module, students will learn about advanced query tasks, such as sorting and
filtering a query, adding calculated fields, using the Expression Builder and using logical

functions.
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Sorting and Filtering a Query

1. Go to the Home tab and select the “Filter” icon from the Sort & Filter box.

Table Tools Marthwind : Database- C:\Users\Training\Doc

Create External Data Database Tools Fields Table Q Tell me what you want to do...

b(‘ Cut Y %l Ascending Y Selection~ r =1 Mew 2 Totals p EEC Replace

E s Copy e %l Descending '@Advanced' - E,ESave J:55.[;|elling - = GoTo~
= . Format Painter Remaove Sort Toggle Filter All~ Delete ~ FHMare~ [3 Select~

Views Clipboard £l L Sort & Filter Records Find

All Access Obje... ® «| Fiter preers

o— o OrderID - Employee - Customer =~ OrderDate - | Shipped Date -

30 Anne Hellung-|~ | Company AA 15/01/2006 22/01/2006 5

B Employees = 31 Jan Kotas Company D 20/01/2006 22/01,/2006 S
B inventory Transaction Types 32 Mariya Sergienko Company L 22/01/2006 22/01/2006 S
ER Inventory Transactions 33 Michael Neipper Company H 30/01/2006 31/01/2006 S
B invoices 34 Anne Hellung-Lar Company D 06/02/2006 07/02/2006 S
B3 Order Details 35 Jan Kotas Company CC 10/02/2006 12/02/2006 S
EH Order Details Status 36 Mariya Sergienko Company C 23/02/2006 25/02/2006 S
= a0 37 Laura Giussani Company F 06/03/2006 09/03/2006 S
ER Orders Status 38 Anne Hellung-Lar Company BB 10/03/2006 11/03/2006 S

2. If you want to sort the query, select “Ascending” or “Descending” instead of
“Filter.” Choose “Ascending” to put your field in alphabetical order.

Y 7l Ascending Y Selection -
%l Descending o] Advanced -

Filter
z# Remove Sort Toggle Filter
i Sort & Filter
| H {erers.-."-_._
? Order ID - Employee
Gl ndrew Cencirfes
80 Andrew Cencini
79 Andrew Cencini
81 Andrew Cencini
34 Anne Hellung-Lar
38 Anne Hellung-Lar
50 Anne Hellung-Lar
51 Anne Hellung-Lar
30 Anne Hellung-Lar

3. Choose "Descending” to put it in reverse alphabetical order.
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Y 2] Ascending 'V Selection -

_ %) Descending o] Advanced -
Filter

7.# Remove Sort Toggle Filter
Sort & Filter
= -Drders"-.__

Crder ID - Employee ~

[+

LR obert Zare e
73 Robert Zare

69 Mancy Freehafer

H H BH

41 Mancy Freehafer

[+

42 Nancy Freehafer

4. Choose "Remove Sort” if you want to undo the sorting that you have already
performed on your query.

Y E‘l Ascending Y Selection~

_ %l Descending o] Advanced -
Filter
Remove Sort Toggle Filter

Sort & Filter
+H Grders"-._.

OrderiD ~| Employee -
E Anne Hellung-Lar
31 Jan Kotas
32 Mariya Sergienko

H H B &

33 Michael Neipper

[+

34 Anne Hellung-Lar
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Adding Calculated Fields

Delete box.
File Home Create External Data Database Tools Fields REL Q Tellm
b/‘ AB 12 [ ERDate & Time L[| [E] Name & Caption T
4 & =
e Yes.,"No EH.(_DefaultValue
View Short Mumber Currency Delete Modify M
- Text [l Mare Fields Field Size Lookups Exp
Views Add & Basic Types - Properties
All Access Obje... ® ¢ Aa RichText L
search. ¥ 0 Attachment Customer ~ | Orc
] z AR ]
@ pynerink ompany
. = perlin
R Employees ] = “ompany D
j Inventory Transaction Types 'o.m Long Text Company L
==z Inventory Transactions ] fQ,  Lookup & Relationship Company H
ER Invaices LT Company D !
B order Details 12 General Company CC
e - L
EH Order Details Status Currency Company C
=1 orders & Euro Company F |
B3 Orders Status 12 Fixed Company BB
B3 orders Tax Status 12 Standard pomparty H
B3 Privileges 10° Scientific Company J
5 Products Date and Time Eompany G
Company J
EH Purchase Order Details E Short Date ompany K
EH Purchase Order status B Medium Date Eompany A
E Long Date pompany
EH Purchase Orders Company BB |
@ Ti /
B sales Reports © Timeam/pm Company | |
=z Shippers O Medjum Time Zompany F ]
. @ Time 2¢hour - ~ |
j Strings Vet A Tet
" |
= suppliers 12 MNumber .
B3 Tablet © Cureney |
Queries
Forms Yes/Mo
Datasheet View Fé Date/Time

1. Click on the “More Fields” button, which is under the Fields tab in the Add &

Click on the type of calculated field you want to create. Your options are text,

number, currency, yes/no and time/date.

This will open the Expression Builder. You will use it to create calculated fields.
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Expression Builder

ot

Enter an Expression to calculate the value of the calculated column:
(Examples of expressions indude [field1] + [fieldZ] and [field1] = 5)

| [ ok |

Expression Elements Expression Categories Expression Values
7 Orders A
() Functions Employee ID
n Constants Custamer ID
_ Order Date
------ -] Operators Shipped Date
Shipper ID
Ship Mame
Ship Address
Ship City
Ship State/Province
Ship ZIP jPostal Code W
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Using the Expression Builder

1. The Expression Builder helps you create a calculated field.

Expression Builder et

Enter an Expression to calculate the value of the caloulated column:
(Examples of expressions indude [feld1] + [fieldZ] and [field1] < 5)

|

Cancel
Help

=< Less

2. You will put your expression into the big white box.

3. Click "More >>" if you want to choose your expression elements, expression
categories and expression values.

4. Click "< < Less" if you want to revert back to the simplier version of the Expression
Builder.

Using Logical Functions

Logical functions are built-in functions that help make building an expression easier.
Expression categories include conversion, date/time, financial, inspections, math, program
flow and text. Each expression category has a list of expression values that you can use in

your expression.
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Expression Builder x
Enter an Expression to calculate the value of the calculated column:
(Examples of expressions indude [field1] + [fieldZ] and [field1] = 5)
:
Cancel
Help
<< Less
Expression Elements Expression Categories Expression Values
2] Orders .
=) Functions Conversion Asc
FJ s e Date/Time At
o el || Ainandal CObl
-8 Constants Inspection Choose
------ Yy Operators Math Cos
Program Flow DateSerial
Text Day
DDE
Exp
Fix e
Abs(number)
Returns a value of the same type thatis passed to it specifying the absolute value of a
number,

1. To use alogical functions, click on “More >>" on the right hand side of the
Expression Builder.

2. Click the + sign next to “Functions” in the Expression Elements box.

Expression Elements

~1] Table1
» 3 T

& Constants
%y Operators

3. Select "Built-in-Functions,” choose a selection from the Expression Categories box
and then the needed function from the Expression Values box.
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Expression Builder

ot

Enter an Expression to calculate the value of the calculated column:
(Examples of expressions indude [field1] + [fieldZ] and [field1] = 5)

:

IDKI

Expression Elements

-~ £ Orders

=) Functions

¢ AN ELilt-In Functions

----- =L Constants
LI Operators

Expression Categories
Conversion
Date/Time
Financial
Inspection
Math
Program Flow
Text

Expression Values

|

Asc

At

CDbl
Choose
Cos
DateSerial
Day

DDB

Exp

Fix W

Abs{number)

number,

Returns a value of the same type thatis passed to it specifying the absolute value of a
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Module Seven: Working with SQL

In this module, students will learn about the relationship between Access 2010 and SQL.
They will discover what SQL is, what an SQL statement is, they will learn about basic SQL

syntax and they will learn about the various uses of SQL in Access 2010.
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What is SQL?

SQL is an acronym for Sequence Query Language. Access is the database; SQL is the
language that is used to retrieve information from an Access database. In other words,

you use SQL to retrieve data from an Access database.

An Access database can—and often does—hold a lot of information. It can be time
consuming to search a large database for the exact information that you need. In a
situation like this, using SQL to search for and find the information that you need can save

you time and effort.

SQL can also work as a retrieval system for in-users. For example, if you have a personnel
database, employees within the personnel office can use SQL statements to retrieve data,

but most cannot modify the data within the database.

You can keep all or most users are in a read-only mode, which will disallow them

permission to modify the data. Different permissions can be set for different users.
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Understanding SQL Statements

An SQL statement is created from a series of clauses that detail the data you want to

search for. For example, the statement below is made up of three clauses: select, from and

where. It says that we want to search the "Payment Type” field from Table 1 for customers

who paid with Paypal.

Views Clipboard .

» || Z5] Tablel ll 3] Query1l

SELECT Payment_Type
FROM Tablel
WHERE Payment Type = "Paypal

In order to see or edit SQL statements, you must be in “SQL View,” which you get to by

going to the View option under the Home tab and then choosing “SQL View.”

SQL -
View Paste s

- Formg
SQL sal View

[§ ¥

b{ Design View

ST T C T S

There are six common clauses for SQL statements, although they are not the only ones.

These six common clauses are:

« select
+ from
«  where
« order by
« group by
« having
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Most clauses are optional, but two of them are required for every single SQL statement.

These two required clauses are select and from, because you must have a database and

field from which to search for the data.

Basic SQL Syntax

SQL statements are created by a group of SQL clauses and SQL clauses are created by

SQL syntax. Basic SQL syntax includes the following terms:
+ identifier
* oOperator
* constant

« expression

An SQL clause can be compared to a sentence and each term can be compared to a part

of a sentence.

An identifier is comparable to a noun in a sentence. It describes the database object that

you want to search for. “Customers.[Payment Type]” is an example of an identifier.

An operator is comparable to a verb or adverb in a sentence. It describes an action that

non

you want to perform or modifies an action. “as,” “and” and "“or” are all operators.

A constant is comparable to a noun in a sentence. It describes an unchanging value.

“100" and “NULL" are examples of a constant.

An expression is comparable to an adjective in a sentence. It combines all of the above
plus functions to create a single value. “>= Customer.[Payment Type]” is an example of

an expression.

Uses for SQL in Access

As we have already learned, the main use of SQL in Access is to retrieve data from a

database, based on statements given by the user.
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We have also briefly touched on a second use for SQL in Access, which is to give in-users
the ability to search for and retrieve data from a database, without allowing them access

to the entire database.

We looked at an example of personnel employees being able to quickly find employee

information in a database, without the need to access the entire database.

A third use of SQL in Access is to use it as a way to update a database remotely, so that

no one else is actually going into the database and modifying the raw data.

This last uses has two important benefits” it leaves less room for error and lessens the

possibility of modifying the wrong data, which can be detrimental to the entire database.
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Module Eight: Linking Data

In this module, students will learn how to link data. Topics will include linking to an Excel
spreadsheet, linking to an Access database, linking to a SharePoint list and linking to a

text or XML file. We will also look at other types of links.
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Linking to an Excel Spreadsheet

To link to an Excel spreadsheet:

1. Go to the "External Data” tab and choose the Excel icon from the Import & Link

box.
File Home Create External Data Database To
== ? 2=z ? []3 TextFile ™
g B B oy 9

) Fs XML File
Saved Linked Table| Excel Access OQODBC San
Imparts  Manager Database s More~ Exp
Import & Link

All Access C Import Excel spreadsheet

Import data from or link to data in a

Search. Microsoft Excel file,
T.j Employees
== = [

2. The "Get External Data — Excel Spreadsheet” box will pop-up.
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Get Bxternal Data - Excel Spreadsheet ? ¥

Select the source and destination of the data

Specify the source of the definition of the objects.

Eile name: A \Training: A
j C.\,Users\,Trammg\,DocumentS\] Browse...

Specify how and where you want to store the data in the current database.

@ Import the source data into a new table in the current database.

If the specified table does not exist, Access will create it. If the specified table already exists, Access might overwrite its
contents with the imported data, Changes made to the source data will not be reflected in the database.

(_) Append a copy of the records to the table: | customers

If the specified table exists, Access will add the records to the table. If the table does not exist, Access will create it.
Changes made to the source data will not be reflected in the database.

O Link to the data source by creating a linked table.

Access will create a table that will maintain a link to the source data in Excel, Changes made to the source data in Excel will
be reflected in the linked table. However, the source data cannot be changed from within Access.

OK Cancel

3. Browse for the source of the data.

4. Choose “Link to the data source by creating a linking table.”

5. Hit "OK."
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Linking to an Access Database

To link to an Access database:

1. Go to the "External Data” tab and choose the Access icon from the Import & Link
box.

File Home Create External Data Database Tools

m=z| T 67 TetFile MM F
9 B B B ome 97 S
_ R XML File
Saved Linked Table Excel Access ODBC Saved E
Imports  Manager Database  + More~ Exports

Import & Link

All Access Ob_JE" Import Access database

Import data frem or link to data in

Search. another Access databaze.

j Employees
j Inventory Transaction Types

j Inventory Transactions

2. The "Get External Data — Access Database” will open up.
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Get External Data - Access Database 7 >
Select the source and destination of the data
Specify the source of the definition of the objects.
File name: | CoyUsers\Training\Documents)| Browse...
Specify how and where you want to store the data in the current database.
Impo es, queries, forms, reports, macros, and modules into the current da .
® 1 rt tabl ies, f rts, d modules into th t database
If the specified object does not exist, Access will create it. If the specified object already exists, Access will append a
number to the name of the imported object. Changes made to source objects (including data in tables) will not be
reflected in the current database.
() Link to the data source by creating a linked table.
HAccess will create a table that will maintain a link to the source data. Changes made to the data in Access will be reflected
in the source and vice versa, NOTE: If the source database requires a password, the unencrypted password will be stored
with the linked table,
OK Cancel
3. Browse for the source of the data.
" . M M n
4. Choose “Link to the data source by creating a linked table.
M " "
5. Hit "OK.
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Linking to a SharePoint List

To link to a SharePoint list:

1. Go to the “External Data” tab and choose the "“More” icon from the Import & Link

box.

2. Select “SharePoint List” from the dropdown menu.

3. The "Get External Data — SharePoint Site” will open up.

Best STL 2014 ©

Northwind : Database- C:\User:

Home Create External Data Database Tools Q Tel

= === == ? EiTetfie P D E

) Er B TF one 9 SE
£

Saved Excel 1

Saved Linked Table Excel Access ODBC -
Database & More~ Exports

SharePoint List
E Import or Link to a

Imports  Manager

Impaort & Link

All Access Obje... @

Search..

Employees

Inventory Transaction Types
Inventory Transactions
Invoices

Order Details

Order Details 5tatus
Orders

Orders Status

Orders Tax Status
Privileges

Products

Purchase Order Details
Purchase Order Status
Purchase Orders

Sales Reports
Shippers

Strings

Suppliers

O i o

Tablel

o«

......

«

o

-

SharePoint List

lj Data Services

# Linkto a Data
Service

HTML Document
;

A Import or link to an

HTML Document
’_| Qutlook Folder

P Import or link to an

Outlook folder
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Get External Diata - SharePoint Site 7 *

Select the source and destination of the data

Specify a SharePoint site:

Specify how and where you want to store the data in the current database.

O Import the source data into a new table in the current database.

If the specified object does not exist, Access will create it, If the specified object already exists, Access will append a
number to the name of the imported object. Changes made to source objects (including data in tables) will not be
reflected in the current database,

@ Link to the data source by creating a linked table.
Access will create a table that will maintain a link to the source data.

< Back Next > OK Cancel

1. Specify a SharePoint site.
2. Choose “Link to the data source by creating a linked table.”

3. Hit "OK,” or “Next" if applicable.

Linking to a Text or XML File

To link to a text file:

1. Go to the "External Data” tab and choose the Text File icon from the Import &
Link box.
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Home Create External Data Database Tools

mma| = Cl TextFile. 1

T ’. @T il a? XML File >
Saved Linked Table Excel Access ODBC - Saved Excel Text XM
Imports  Manager Database | 7 More~ Exports File  File

Import & Link
A” ACCESS Ob_]e = « Import text file
Import data from or link to data in a

search. L delimited or fixed-width text file.

-

j Employees
j Inventory Transaction Types

2. The "Get External Data — Text File"” will open up.

Get External Data - Text File ? >

Select the source and destination of the data

Specify the source of the definition of the objects.

File name: | CyUsers\Training\Documents)| Browse...

Specify how and where you want to store the data in the current database.

@ Import the source data into a new table in the current database.

If the specified table does not exist, Access will create it. If the specified table already exists, Access might overwrite its
contents with the imported data. Changes made to the source data will not be reflected in the database.

O Append a copy of the records to the table: | customers
If the specified table exists, Access will add the records to the table, If the table does not exist, Access will create it.

Changes made to the source data will not be reflected in the database.

O Link to the data source by creating a linked table.
Access will create a table that will maintain a link to the source data. You cannot change or delete data that is linked to a
text file. However, you can add new records.

OK Cancel
3. Browse for the source of the data.
4. Choose “Link to the data source by creating a linked table.”
5. Hit “"OK."
To link to an XML file:
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1. Go to the “External Data” tab and choose the XML File icon from the Import &
Link box.

Hame Create External Data Database Tools Q Tell me what

| ™ 73 Text File | =]
5 B B BF > 5B &

_ 57 ML File
Saved Linked Table Excel Access ODBC Saved Excel Text XM

Imports  Manager Database -,.]Morev Exports Fle  File
Import & Link
All Access Obje... @ « Import XML file
Search, P Import an XML file,
B Employees -

2. The "Get External Data — XML File” will open up.

Get External Data - XML File

Select the source and destination of the data

Specify the source of the data.

Eile name: | chysersiTraining\Documents)| Browse...

The source data will be imported into a new table in the current database.

OK Cancel

3. Browse for the source of the data.

4. Hit "OK.”

Other Types of Links

To link to an ODBC database:
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1. Go to the "External Data” tab and choose the ODBC Database icon from the
Import & Link box.

Home Create External Data Database Tools Q Tell me what you want
=] === Els TetFile P10 @ g‘ g‘
9 9 @’ E a? XML File b 3 @ _@
Saved Linked Table Excel Access ODBC - Saved Excel Text XML PDF
Imports  Manager Database I 7 More~ Exports File  File orXPS
Import & Link Export

A“ ACCESS Ob_Je () «| Importorlink to an ODBC database, such as SQL server

Import data from or link to data in an ODBC database,

Search. P such as 50L Server.

e

=_=j Employees dl

2. The "Get External Data — ODBC Database” box will open up.

Get External Data - ODBC Database ? X

Select the source and destination of the data 4

Specify how and where you want to store the data in the current database.

@ Import the source data into a new table in the current database.

If the specified object does not exist, Access will create it. If the specified object already exists, Access will append a
number to the name of the imported object. Changes made to source objects (including data in tables) will not be
reflected in the current database.

O Link to the data source by creating a linked table.
Access will create a table that will maintain a link to the source data.

3. Choose “Link to the data source by creating a linked table.”

4. Hit "OK.”

To link to a data service:
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1. Go to the “External Data” tab and choose the “More” icon from the Import & Link

box.

2. Select "Data Services” from the dropdown menu.

—
o

Saved

Home Create

External Data

oz | =
[£]7 Text File mm| |__| EU
E2XMLFle 2

@ 0 &

Linked Table Excel Access OQDBC

Imports  Manager

Search.

dED BB OE B E A

Database

Import & Link

All Access Obje... @ «

Employeas

Inventory Transaction Types
Inventory Transactions
Invaoices

Order Details

Order Details Status

Crders

o)

-

Morthwind : Database- C:\Users\Trg

Y Tellm

Database Tools

Saved Excel Text

#More~  Eyports File

SharePoint List
: Import or Link to a

SharePoint List

Data Services
P Link to a Data
Service

HTML Document

T Import or link to an

HTML Document

|_| Qutlook Folder

N Import or link to an
Qutlook folder

3. The “Create Link to Data Services” box will open up.
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Create Link to Data Services ? *

Select a connection and specify connection parameters

Choose a connection to view detailed connection information.

Specify link name:

I Install new connection ... I Create Linked Table Close

4. Choose the “Install new connection” button on the bottom left hand side, and
follow the prompts to set up a connection.

5. Select a connection from the left hand side of the box. Details for that connection
will pop up on the right side of the box.

6. Specify link name in the box near the bottom left hand corner of the box (right
above the “Install new connection” button.

7. Hit the “Create Linked Table" button in the bottom right hand side, right next to
the “Close” button.

To link to an HTML document;

1. Go to the "External Data” tab and choose the “More” icon from the Import & Link
box.

2. Select "HTML Document” from the dropdown menu.
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Orders HTML docurment.

Orders Status

Home Create External Data Database Tools Q Tell mewh
m=s = 5 7 Text File Q c : l_
2 @y B F53 XML File s il
Saved Linked Table Excel Access ODBC Saved Eucel Text XML PDF  Emr
Imports  Manager Database & More~ Exports File  File orXPS
Import & Link ) 5 SharePaoint List Export
: =) T Import or Link to a
=«
AH ACCESS Ob_Je B SharePoint List
Search. L lj Data Services
22| Employees - A:" Link to a Data
Servi
:E Inventaory Transaction Types e
:E Inventory Transactions ﬂTMLDm:_ument
’ Import or link to an
EH Invoices HTML Document
B Order Details a';‘rlgm Import or link to an HTML document
B Order Details Status S:I'; Import data frem or link to data in an
=
=
-

3. The "Get External Data — HTML Document” will open up.

Get External Data - HTML Document ?

Select the source and destination of the data ‘

Specify the source of the definition of the objects.

File name: | c\Users\Training\Documents)| Browse...

Specify how and where you want to store the data in the current database.

@ Import the source data into a new table in the current database.
If the specified table does not exist, Access will create it. If the specified table already exists, Access might overwrite its
contents with the imported data. Changes made to the source data will not be reflected in the database.

(C) Append a copy of the records to the table: | Customers

If the specified table exists, Access will add the records to the table. If the table does not exist, Access will create it
Changes made to the source data will not be reflected in the database.

O Link to the data source by creating a linked table.
Access will create a table that will maintain a link to the source data.

QK Cancel
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1. Browse for the source of the data.

2. Choose “Link to the data source by creating a linked table.”

3. Hit"OK."

To link to an Outlook folder:

1. Go to the "External Data” tab and choose the “More” icon from the Import & Link

box.

2. Select "Outlook Folder” from the dropdown menu.

File Home Create External Data Database Tools 2 Tell me what YOu W
=] ™ EF Tet File ™ Fea Q‘ E E

9 9 @9 E @? XML File b p @
Saved Linked Table Excel Access ODBC Saved Ewcel Text XML P
Imports  Manager Database & More~ Exports File  File or
Import & Link Expor

All Access Obje... @ «

Search.

Employees

Inventory Transaction Types
Inventory Transactions
Invaoices

Order Details

Order Details 5tatus
Orders

Orders 5tatus

Orders Tax Status

1 O O O e e o

Privileges

P

s

SharePoint List
E Import or Link to a
SharePoint List

Data Services

Link to a Data
Service

HTML Document

& ﬂ* Import or link to an
HTML Document

= OQutlook Folder

aa’ Import or link to an
Outlook folder
Import or link to an Outlook folder

Import data from or link to data in a
Microsoft Outlook folder,

3. The "Get External Data — Outlook Folder” box will open up.
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Get Bxternal Data - Qutlook Folder ? *

Select the source and destination of the data

Specify how and where you want to store the data in the current database.

@ Import the source data into a new fable in the current database.

If the specified table does not exist, Access will create it, If the specified table already exists, Access might overwrite its
contents with the imported data. Changes made to the source data will not be reflected in the database.

O Append a copy of the records to the table: | Customers

If the specified table exists, Access will add the records to the table, If the table does not exist, Access will create it
Changes made to the source data will not be reflected in the database,

O Link to the data source by creating a linked table.
Access will create a table that will maintain a link to the source data.

4. Choose “Link to the data source by creating a linked table.”
5. Hit "OK."

To link to a dBASE file:

1. Go to the “External Data” tab and choose the "More” icon from the Import & Link
box.

2. Select "dBASE File” from the dropdown menu.
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MHome Create External Data Database Tools Fields Tahle
D o5 ) ] TextFile = =z === === i === RN 1
52 I F I TRERRLD

Import & Link

Excel Access ODBC Saved Excel Text XML PDF  E-mail
Database_k;EMOfe'L Exports File  File orXps & Mor:

SharePoint List ‘ Export

' » || = abler 53 Relationships \.[d 72 Import or Link to a |£
| IR | SharePoint List
ID ~ Clickto Add  ~ _
=3 Data Services
& (New) ‘f:; Link to a Data
Service
“g HTML Document
@ Import orlink to an
HTML Document
} Outlook Folder
10 . Import or link to an
Outlook folder
~——-| dBASE File
dB Impaort orlink to a
dBASE file
— — ———{ Import or link to a dBASE file
o
5 Import data from or link to data in
o a dBase file,
=
o

3. The "Get External Data — dBASE File” box will open up.

Get External Data - dBASE File 23]
Select the source and destination of the data ‘ "7 4
Specify the source of the data.
Eile name: [C:\Documents and Settings\OLS\My Documents), | Browse...

Specify how and where you want to store the data in the current database.

(O Import the source data into a new table in the current database.

If the specified object does not exist, Access will create it. If the specified object already exists, Access will append a number to the
name of the imported object. Changes made to source objects (including data in tables) will not be refiected in the current database.

(® Link to the data source by creating a linked table.

Access will create a table that will maintain a link to the source data. Changes made to the data in Access will be reflected in the
source and vice versa.

Cancel

4. Choose “Link to the data source by creating a linked table.”

5. Hit "OK."
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Module Nine: Importing Data

In this module, students will learn how to import data. Topics will include importing from
an Excel spreadsheet, importing from an Access database, importing from a SharePoint

list and importing from a text or XML file. We will also look at other types of imports.
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Importing From an Excel Spreadsheet

To import from an Excel spreadsheet:

1. Go to the “External Data” tab and choose the Excel icon from the Import & Link

box.

“ Home Create External Data Database To
mj o j“;l SE 3 | TextFile F
s M LS @ ) %

¥ XMLFile | =%

Saved =d Table | Excel Access ODBC . Sav
Imports Manage Database 'ﬁ More ¥ | Exp,
Import & Link
» || =] Tablel 'l‘, Import Excel spreadsheet eryl
ID Import data from or link to data in
* (1 a Microsoft Excel file,
Q Press F1 for more help.

2. The "Get External Data — Excel Spreadsheet” box will pop-up.

Get External Data - Excel Spreadsheet

Select the source and destination of the data &£

Specify the source of the data.

BIx

File name: :C ;Documents anagéfnngs".,é!;S—'JvW;,:Bocument's\é-amale ;mead;hée&.x@x T Browse...

Specify how and where you want to store the data in the current database.
(3) Import the source data into a new table in the current database.

with the imported data. Changes made to the source data will not be reflected in the database.

(O Append a copy of the records to the table: ‘

to the source data will not be reflected in the database.

O Link to the data source by creating a linked table.

Access will create a table that will maintain a link to the source data in Excel, Changes made to the source data in Excel will be
reflected in the linked table. However, the source data cannot be changed from within Access.

If the specified table does not exist, Access will create it. If the specified table already exists, Access might overwrite its contents

If the specified table exists, Access will add the records to the table. If the table does not exist, Access will create it, Changes made

l OK J [ Cancel

J

3. Browse for the source of the data.

4. Choose "Import the source data into a new table in the current database.”

5. Hit "OK."
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Importing from an Access Database

To import from an Access database:

1. Go to the “External Data” tab and choose the Access icon from the Import & Link

box.

“ Home Create External Data Database Tools
S :E T I:; o] Text File =
5 % 90 & |

»®3 XML File
Saved Linked Table Excel Access ODBC . Saved
Database %#J More ¥ Exports

Imports Manager
Import & Link
B = Tablel\(_-‘:j’ Relal Import Access database L
ID » Import data from or link to data in
¥* (New} another Access database.
0 Press F1 for more help.

2. The "Get External Data — Access Database” will open up.

Get External Data - Access Database

Select the source and destination of the data <

Specify the source of the data.

Eile name: ;c:‘\Documents and Settings\OLS\My Documents'\Database 17.accdb | [ Browse...

|

Specify how and where you want to store the data in the current database.

(3) Import tables, queries, forms, reports, macros, and modules into the current database.

O Link to the data source by creating a linked table.

Access will create a table that will maintain a link to the source data. Changes made to the data in Access will be reflected in the
source and vice versa. NOTE: If the source database requires a password, the password will be stored with the linked table.

If the specfied object does not exist, Access will create it. If the specified object already exists, Access will append a number to the
name of the imported object. Changes made to source objects (including data in tables) will not be reflected in the current database.

[ OK ] [ Cancel
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6. Browse for the source of the data.
7. Choose “Import tables, queries, forms, reports, macros, and modules into the

current database.”

8. Hit "OK."
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Importing from a SharePoint List

To import from a SharePoint list:

1. Go to the “External Data” tab and choose the "“More” icon from the Import & Link

box.

2. Select “SharePoint List” from the dropdown menu.

“ Home Create External Data Database Tools Fields Table

== o] Text File J— @+
5 5 55 5 SRE R
2 | B rie | BP S % e 5 B
Saved Linked Table Excel Access ODBC Saved Excel Text XML PDF  E-mail =
Imports Manage Database‘ ;MO"E '| | Exports _ File File orXPS gy h

v Import & Link J]? SharePoint List Export
| 5 |} =] Tablel {3 2_Relationships | i 12 Import or Link to a
e SharePoint List
ID ~ | Click to Add ~
* (New)

@ Data Services
# Link to a Data
Service Import data from or link to data in

int list.,
;7‘.:.; HTML Document a‘ SharePoint list
@ Import or link to an

HTML Document

Import SharePoint list

- Outlook Folder

Import or link to an
Qutlook folder

-4 dBASE File
\_dB Import orlinkto a
dBASE file

3. The "Get External Data — SharePoint Site” will open up.
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Get External Data - SharePoint Site @

Select the source and destination of the data <

Specify a SharePoint site:

l

Specify how and where you want to store the data in the current database.

(3) Import the source data into a new table in the current database.

If the specified object does not exist, Access will create it, If the specified object already exists, Access will append a number to the
name of the imported object, Changes made to source objects (including data in tables) will not be refiected in the current database.

O Link to the data source by creating a linked table.

Access will create a table that will maintain a link to the source data. Changes made to the data in Access will be reflected in the
source and vice versa,

Back Next Ok Cancel

4. Specify a SharePoint site.
5. Choose “Import the source data into a new table in the current database.”

6. Hit "OK,” or “Next” if applicable.

Importing From a Text or XML File

To import from a text file:

1. Go to the “External Data” tab and choose the Text File icon from the Import & Link

box.
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MHome Create External Data Database Tools Fields Tablt
o | - = ¥ £ e
'I'j ! - j‘ 5| j 2| 5 [ Text File fj ‘I‘?
j}. P | x-'ﬁ A f ‘ 2 % ol L
w— ST 9 »® XML File » X S S

Saved Linked Table Excel Access ODBC Saved Excel Text xp

Imports Manager Database ’;j More~ | Exports File Fi
Import & Link

' » || =3 vabler | 3 Relationships \ [l Ta| import text file

iD - ClicktoAdd ~ Import data from or link to data in
* (New) a delimited or fixed-width text file.

9 Press F1 for more help.

2. The "Get External Data — Text File” will open up.

Get External Data - Text File L

Select the source and destination of the data { o

Specify the source of the data.

Eile name: 1C: \Documents and Settings\OLS\My Documents\mp3 requirements. txt 1 [ Browse. .. ]

Specify how and where you want to store the data in the current database.

(3) Import the source data into a new table in the current database.

If the specified table does not exist, Access will create it. If the specified table already exists, Access might overwrite its contents
with the imported data. Changes made to the source data will not be reflected in the database.

() Append a copy of the records to the table:

If the specified table exists, Access will add the records to the table. If the table does not exist, Access will create it. Changes made
to the source data will not be reflected in the database.

(O Link to the data source by creating a linked table.

Access will create a table that will maintain a link to the source data. You cannot change or delete data that is linked to a text file.
However, you can add new records.

l OK I [ Cancel ]

3. Browse for the source of the data.

4. Choose "Import the source data into a new table in the current database.”

5. Hit "OK."
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To link to an XML file:

1. Go to the "External Data” tab and choose the XML File icon from the Import & Link
box.

|
“Home Create External Data Database Tools Fields Tabl
=z g j; o = o7 Text File j o [ === =
z S3 & ; f 1 E = !
ws? ke (X @ ) 5 CE_‘?] CER

»% XML File
Saved Linked Table Excel Access ODBC Saved Excel Text Xl

Imports Manager Database ’;j More > | Exports File F
Import & Link

' » || =3 Tabler | x5 Relationships.|. 8l Tal import XML file
ID v (ClicktoAdd ~ | 1mport an XML file.
* (New)

2. The "Get External Data — XML File” will open up.

Get External Data - XML File 33
Select the source and destination of the data {
Specify the source of the data.
File name: {C: \Documents and Settings\OLS My Documents!| ‘ Browse...

The source data will be imported into a new table in the current database.

3. Browse for the source of the data.
4. Hit "OK."
Other Types of Imports
To import from an ODBC database:
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1. Go to the "External Data” tab and choose the ODBC Database icon from the Import
& Link box.

“Home Create External Data Database Tools Fields Table
:':j ZT:E ﬁ 3 7] Text File ‘Ij === === ===
W kel (XF | ) R R

%34 XML File
Excel Access ODBC ‘ Saved Excel Text XML
Database ;I;jMore' Exports File File o

Import & Link Expo

Saved
Imports Mz

» || 5] Tablel “’ ‘—i‘j Relationship| Import or link to an ODBC database, such as SQL server |

ID v | Click to 4 Import data from or link to data in an ODBC
#* (New) database, such as SQL Server,

e Press F1 for more help.

2. The "Get External Data — ODBC Database” box will open up.

Get External Data - ODBC Database @

Select the source and destination of the data <

Specify how and where you want to store the data in the current database.

(3) Import the source data into a new table in the current database.

If the specified object does not exist, Access will create it. If the specified object already exists, Access will append a number to the
name of the imported object. Changes made to source objects (including data in tables) will not be reflected in the current database.

O Link to the data source by creating a linked table.

Access will create a table that will maintain a link to the source data. Changes made to the data in Access will be reflected in the
source and vice versa.

I OK ] [ Cancel ]

5. Choose “Import the source data into a new table in the current database.”

6. Hit "OK."
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To import from an HTML document:

1. Go to the "External Data” tab and choose the “More” icon from the Import & Link

box.

2. Select "HTML Document” from the dropdown menu.

MR AT A

Me Create ‘ External Datai‘; Database Tools | Fields Table '
f = R = 2 fTerie  FFH . . L 0 @ Acce
,. 2 O e - 57 Gk h Sl B
@ Fed j lﬁ 9 ¥ XML File s 9L 9™ $a =

_@J Wor
Saved Linked Table Excel Access ODBC [ Saved Excel Text XML  PDF  E-mail
Imports  Manager Database {a More *| | Exports File  File orXps %’ Maor

Import & Link SharePoint List | Export

= T N R i ins & Import or Link to a
» E M‘% Rmmmx i SharePoint List
ID ~ | Click to Add  ~
*\ (New)

Data Services

Link to a Data
Service

b
ol

HTML Document

Import or link to an
HTML Document

Outlook Folder

Import or linkto an | Import data from or link to data in
Outlook folder an HTML document.

-| dBASE File
l Import or link to a

dBASE file

Import or link to an HTML document

_ql ¢
Ot i

3. The "Get External Data — HTML Document” will open up.
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Get External Data - HTML Document @

Select the source and destination of the data <

Specify the source of the data.

Eile name: {C: \Documents and Settings\OLS\My Documents\Samples\Real Estate Samples\4 Tips on Investment pi Browse... |

Specify how and where you want to store the data in the current database.

(3) Import the source data into a new table in the current database.

If the specified table does not exist, Access will create it. If the specified table already exists, Access might overwrite its contents
with the imported data. Changes made to the source data will not be reflected in the database.

) Append a copy of the records to the table: ‘

If the specified table exists, Access will add the records to the table. If the table does not exist, Access will create it. Changes made
to the source data will not be reflected in the database.

(O Link to the data source by creating a linked table.

Access will create 3 table that will maintain a link to the source data. Changes made to the data in Access will be reflected in the
source and vice versa,

[ OK I [ Cancel ]

4. Browse for the source of the data.

5. Choose “Import the source data into a new table in the current database.” 6. Hit

"OK."

To import from an Outlook folder:

1. Go to the "External Data” tab and choose the “More” icon from the Import &
Link box.

2. Select "Outlook Folder” from the dropdown menu.

Best STL 2014 © www.microsofttraining.net Page 82
0845 5194 797




MHome Create External Data Database Tools Fields Table
m: W] Text File = Ml == ':':'1' 0 (AP Acce
B VE F B B oo b7 Sm 0 em wn Bg

&) wor

Saved Linke le Excel Access ODBC Saved Excel Text XML PDF  E-mail
Imports  Manage Database [24) More - | Exports File  File orXps & Mor
Mot & Lk | T SharePoint List ‘ Export

B = ‘l'at»lel.‘(.~J Relaﬂonshnps\{ﬁ Tal W Import or Link to a
Jacsdi] SharePoint List

ID - | Clickto Add ~ | . }

. o7 Data Services

2 (New) ‘ o‘:g Link to a Data

Service

r";l HTML Document
9] -

Import orlink to an
HTML Document

i ?\: Outlook Folder
[ ,o i Import or link to an

‘ Outlook folder

Import or link to an Outlook folder

- dBASE File
| f Import or link to a Import data from or link to data in
dBASE file a Microsoft Outlook folder,

3. The "Get External Data — Outlook Folder” box will open up.

Get External Data - Outlook Folder

Select the source and destination of the data ‘ "/,

/ PN
Specify how and where you want to store the data in the current database.,
(3) Import the source data into a new table in the current database.

If the specified table does not exist, Access will create it. If the specified table already exists, Access might overwrite its contents
with the imported data. Changes made to the source data will not be reflected in the database.

O Append a copy of the records to the table:

If the specified table exists, Access will add the records to the table, If the table does not exist, Access will create it. Changes made
to the source data will not be reflected in the database.

(O Link to the data source by creating a linked table.

Access will create a table that will maintain a link to the source data. Changes made to the data in Access will be reflected in the
source and vice versa.

[ OK ] [ Cancel ]
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4. Choose “"Import the source data into a new table in the current database.” 5.

Hit “"OK."

Module Ten: Exporting Data

In this module, students will learn how to export data. Topics will include saving an object as
a PDF, exporting to an Excel spreadsheet, exporting to a SharePoint list and exporting to a

Word or text file. We will also look at other types of exports.
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Saving an Object as a PDF

To save an object as a PDF:

1. Go to the "External Data” tab and choose the PDF or XPS icon from the Export box.

Home Create External Data Database Tools Fields Table

@ Tell me what you want to do...

p— === [ B TetFile M 2| B FAAccess
T ’ @T E? ;—‘:XMLFHE b | @ @ gg [__I

_ . .,L_fﬂWord Merge
Saved Linked Table Excel Access ODBC Saved Excel Text XML PDF  Email =
Imparts  Manager Database © # More~ Exports File File  orXPS 5 More~
Import & Link Expaort
: =] Products \,
All Access Obje... @ « || = \__ FDF or XPS L
Supplier IDs = |ID - | Product( Export selected object to a PDF or B
Search, yol .
Supplier D - 1 NWTB-1  #PS document file,
B Employees Supplier 3 NWTCO-3 Northwind Traders Syrup
=== IR R - T Crvnmmlime 1 Al nnarren s Bimrthiind Teadnes Sriim Cas-

3. The “Publish as PDF or XPS" box will pop up.

[E Publish as PDF or XPS X
= « # [ » ThisPC » Desktop ~w @&/ | Search Desktop 2
Organize * Mew folder EEEA o

v 3 Ouick access " Marme Date moedified Type

I Desktop P SR Course Feedback 01/07/2016 12:27 Internet Shortcut
; Downloads # 7. Courseware Files Thawspace 01/07/2016 16:30 Shortcut
Documents  # i=| Documents - Shortcut 26/07/2016 18:03 Shortcut
[&] Pictures -
Completed
Jﬁ Music
m Videos
@ Microsoft Access
#@ OneDrive v £ >
File name: | Products —
Save as type: |PDF ~
Open file after publishing Optimize for: () Standard (publishing
online and printing)
(® Minimum size
{publishing enline)
Options...
» Hide Folders Tools - Publish Cancel
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9. Choose a “Save in" location.
10. Specify a file name and ensure that the “Save as type” is PDF

11. Place a checkmark in the “Open file after publishing” box if you want to select that
option.

12. Select an “"Optimize for” choice.

13. Hit "Publish.”

Best STL 2014 © www.microsofttraining.net Page 86
0845 5194 797




Exporting to an Excel Spreadsheet

To export to an Excel spreadsheet:

1. Go to the "External Data” tab and choose the Excel icon from the Export box.

Haome Create External Data Database Tools Fields Table Q Tell me what you war
==z =z el [;]?Tmrt File [lI— H Access
7 B B o SFEBEEE B
_ s XML File S Word b
Saved Linked Table Excel Access 0ODBC Saved  Excel Text XML Ernail
Imports  Manager Database = # More~ Exports File  File orXPS I: Mare -
Import & Link Export
: - = Pru:nducts.'-._ Export to Excel dsheet
All Access Obje... @ « . Bxporttobxcelspreadshe L
ceorch 0 Supplier IDs Export selected object to an Excel Pr
are Supplier D worksheet in a Microsoft Excel file.  \wind Trac
B Employees Supplier ) 3 NWTCO-3 MNorthwind Trac
EH Inventory Transaction Types Supplier ] 4 NWTCO-4 Morthwind Trac
B Inventory Transactions SuppllerJ 5 NWTO-5 Morthwind Trac
2. The "Export — Excel Spreadsheet” box will pop-up.
Expart - Excel Spreadsheet ? X
Select the destination for the data you want to export {

Specify the destination file name and format.

Eile name: | coyUsers\Training\Documents\Products.xlsy Browse...

File format: | Eycel Workbook (*xlsx) w

Specify export options.

[] Export data with formatting and layout.
Select this option to preserve most formatting and layout information when exporting a table, query, form, or report.

Open the destination file after the export operation is complete.
Select this option to view the results of the export operation. This option is available only when you export formatted data.

Export only the selected records.

Select this option to export only the selected records, This option is only available when you export formatted data and
have records selected.

Cancel
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3. Browse for the destination file.
4. Select a file format.
5. Place a checkmark in the “Export data with formatting and layout” box.

6. The option to "Open the destination file after the export operation is complete” will
open up. Choosing this is optional. Place a checkmark in the box if you want it. 7. Hit

"OK."

Exporting to a SharePoint List

To export to a SharePoint list:

1. Go to the "External Data” tab and choose the “More” icon from the Export box.

2. Select "SharePoint List” from the dropdown menu.

Home Create External Data Database Tools Fields Table Q Tell me what you want to do...
== '_| '_‘ [;]'-“,.TextFiIE ] r‘ @ E : I% rﬂACCESS
? & Er [= EOXMLFle ¥ 4 fe) Glel ~ By Word Merge
Saved Linked Table Excel Access ODBC = \ore - Saved Excel Tt?_x‘t XML PDF  Email ™ More~
Imports  Manager Database 4 VIOT& Exports File  File orXPs 5 Ll
Import & Link - Export F Word
AH ACC@SS ObJe ® « FH Products \, \-)@ Eﬁrtthe:electecl object to Rich
P yo Supplier IDs +|ID - Product Code - ascription - | Si
- 1 NWTB-1 North ,—| SharePoint List

B employees = |® suppliers 3 NWTCO-3 Nortt S0 mfe";:‘:tse'“tff LR

EH Inventory Transaction Types # SupplierJ 4 NWTCO-4 MNortk Export to SharePoint list
EH Inventory Transactions # Supplier) 3 NWTO-5 Nortk % ODBC Dat; Export selected object as a
= nvoices 4l Supplier B, Supplier F 6 NWTIP-6 Nortt & Eﬁ:;i‘e SharePoint lst.

_ + Supplier B 7 NWTDFN-7 Nortk

B3 Order Details @ supplier H 3 NWTS-8 Nortt i EﬂTMl Flclbcumlen;

EH Order Details Status 7 supplier B, Supplier F 14 NWIDFN-14  Nortf et elected objectto an

B3 orders + Supplier F 17 NWTCFV-17 Northwime rreusrs rro coesan

3. The "Export — SharePoint Site"” will open up.
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Export - SharePoint Site ? *

Export data to SharePoint list

Specify a SharePoint site:

[Mote: If there is already a list with this name, a number will be appended to the name of the new

Specify a name for the new list. list.)

Products

Description:

Open the list when finished
Mote: Exporting a table to the SharePoint site will move all related tables as well.

QK Cancel

4. Specify a SharePoint site.
5. Choose a name for the new list.
6. Write in a description of the new list

7. Place a checkmark in the “Open the list when finished” box if you want that option. 8.

Hit “"OK."

Exporting To a Word or Text File

To export to a Word file:

1. Go to the “External Data” tab and choose the “More” icon from the Export box.
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2. Select "Word" from the dropdown menu.

Home Create External Data Database Tools Fields Table Q Tellr

— ==zl B TedFile T ] i~ AC“‘—“
) Dl ey R 52 88 6 &

L,L_‘ll:ﬂWordMerge
Saved Linked Table Excel Access ODBC Saved Excel Text XML PDF  Email

Imports  Manager Database 7 More~ Exports File  File worXPS 5 More~
Import & Link - . Export r| Word
A” ACC@SS Ob_]e ® « =1 Products 9@ Export the selected object te Rich
P ye Supplier IDs = 1D ~  Product Code - e a5C1
e
Supplier D v 1 NWTB-1 Nortt [ Export to RTF file

B Eemployees SupplierJ 3 NWTCO-3 Nortt ™ Export selected object to a Rich Text

B3 Inventory Transaction Types SupplierJ 4 NWTCO-4 North Format file,

B Inventory Transactions Supplier J 5 NWTO-5 Nortt l:;: ;uuz Ualta:adseb. N

- - " port selected onject to an
BEH Invoices # Supplier B, Supplier F 6| NWTIP-6 Nortt Database, such as SOL Server
= ) Supplier B 7 NWTDFN-7 Norik
Order Details Supplier H 8 NWTS-8 Nortt [75 g{"‘“ D‘l‘c”’“de“;_
i R . ort selected object to an

B8 order Detals Status Supplier B, Supplier F 14 NWTDFN-14  Nortt L o

B orders Supplier F 17 NWTCFV-17 Northwmm ausrs rruccocsan

EH orders status Supplier A 19 NWTBGM-19 Northwind Traders Chocolate Biscuits Mix

n M n M
3. The “Export — RTF File” box will open up.
Export - RTF File ? >
Select the destination for the data you want to export 4
Specify the destination file name and format.
File name: | cUsers\Training\Documents\Products.rtf Browse...

Specify export options.

Export data with formatting and layout.
Select this option to preserve most formatting and layout information when exporting a table, query, form, or report.

|:| Open the destination file after the export operation is complete.

Select this option to view the results of the export operation. This option is available only when you export formatted data.

Export only the selected records.

Select this option to export only the selected records. This option is only available when you export formatted data and
have records selected.

4. Browse for the file that you want to export the data to.
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5. Place a checkmark in the “Export data with formatting and layout” if it is not already
selected.

6. Place a checkmark in the “Open the destination file after the export operation is
complete” if you want to choose that option.

7. Hit "OK."

To export to a text file:

1. Go to the “External Data” tab and choose the Text File icon from the Export box.

Home Create External Data Database Tools Fields Table Q Tell me what you want to do...
== PR ? [£]3 Text File | r =] l— P Access
% By E X I;[ ] I;@ I; =1 =
r & @ [E ERXMLFile 2 9 Glol ~ EfyWord Merge
Saved Linked Table Excel Access ODBC Saved Excel @ Text XML PDF  Email =
Imports  Manager Database s More~ Exports File = File orXPS s More -
Import & Link Export
: = Products ', i
All Access Obje... ® «||F Produds\ Export to text file I
Search e Supplier IDs ~ | IL Export selected object to atext file,  [Product Name
SupplierD e L NYWID-L muruwenu rraders Chai
B Employees Supplier ) 3 NWTCO-3 MNorthwind Traders Syrup
EH Inventory Transaction Types Supplier) 4 NWTCO-4 Morthwind Traders Cajun Sea
. - o F Covmmlime 1 S RIWAITHA B Blmrtbhasrimd Teadaee Ailivees Ml

2. The "Export — Text File” will open up.
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Export - Text File ? *

Select the destination for the data you want to export

Specify the destination file name and format.

File name: | CyUsers'Training\Documents\Products.be| Browse...

Specify export options.

|:| Export data with formatting and layout.
Select this option to preserve most formatting and layout information when exporting a table, query, form, or report,

Open the destination file after the export operation is complete.

Select this option to view the results of the export operation. This option is available only when you export formatted data.
Export only the selected records.

Select this option to export only the selected records. This option is only available when you export formatted data and
have records selected.

3. Browse for the file that you want to export the data to.
4. Place a checkmark in the “Export data with formatting and layout.”

5. Place a checkmark in the “Open the destination file after the export operation is
complete” if you want to choose that option.

6. Hit "OK."

Other Types of Exports

To export to an ODBC database:

1. Go to the "External Data” tab and choose the “More” icon from the Export box.

2. Select "ODBC Database” from the dropdown menu.
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External Data Database Tools Fields Table Q Tell mewh

= RTedtfile ! U AAccess
B = [ XML File ;-) @ g‘@ @ =1 EffyWord Merge

:ess ODBC - aved Excel Text XML PDF  Email -
Database | # More~ Exports File  File orXPS s Mare~
dnk Export Word
) = Prnducts."'-._ Export the selected object to Rich
Supplier IDs ~|ID - Product Code - Tedt sscription - | Standard Cost - | List Price - Reort
£ Supplier D 1 NWTB-1 North [T SharePoint List £13.50 £18.00
= Supplier 3 NWTCO-3 Nortt [ E’;ﬂ?&ﬂ?:ﬁ?&ﬁff object to £7.50 £10.00

Supplier J 4 NWTCO-4 Nortk - £16.50 £22.00
supplier ) 5 NWTO-5 Nortt| [, ODBE Database £16.01 £21.35
suppliar B, Supplier F 6 NWTIP-6 Nortt 9= S il £1875  £25.00
Supplier B 7 NWTDFN-7 North

HTML Document Export selected object to an ODBC database, such as SQL server

Suppl?er H - & NWTS-8 North }®] Export selected object | Export selected object to an ODBC database, such as SQL Server,
Supplier B, Supplier F 14 NWTDFN-14 Mortk HTML document — —

Supplier F 17 NWTCFV-17 MNorthwimu rrausrs rranccossan £29.25 £39.00

3. An Export box will pop up. Type in the name of the place in which you want to
export the current database to.

Export 7 >

Export Products to:
Products
in ODBC Database

Cancel

4. The "Select Data Source” box will open up. Choose the file source data from the
dropdown menu and specify a DSN name. You can also use a machine data source.

Select Data Source *

File Data Source  Machine Data Source

Look in: | Desktop ~

[

DSN Name: New...

Select the file data source that describes the driver that you wish to connect to.
You can use any file data source that refers to an ODBC driver which is installed
on your machine.

Cancel Help

7. Hit "OK."
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To export to an HTML document:

1. Go to the "External Data” tab and choose the “More” icon from the Export box.

2. Select "HTML Document” from the dropdown menu.

Home Create External Data Database Tools Fields Table Q e
= =zl | ? P TextFile [ jzp=! g‘u : : @J:l. PR Access
7 @y B = ERXMLFile ¥ s Sle) Sl EfjWord Merge
Saved Linked Table Excel Access ODBC - Saved Excel Text XML PDF Email
Imports  Manager Database |+ More~ Exports File  File orXPS s More~
Import & Link Export r Word
All Access Obje.‘. ® « I Products 9@ Export the selected object to Rich
F— ¥ List Price ~ Reorderle - Targetlevel -  Quantity Ted Reo
arch.. -
£13.00 10 40 10boxes x [T SharePoint List
T employees - £10.00 25 100 12- 550 ml 90 E):‘pur;thﬁtﬁﬁlﬁttlﬁctl object to
EH Inventory Transaction Types £22.00 10 40 43- 6 02 jal arePoint as a lis
Z inventory Transactions £21.35 10 40 36 boxes E‘E D toan CDEC
1 . N xport selected object te an
T invoices * £25.00 = 100 12- 8 0z jal Database, such as SOL Server
— £30.00 10 40 12-11b pk
Order Details B HTML Document
£40.00 10 40 12-12 i -
B8 Order Details Status £23.95 10 10 40 m;z] @ Bxport selected object to an
2 = BF HTML document
B orders £35.00 10 40 15.250Z (=)
B3 Orders status £9.20 5 20 10 boxes x 12 pieces O

3. The "Export — HTML Document” will open up.

Export - HTML Document ? >

Select the destination for the data you want to export q

Specify the destination file name and format.

File name: | coyusersiTraining'Documents\Products.html Browse...

Specify export options.

|:| Export data with formatting and layout.
Select this option to preserve most formatting and layout information when exporting a table, query, form, or report.

Open the destination file after the export operation is complete.
Select this option to view the results of the export operation. This option is available only when you export formatted data.

Export only the selected records.

Select this option to export only the selected records. This option is only available when you export formatted data and
have records selected.

4. Browse for the file that you want to export the data to.
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5. Place a checkmark in the “Export data with formatting and layout.”

6. Place a checkmark in the “Open the destination file after the export operation is
complete” if you want to choose that option.

7. Hit "OK."
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Module Eleven: Advanced Database Tools

In this module, students will learn how to use advanced database tools. These tool include
the database documenter, the analyze performance functions and the repair/compact

database tool.
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Using the Database Documenter

1. Click in the "Database Documenter” under the Database Tools tab in the Analyze

box.
Home Create External Data Database Tools ';-' Tell me what you want to do...
W \aj DI E@ r‘ [;5 Database Documenter A= l_a ﬁj‘
Y - = 3 Analyze Performance D?
Compactand  Visual Run  Relationships Object = Access SharePoint  Add-
Repair Database  Basic Macro Dependencies &8 Analyze Table Database ins =
Tools facro Relationships Analyze MMove Data Add-ins
AH Access Ob_]e = « Database Documenter
Search.. yel
EH Employees -

2. The documenter box will pop up. Put a check mark in the box next to each part of
the database that you want to print.

=] Documenter >
'K%‘b Modules Current Database All Object Types
Tables Querieg Forms B Reports  Macros

™ E Employee Privileges
[T E Employees Cancel
r Inventory Transaction Types
™ B Inventory Transactions Select
[T B Invoices . Select Al
™ E oOrder Details
[ E Order Details Status Deselect Al
[T B orders
™ E Orders Status W Options...

3. Hit "OK.
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1. View your selected items in print mode. You can view one, two or more pages at a
time. You can also change the size and margins, insert columns or switch to
landscape formatting before you print.

2. You can also zoom in on your document by clicking directly on it.

Analyzing Table Performance

1. Click on the "Analyze Performance” button under the Database Tools tab in the
Analyze box.
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Home Create External Data Database Tools W Tell me what you want te do...

"'ET |J D! D,EI m :E': Database Documenter IEE ﬁj‘

' A - M Analyze Perfarmance )
Compactand  Visual Run  Relationships Object Access SharePoint  Add-

=
Repair Database  Basic Macro Dependencies 0/ Analyze Table Database ins ~
Tools Macro Relationships Analyze Move Data Add-ins

2. The Performance Analyzer box will open up. Choose the Tables tab and then

place a check mark next to the tables that you want to analyze.

@ Performance Analyzer >
4% Modules Current Database All Object Types

Tables Queries Forms B Reports & Macros

[~ E& Employee Privileges

- Employees Cancel

r Inventory Transaction Types

r Inventary Transactions Select

[T E Invoices . Select Al

[™ E order Details

[ B order Details Status Deselect Al

[~ E orders

[~ E Orders status R

3. If there are suggestions for improvement, you will be notified of them and able to

make the suggested
@ Performance Analyzer
Analysis Results: -
@ Table 'Customers’: Change data type of field "ZIP/Postal Code’ from "Short Text’ to ‘Lom =T
(E' Table "Orders: Change data type of field ‘Ship ZIF/Postal Code’ from "Short Text' to ‘Lo
Select All
Deselect all
Cloze
Key: 0 Recommendation % suggestion @ Idea 4 Fixed
—Analysis Notes:
This optimization will benefit the Table 'Customers' and potentially other objects in your
database.
Using appropriate data types can improve performance when you query and access data. To
assign appropriate data types, open the table in Design view and change the data type of
the field to the data type the wizard suggests above. Caution: Changing & data type will
erase existing data that doesn't match the new data type and will limit the kind of information
you can store in the field.
Help

If there are no suggestions a message displays.
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Performance Analyzer

1 ) The Performance Analyzer has no suggestions to improve the objects you selected.

Analyzing Database Performance

1. Click on the "Analyze Performance” button under the Database Tools tab in the
Analyze box.

Hame Create External Data Database Tools

2 Tell me what you want te do...

L4 i
! D/{ Database Documenter L
if =N = E _F& W lﬁa izl
- : o 5 Analyze Performance >
Compactand  Visual Run Access SharePoint  Add-
Repair Database  Basic Macro

Database ins -
Tools Macro

Relationships Object =
Dependencies [0 Analyze Table

Relationships Analyze Move Data Add-ins

2. The Performance Analyzer box will open up. Choose the Current Database tab and
then place a check mark next to the tables that you want to analyze.

E Performance Analyzer >
Tables Querieg Forms B Reports  Macros
2 Modules Current Database &l Object Types
I+ {3 Relationships | oK |
" vBA Project
Cancel
Deselect
Select All
Deselect Al
3. Hit "OK."

1. The Performance Analyzer box will open up with analysis results. There are 4 result
categories:

a. Recommendation
b. Suggestion

Best STL 2014 © Www.microsofttraining.net

0845 5194 797

Page 100



c. ldea

d. Fixed

2. Click on the recommendations, suggestions and ideas that you want to implement.

5| Performance Analyzer Ed

Analysis Results:

(E' Application: The application is not saved in a fully compiled state.
‘@ Table ‘Sales Reports': Relate this table to others in the database

13 Table 'Strings™ Relate this table to others in the database Select Al

@ Table ‘Table1': Relate this table to others in the database
Deselect All

Close
Key: 0 Recommendation ¥ Suggestion @ Idea +f Fixed

Analysis Motes:

This optimization applies to the entire database.

Saving your code in a compiled state will allow it to run faster, To make sure all modules in

your database are saved in a compiled state, open a module and dick Compile on the Debug
menu.

Help

3. Hit the "Optimize” button.

Compacting and Repairing a Database

You can compact and repair a database in one of two ways:
4. Click on the pink “File” button.
5. Choose “Info” from the left-hand side menu.

6. Select the "Compact & Repair” button.
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Northwind : Database- C:\Users\Training\Documents\BEST STL\Manuals\Post Course Manuals\Morthwind.accdb (Access 2007 - 2016 file format) - Access

Info

Northwind
Documents = BEST STL » Manuals = Post Course Manuals

View and edit database properties

¥ Compact & Repair
gT Help prevent and correct database file problems by using Compact and Repair.
Compact &
Repair Database

Encrypt with Password

Use a password to restrict access to your database. Files that use the 2007
Encrypt with Microsoft Access file format or later are encrypted.
Password

Account

Options

Or:

4. Close all of your open items.
5. Click on the "Database Tools" tab.

6. Select "Compact & Repair Database” from the Tools box.

Home Create External Data Database Tools

w 2L =5 B a0

Compact and Visual Run  Relationships Object
Repair Database  Basic Macro Dependencies g8 An

Tools Macro Relationships

All Access Obje... ®@ «]
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Module Twelve: Wrapping Up

Although this workshop is coming to a close, we hope that your journey to improve your
Advanced Access skills is just beginning. Please take a moment to review and update your
action plan. This will be a key tool to guide your progress in the days, weeks, months, and

years to come. We wish you the best of luck on the rest of your travels!

Words from the Wise

Here are just some of the features that set Access apart from its predecessor versions:

« "Conditional formatting now supports data bars and you can now manage your
conditional formatting rules from a single intuitive view."

« "The addition of Office themes in Access gives you the ability to coordinate
numerous database objects."

« "Build your databases with new modular components using new Application Parts
and add prebuilt Access components for common tasks to your database.”

« "The Backstage view replaces the traditional File menu in all Office applications to
provide a centralized, organized space to manage your database and customize your

Access experience."

+ "Expression Builder simplifies your formulas and expressions with IntelliSense."
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