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Introduction

Microsoft Access allows people to effectively and efficiently organize data. This document,
Level 3, has been developed to help you learn more about several useful features in Access
including printing, applying queries, and importing Excel files. The various sections presented in
this document will help you to build a solid knowledge foundation of the software.

Objectives
The following objectives are covered in this document:

e Understanding how to print reports and labels.
e Knowing how to place calculations on reports.
e Having the ability to use the query feature.

e Understanding how to import an Excel file.



Creating a Report

The following explains how to create a report in Access

1. From the Create tab, click Report Design (see Figure 1)
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Figure 1 — Report Design Button

2. Right-click over the Page Header bar and select Report Header/Footer (see Figure 2)
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Figure 2 — Report Header/Footer



3. The following explains the different areas available in Figure 3.

a. Report Header — Text placed here will appear on the top of the first page of the
report. For example, if there are ten pages in the report, the text would only
appear at the top of the first page.

b. Page Header — Text placed here will appear at the top of every page. This is
perfect for column headings and page numbers.

c. Detail — Whatever is placed here will appear on every page.

d. Page Footer — Text placed here will appear at the bottom of every page. This is
perfect for footers and page numbers.

e. Report Footer — Text placed here will appear at the bottom of the last page of
the report. This is a perfect place to put a Job Complete or End of Report
statement.
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Figure 3 — Creating Reports



4. The different areas of the report sections can be re-sized. To do this, allow your
mouse pointer to hover over the top of a section bar. As you do this, a double-arrow
will appear (see Figure 4). When you see the double-arrow, hold down the mouse
button and move your mouse to make the section larger or smaller. Use the ruler on
the left side of the report for precise sizing.
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Figure 4 — Adjusting the Size of Report Sections



5. The width of the report can also be adjusted. To do this, allow your mouse pointer to
hover over the right edge of the report. As you do this, a double-arrow will appear
(see Figure 5). When you see the double-arrow, hold down the mouse button and
move your mouse to make the report larger or smaller. Use the ruler on the top of
the report for precise sizing.
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Figure 5 — Adjusting the Width of the Report

6. Labels can be used to place text in the different areas of the report. The following
explains how to include a label on the report.
a. From the Design tab, click the Label button (see Figure 6).
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Figure 6 — Label button



b. Draw a text box on the report and enter your text.
c. Click anywhere on the report to de-select the text box.
d. Select the text.
e. From the Home tab, use the Text Formatting tools to format the text (see
Figure 7).
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Figure 7 — Text Formatting Tools

f. Resize and move the text box so that it appears neatly on the report. Figure 8
shows an example of text that has been placed in the Report Header area of the

report.
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Figure 8 — Text on the Report




7. To add fields to the report, click the Add Existing Fields button on the Design tab (see
Figure 9).
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Figure 9 — Adding Fields to the Report

8. Inthe Field List window, click the “+” next to your table name (see Figure 10).

Field List X
ﬁi( Show only fields in the current record source

Eields available in other tables:
eservation Edit Table

Figure 10 — Field List

9. Drag the field names from the Field List window to the Detail section of the report
(see Figure 11).

[ Report1 " X | Field List X
P T T S S EY Show only fields in the current record source

# Report Header Fields available in other tables:
......................... = EL! - Edit Table
Reservation Mumber
First Name

Last Name

\

Drag the field
names to the
Detail section
of the report.

# Page Footer

4 1l .3

Figure 11 — Placing Fields in the Detail Section of the Report
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10. You are now ready to create column headings. To do this, click to select the label of

11. Allow your mouse pointer to hover over the edge of the selected label so that your

your field (see Figure 12).

I9 Reportl

P

¥ Report Header

The label
selected.

‘|Last Name

Figure 12 — Select the Label

mouse pointer appears as the following:

When your mouse pointer appears as above, right-click and select the option Cut

from the menu that appears.

12. Next, right-click with your mouse in the Page Header area and select the option Paste
from that menu that appears (see Figure 13).

2 Reportl
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Paste
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Page
Header

Section.
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Figure 13 — Creating Column Headings
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13. Repeat steps 10-12 above until all of the labels have been moved to the Page Header

section of the report.

14. Once all of the labels have been moved, neatly arrange the labels in the Page Header

section with the text boxes in the Detail Section (see Figure 14).

{9 Reportl

L T T < T T T T S

# Report Header

Labels

eservation N iilFirstNname  [iiiflastName | € Text Boxes

Figure 14 — Creating Column Headings

15. Apply the necessary formatting to the labels in the Page Header by using the Text

Formatting tools in the Home category.

16. Decrease the vertical space in the Detail section (see Figure 15). A larger vertical area
in the Detail section results in the records being further apart on the report.

f2l Reporii

# Report Header

I e T T - T I T B B

¥ Page Header

Reservation N First Name

¥ Fage Footer

Decrease size
of the Detail
section

’ ¥ Report Footer

Figure 15 — Decrease the Size of the Detail Section
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17. Click the Page Numbers and Date and Time button on the Design tab, if desired (see
Figure 16).

|
Home Create Ex'ternal Data Database Tools I Design ' Arrange Format Page Setup
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Figure 16 — Page Numbers and Date and Time

18. To view the report, click the View button on the Design tab (see Figure 17) and select
Report View.

= 1 |
ome Create E)d.ernal Data Database Tools Design | Arrange Format Page Setup
As nCoIors' e paid "J’ = Tat XYZ
2] ; s BBl A =l [ @[] 2
Themes [A] Fonts ~ GFUUF' {E3 Hide Details | Insert
¥ T | Image *
Themes Grouping & Totals Contrals

Figure 17 —View Button

19. The report will appear on your screen (see Figure 18).

{2 Report1

Reservation Report

Reservation Mumber First MName Last Mame
1 Mike Smith
2 John Watson
3 Sharon Simpson
4 David Allen
5 Karen Wright
Figure 18 — Report
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20. To print the report, click the File tab. Then, select Print. In the window that appears,
select Print (see Figure 19).

21. The report can be saved and opened again later when needed (see Figure 20). After
saving, if data is added to the database, the new data will be added to the saved

report.
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Figure 19 — Printing a Report
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Figure 20 — Reports in Access
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Creating Labels

The following explains how to

create labels in Access.

1. Click to select the table containing the data that you want to place on labels (see Figure

21).

Cregis External Dty Databasc Tools

j I.Ej e [E%j h;_:“|=-] @ ? == ] Form Wizard 3.: = i [, Report Wizard & Modute
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Partr v Dasign  Lists Wizard Design Design Form <] More Fores - Design Report £ Visual Basic
Templates Tables Dueries Formms Reports Macros & Code
All Access Objects =«
[ - | Selectthe table

Tables = 2 containing the

=

— z data that you

B Resenation

want to place on
Reports 2
B Resenation Heport Iabels_

Figure 21 — Labels

2. Click the Labels button on the Create tab (see Figure 22).

Home Create

E =& [

Application | Table Table SharePaint
Parts = Design Lists =
Templates Tables

External Data

Database Tools
@ Form Wizard
j MNavigation =

we BEED

Query Query Farm Form Blank .
Wizard Design Design Form % Mare Forms »
Querias Farms

Report Report Elank
Dresign Report

sl Report Wizard

2l Labels

Reporis

Figure 22 — Labels Button

3. Inthe Label Wizard window that appears, select the manufacturer and product number
and click Next (see Figure 23).

-
Label Wizard

| Thiswizard ceates standard lobels or custom labels.

= | JWhztlahelsze would you ike?
| | procuict rumber: Dimensions: Mumbsr across:

) ; f2* 3 =
C2163 TL12"% 33107 z I
2141 11/4%% 7 31/507 2 i
cz2i2 x2 3
C2243 LU w112 4 -
Unit of Measure Labe! Type
@ English i) Metric @ Sheetfeed () Continuous
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l._ i e

ey I._le

|| | Customize...

Cancel

Figure 23 — Labels Wizard
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4. Next, make the adjustments for the text formatting and click Next (see Figure 24).

-
Label Wizard
What font znd caler would yeu like your text to be?
Text appearance
Font name: Fent size:
i R
. Font weight Text color:
Sampie i .
et T~ -
|| Ttaic |7 Underfine
| Carcel | | = Back L et ||

Figure 24 — Labels Wizard

5. Next, click the arrow (see Figure 25) to move the fields from Available fields to the
Prototype label.

For the Prototype label, press the Enter key to move the next line and press the Space
Bar to insert a space in between fields.

e
Label Wizard
; Whatweoud you lke on your maiing label?
— Construct your label on the right by choosing fields from the left. You may also
= type fext that you would like to see on every labe! right onto the prototype.
Avallable fizids: Prototype [zhel:
Res2ryaton Mumber {Res=rvation Mambar}
First Name [First Mame] (Last Name}

Last Name

[ coned | <Back [ dext> | [ Erich

Figure 25 — Labels Wizard

6. Inthe next window, if you would like to sort the data, select the field you would like to
sort by (example: Last Name), click the Arrow button to move the selected field from
the Available fields category to the Sort by category (see Figure 26).

-
Label Wizard
o : fou can sort your Ebels by one or more figids in your database. You might
| 1 i went to sort by mare than one fleld (zach ac last name, then frst name), or by
| E just ane fidld (such as pastal code],
z ;
s Which fields would you like to sort by?
'8
; [ 3 il | Availsie e Sorthy:
I ®
[ E |
First Name —]
Last Mame B
lCunr.:I ||<ﬂadi [H:xt?]l Einish

Figure 26 — Labels Wizard
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7. Inthe next window, enter the name for the report and click the Finish button (see Figure

27).

-
Label Wizard

\What name woud you Tke for your repert?
Labels Rzcervation
That's all the information the wizard needs to areats your labels!
‘What do you want te do?
5 ;k".‘é:"EE'IEEQI'Sucé'iﬁ:'r"\;\ii:“Ia'o"k"p'c:i'l::'i::"ﬂ'.m"" o
=) Mocify the labe! desion,

| cance | < Back : | Erish

Figure 27 — Labels Wizard

8. Next, click the Print button to send the labels to the printer or the Close button to return
to the main view of the database (see Figure 28).

EEEFR EEEEFEEREEE

o B v3 =1 S
Margins 7] print Data Only iPor‘trait:Landscape Columns Page Zoom

one | Two More | Refresh Bxcel Text POF  E-mail Mare Clase Print
Setup = Page’ | Pages Pages~ A Fite: or XPS = Preview
Print Page Size Page Layout Zoam E.-a_ta gsie Pre

Figure 28 — Labels Wizard

Placing Calculations on a Report

The following explains how to place a calculation on a report. The following will show how to
calculate the total sales made by each store during a two-day sale (see Figure 29).

Figure 29 — Calculations on Reports
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1. To place a text box on the report, click the Text Box button on the Design tab (see
Figure 30).

Home Create External Data Database Tools Design Arrange Format Page Setup

-A | ¥ 5 et — - :
nCcnlors = z | L\g‘ Aa ﬂ __] QJ m }I_;: :

Themes [A]Fonts~ | GIoUp i Hide Details
- & Sort

i

-

Themes Groudping & Totals Controls

Figure 30 — Text Box button

2. Draw a text box in the Detail section of the report (see Figure 31).

i Reporti

e L R T i e -

 Page Header

# Detail

Store Number |::

Figure 31 — Text Box in the Detail section

3. Move the label from the Detail section to the Page Header section (see Figure 32). The
following explains how to accomplish this.
a. Click to select the label (see Figure 32).
b. Right-click the label. In the menu that appears, select Cut.
c. Right-click anywhere inside the Page Header section. In the menu that appears,
select Paste.

{2 Report1

Move this
label to the
Page Header

# Page Footer

Figure 32 — Moving the Label
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4. Once the label is in the Page Header section, align the text box with the label (see
Figure 33).

f7] Reportl

L T e T T e R T

# Page Header

Align the

text box

with the
label.

Figure 33 — Aligning the Text Box with the Label

5. Enter a descriptive name for the label (see Figure 34).

5] Reporti

L T L < T T T S

# Page Header Enter a

descriptive
name.

Store Mumber : Location

Figure 34 — Entering a Descriptive Name

6. Select the text box (see Figure 35).

2l Reportt
L T T T - R ST S BN SRR BRI - I
# Page Header

# Detail

Select the
text box.

" |||Store Number :

Figure 35 — Select the Text Box
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7. From the Design tab, click Property Sheet (see Figure 36).

: e |

Home Creats External Data Dztabase Took ! Design II Arrange Format Page Setup A
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- & Sart = i | Imag= - | Numbers 51 Date and Time Fields\ | Shest | gfder
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Figure 36 — Property Sheet Button

8. Inthe Property Sheet, from the Other tab, enter a descriptive name for the text box (see
Figure 37).

Property Sheet X
Selection type: Text Box

Total 5ales |E|
\Format| Data | Event | [Other]| au

Mame
Datasheet Caption

ControlTip Text

Tab Index 4

Tab Stop es

Status Bar Text
Shortcut Menu Bar

Help Context Id 0
Wertical Mo
Tag

Figure 37 — Property Sheet

9. Inthe Property Sheet, from the Data tab, click the =] button in the Control Source
category (see Figure 38).

Property Sheet X
Selection type: Text Box

Total 5ales |Z|
Format|[ Data || Event | Other | 41|

Control Source
Text Format Plain Text
Running Sum Mo

Input Mask

Enabled Yes

Smart Tags

Figure 38 — Property Sheet

20




10. The following explains how to build the formula in the Expression Builder (see
Figure 39).
a. Type the following symbol to begin a formula: =
b. Enter the formula.
c. You will find the various fields on the report in the Expression Categories (see
Figure 39). Double-click the field that you wish to add to the formula.
d. Click OK when finished to close the Expression Builder.

Expression Builder - — - @
Enter an Expression to create a calculated control:
(Examples of expressions indude [field1] + [fieldZ] and [field1] < 5)
=[Day 1 +[Pay 2 Exoressi
Xpression
. Cancel
Categories
Help
Formula
<+ Less
Expression Elements Expression Categories Expression Values
-l Repart1 Label2 - -
%) Functions Label3 AfterUpdate |
B i A e Labels AfterUpdateEmMacro —
a : Store Mumnber | |BadkCaolor
Constants Location Backshade
Operators Day 1 BackStyle
- Common Expressions | = /| | BackThemeColorIndex
Total Sales BackTint
PageHeaderSection ‘ BeforeUpdate
Detail —| | BeforelUpdateEmMacro
PageFooterSection = | |BorderCalor b

Figure 39 — Expression Builder

11. From the Format tab, select the format for the text box (see Figure 40).

Property Sheet X
Selection type: Text Box

Day1l |E|

Format | Data | Event | Other | AN |

Format Currency [=]
Decimal Places Auto

Visible Yes

Width 04167

Height 0.2185°

Top 0.0417"

Left 24583

Back Style Marmal

Back Color Background 1

Figure 40 — Format Tab
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12. Figure 41 shows how the report will appear.

Calculated

Field
{2 Reportl
v
Store Number Location Day 1 Day 2 Total Sales
1 |Kennesaw $800.00 5900.00 51,700.00
2| |Acworth 5600.00 $700.00 51,300.00
3| |Marietta $900.00 $800.00 £1,700.00
4| |Smyrna £700.00 5600.00 £1,300.00
5| |Power Springs 5600.00 S800.00 £1,400.00

Queries

Figure 41 — Report Example

Queries help you to search through a database for specific information. Examples of items that

can be searched for include the following:

- Stores with sales above or below an indicated amount
- Students earning an “A” in a specific course

- People who live in a specific zip code
- Companies located in a specific state
- Employees who have completed a First Aid course
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The following explains how to create a query to search for stores in the database that had sales
above $700 on the first day of a special sale that was held by the company.

1. From the Create tab, click the Query Design button (see Figure 42).

Home

Application
Parts =

Templates

Table

Table SharePoint | Query| Cuery
Design Lists = Wizard] Desigh
Tables Queries

Create

ﬁ Form Wizard

; ﬁNavigation -
Form EBlank
Design Form _% More Forms +

Farms

Figure 42 — Query Design

2. The Show Table dialogue box will appear. Select the table that you want to add and click
Add (see Figure 43). Click the Close button after you have added the table to close the
Show Table dialogue box.

(" shaw Table @li—”
Tables | Queries | oth |
Add Close

Figure 43 — Show Table

3. Using the table at the bottom of your screen, place your cursor in the first column of the
Field row (see Figure 44).

Fieldi | [=] >

Sort:

Show: |

Criteria:
ar:

LA

]

Figure 44 — Queries
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4. Click the arrow in the first column of the Field row (see Figure 45). Then, select the field
that you want to include in the column.
Field: || (:
Table: || Sales.*
Sort: || Store Mumber
Show: || Location [&] & (& [F] [F]
Criteria: || Day1
or | Day2
4
Figure 45 — Queries
5. Repeat steps 3-4 above for the other columns until you have all of the fields listed that
you want included in this query (see Figure 46).
- -
Field:< Store Number Location E|
Table: Z\aales Sales Sales
Sort:
Show: [ [F [
Criteria:
on
A | m 4
Figure 46 — Queries
6. Inthe Criteria row, enter what you are searching for in the database under the field
where you want to perform the search (see Figure 47). For example, if you wanted to
search for stores that had sales $700 and higher on day 1, you would enter the following
in the sort row: >=700
Field: | Store Mumber Location Day 1
Table: | Sales Sales Sales
Sort:
Showr: Lzl [ [
Criteria: >=700|
on
4|

Figure 47 — Criteria 24




7. Click the Run button (see Figure 48).

Tatabase Tools Iesign

= . = o CD Unisn s L7 | Property Sheet |
T4 A =HE = )
@ Pa:s-Throuan — . s *. Tabiie Names
i ¢ Append Ugdate Crosstab Delete Show - Totals Parameters = =
PR 3, Data Definition | Japle o Builder il Beturn | Al
ules Query T Query Setup SowiHide
all Access Objects * o P Ouend | Property Sheet
earch o . - Seledian tpe -inrld Broperties
- - ales =| Genersl Logkuy
Tables = Sales B
3 Descrigtion
| O sales F Stars Humber Fomat
Reports = Lacation Decimal Flaces
# Reportz Day1 [nput Mask
Dy 2 Captian
smart Tags
=
FiE
Fleld: | Store Number Laoation Doyl
Table: | Sales Sales Sales
Sart:
Shawe, i [ 4 L] [
Criteria: =70
or:
4lu
Reacty

Hum lock | [ & i se W

Figure 48 — Run Button

8. Your data will appear on the screen (see Figure 49).

Store Numb - | Location - Day1l -

! Kennesaw

3 Marietta 900
4 Smyrna 700
7 Sandy Springs 900
8 Morcross 200
* (Mew)

Figure 49 — Query Example
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9. To save the query, click the Save button at the top-left area of the window. Please note
that any data that is entered into the table after the query is saved will be included in
the query if it meets the criteria specified.

Including a Query in a Report

The following explains how to include the results of a query in a report.

1. From the Create tab, click Report Design (see Figure 50).

Home Create External Data Bratabase Tools
'j @ f -| L:“'E L@ j 8] Form Wizard &, Report Wizard
: i e == — : ] Mavigation = = 2| Labels
Application | Table Table SharePoint | Query Query Farm Form EBlank Elank
Parts ~ Design  Lists = Wizard Design Design  Form EI More Forms ~ Report
Templates Tables Queries Farms Reports

Figure 50 — Report Design Button

2. From the Design tab, click Property Sheet (see Figure 51).

: . |
Haome Create External Dafa Database Tocls l Design | Arrange Format Page Setip

; 24 T — L A Logo H '_ﬂzﬂ_ i
olars v ELZ | i = ! = =
. Moo g8 2o IRy 4w @[ 2B B fe =3 3
View | Themeas F:ntsv GIOUR T/ Hide Details | | | = =t —| Insert Page = Add Existingy \Property | Tab
- - & Sort 7| Image~ | Mumbers 33 Date and Time Fieldz [ | Sheet [prder

Views Themes Grouping & Totals Controls Header / Fooker

Figure 51 — Property Sheet Button

3. Onthe Data tab of the Property Sheet, click the arrow (see Figure 52) for Record Source
and select your query from the list that appears.

Property Sheet x
Selection type: Report

Report |Z|
Fnrmatll Data' Event | Other | Al

Record Source

Filter

Filter On Load Mo
Order By

Order By On Load Yes
Allow Filters Yes

Figure 52 — Queries

4. Proceed as normal designing the report. The data that appears on the report will come
from the query that you selected.
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How to Quickly Create a Form

Access provides users with a quick way to develop a form. The following explains how to create
a form using the available development tools.

1. Select the table that needs a form created. In Figure 53, the Customer Information table
is selected.

o 5 == = rorm wizsro
v +

o ] mavigation ‘fl @ EJ

I3, repart wizara
3 Label
spplizatian | Table Table SnarsFaint | Cuery Form  Ferm  Elank Fepon Repart Elank
Parts - Design  Llstsr | Wezard Design Design Enm 08 Wore Forms - Design Report

Templates Tamiee CQuanes Forms Heaorts

All Acress Objects. (=) &

search., 12
f = ! Select the table

Tatres 2

£l Customer <€ that needs a form

4 purchases

created.

Figure 53 — Forms

2. Click the Form button on the Create tab (see Figure 54).

Home Create Database Tools

L E o Eﬁﬁ e E-—_—- 5] Form Wizard i | & rReport wizard
|=8 - = Ll g B ==l i
3 — \"' - . ﬂNavigation * [Z] Labels
Application | Table Table SharePoint | Query Query Form | Form Blank Report Report Blank
Parts = Design  Lists~ Wizard Design Design  Form :%IMNE Farms = Design Report
Templates Tables Queries Farms Reporis
Figure 54 — Forms
3. Aform will be created (see Figure 55).
File Home Create Externa‘rnata Databace Tools rl.""l_l'\ r arrangi Farmat |
B oo T N~ 7 p— N 1 = B Loge -"i_mﬁ
= (e Aa = (@ S EH B () E | j‘j =/
Alronts - | | | o e e e | Q0 Edsting Property
I == Fields Sheet
Miewrs Themes Controls Hender ¢ Fookes Tools
| All Access Objects = 4| = Customer Information
S22 2 "] Customer Information
Tahles - T
= custamerInfarmatian
B Purchases

Figure 55 — Forms
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4. The following explains how to make adjustments to the form.
a. From the Design tab, click the View button (see Figure 56).

Home Create. External Data Database Tools Design || Arrange Format

e ===  llogo
(= nColors .ﬁ
== | ...... | L}‘W A :Hilgljﬁ g hg | s ] Titte
Wiew Themes A Fonts = —| Insert | . :
- *| Image @ Date and Time
Views Themes Caontrals | Header / Footer

Figure 56 — View Button

b. Inthe menu that appears, click Design View (see Figure 57).

Form Layout Tools

2 Home  Creats Evternal Ostz  Datahaie Toak

v N a=reEEE=m G

Cortrols

@ || =) Customerinformation
EE| ppiiien  pt D Customer Information

| SOV TP
Customer Number |¢New]

First Mama |

Last Name |

Figure 57 — Design View Button

c. You can now make adjustments to the form that was created (see Figure 58).

%mhfmmaﬁnn\
|_||---|---1---|---2---|---3---|---4---|---5---|---s---|---?---l---s---

J # Form Header

Figure 58 — Form
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How to Quickly Create a Report

Access provides users with a quick way to develop a report. The following explains how to
create a report using the available development tools.

1. Select the table that needs a report created. In Figure 59, the Customer Information
table is selected.

Databace Took

Externz| Data

Create

] Fom Wizard  ie==| IES (J B, Report Wizard
1EE - I

= Purchases

created.

| Forms A

2B custamer Information

ey T El Navigation = = tahels

4pplcation | Table Tablz SharePoint | Query Query Form  Form  Blank — Repart Report Blank

Parts = Design  Lisks = Wizard Detign Dasign Form 123 More Formis = Diesign Repart
Tempiates Tablez Queries Faorme Rapart:

All Access Objects SIECH|
Seorch. [Pl

Tables A Select the table

ZH customer

= <€ that needs a report

Figure 59 — Reports

2. From the Create tab, click the Report button (see Figure 60).

External Data Database Tools

HE o R

Hame Create

E Farm Wizard

IE | g Wi
EI:I II;! : E&Report.nzard

= ] Mavigation - e |2 Labels
Application | Table Table SharePoint | Query Cuery Farm Form Elank Report Report  Blank
Parts = Design  Lists = Wizard Design Design Form &= More Forms - esign Report
Templates Tables Queries Forms Repaorts
Figure 60 — Report Button
3. The report will appear on your screen (see Figure 61).
E Customer Information IR 7 L i L, A0
10:53:45 AM
Customer Number First Name Last Name Address City
1| Mike Smith 100 Main St. Kennesaw
2|| Sarah lohnson 355 Oak Tree Dr. Acworth
3|| Tem Cook 744 Pine View Dr. Kennesaw
4|| Laura wright 577 Eagle Court Kennasaw
5|| Brian Thomas 399 Lake View Dr. Kennesaw
Figure 61 — Report
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4. The following explains how to make modifications to the report:
a. From the Home tab, click the View button (see Figure 62).

l Home l Create External Data Dztabase Toals Design Arrange Format Page Setup |
= % Cu ? ‘El Ascending lf/ Selection ~ ﬂ Xt
- 53 Copy % | Descending ¥ Advanced - = L . a
‘55te Filker Refresh
Jf Format Fainter 7 Remoye Sat W Togale Filter Alle % Delete - =
Cliphoard " Sort & Filter Recards Text Formatting

Figure 62 — Report

b. From the menu option that appears, click Design View (see Figure 63).

Design Arrenge  Format  Page Setug

ing  WrSelection* |~ £ Tota 3

Refresty

— s capy o

F
o Farmat Painter .5 Rems Toggle Fiter | a=. g% Debetr:=

e . Sort & Fifter Pecaras
E ReportView R :
2«

'19 Print Preview —,.
= = — a Customer Information Friday, March 11, 2011
E‘; Lyt iew = 10:56:09 AR

o
B Destgn view

i :.ﬁ oworth

[kennesaw
|| wrright | Kennasaw
|[Thomas 395 Lake View Dr. [kennesaw

e

Figure 63 — Design View

c. You can now make adjustments to the report that was created (see Figure 64).

F Detail

Customer Number First Name Last Name Address City
& Page Footer

=Count(*)

Figure 64 — Design View
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Creating Portrait and Landscape Reports

The following explains how to set the report to either portrait or landscape.

1. Display the report in the Design view (see Figure 65).

F Detail

- ||| Customer Number ;First MName Last Name Address City
‘Pag! Foaoter

v‘ Report Footer

- _("nunﬂ' *l

Figure 65 — Design View

2. From the Page Setup tab, click either Portrait or Landscape (see Figure 66).

Home Create External Data Database Tools IDesign Arrange Format Page Setup

PEE §i_ze Page L.i';-'-:_u_t

Figure 66 — Design View
Importing an Excel File into Access

Access gives you the ability to import an Excel file into Access. The following explains how to
accomplish this task.

1. Create a new Access database file.

2. From the External Data tab, click the Excel button in the Import & Link category (see
Figure 67).

Home Create LEadernaI Data | Bratabase Tools Fields Table

F':'j =5 @ @ :u:@ #_| Text File D:'j e [A} Access (S .7 |
A [ 3 “ B K S w8 el (= i B

- 5% XML File @y word Merge - s
Saved Linked Tab Excel JAccess ODBC Sawved Excel Text XML PDF  E-mail = Create Manage
Imports: Managet Database %3 More ~ Exparts File File or XPs 22 More - E-mail Replias

Import & Link Expart Caollect Data

Figure 67 — Importing an Excel File
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3. The Get External Data — Excel Spreadsheet window will appear (see Figure 68).

Get External Data - Excel Spreadshest ===

Select the source and destination of the data

Spedify the source of the data.

File rame: ¢\ sersirearden'Documents), l Browse...
Spedify how and where vou want to store the datain 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 mported data, Changes made to the source data will not be reflected in the database,

(") Append a copy of the records to thetable: 7=pi=:

If the spedified 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.

(") 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. Changas made to the source data in Excel will be
reflected in the linked tabe. However, the source data cannot be changed from within Access,

|

Figure 68 — Importing an Excel File

4. Click the Browse button to locate your Excel spreadsheet file and then select the first
option available to import your source data into a new table (see Figure 69). Then, click
the OK button.

a8 —= k|
Get External Data - Excel Spreadsheet |M

Select the source and destnation of the data

Specify the source of the data,

File name: | \J_lsers‘\-'mrden\Deskhop\u.l.shnmer.)ds.x

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

@ Import the source datainto a new table in the current database.

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

"1 Append a copy of the records to the table: |T:pi=1
If the specified table exists, Access will add the records to the table, Ifthe table does not exist, Access wil create it. Changes made
1o the source data will not be reflected in the databass.
' Link to the data source by creating a linked table.

Access wil create a table that will maintain a ink to the source data in Excel. Changes made to the source data in Excel will be
reflected n the linked table. However, the scurce data cannotbe changed from within Access.

| oK ] [ Cancel

Figure 69 — Importing an Excel File
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5. Next, select the Show Worksheets option (see Figure 70) and click the Next button.

6.

-
-___-:| Import Spreadsheet Wizard

@) Show Worksheets

"1 Show Mamed Ranges

‘four spreadsheet file contains more than ore worksheet or range, Which worksheet or ranioe would vou Ike?

Sample datz fer worksheet 'Sheetl',

Iffustomes Number Ei:::, Ham=

1 2n
Bharon
Mike
Bmanda
Susan

T T T T T T Te[on[eTu e
LI T ]

L=t Hame
Brmith
Coolk
Pryant
Elliott
pllen

City
RBcworth
Fennssaw
larietta
RBcworth
Fennesaw

t‘_

[ Mext =

Fnish

Figure 70 — Importing an Excel File

r
E Import Spreadshect Wizard

raw spedfied contain column headngs?

[ [¥]Firet Row Containe Calumn Headings

Moresoft Access canuse your column headings as field names for your taole, Does the first

Customer Nunber |[First Hame |Last Hame |City
i Hen Bmith Roworth =
2k [Fharon ook fennesaw :l
g.’i plike Bryant Marietca
lafs Branda Ellictt Peworth
ES Fusan Billen Fennesaw
T 2
| Cancel I I < Back ] [ Mext = Finish |

Figure 71 — Importing an Excel File

If the first row of your spreadsheet contains column headings, place a check-mark in the
available box (see Figure 71). Then, click the Next button.
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7. For the next option, you can select the different columns and adjust the Field Name and

Data Type for the database (see Figure 72). When you are finished, click the Next

button.
= . - —
=3 Trpart Spreadsheet Wizard |4% |
Yo can specify information about each of the fislds you are importing. Select fields in the area helow. You can then modify feld
nformadion in the 'Feld Options' area,
~Flgld Optans :
Field Name: SN Data Type:  Double =
Indexed: o [#] [7]Donotmpert fiekd iskip)
Customer Nunber [First Name |Last Name |Cicy
Prith Boworth G
haron Cock E <
= Bryant Marietta
anda Ellioct Boworth
T plien Hennesaw
| coneel | < Back [ mets Einich
k= == = —

Figure 72 — Importing an Excel File

8. Next, determine if you want Access to create a primary key for you, if you want to

choose your own primary key from data within the spreadsheet, or if you don’t want a

primary key (see Figure 73). Then, click the Next button.

=)

-
{55 Import Spreadshest Wizard
Microsoft Access recommends that you define a primary key for your new table, & primary key iz uzed to
= uniquely identify each recerd in your table, It allows you ta retrieve data more quickly.
W s sk
M Y
= R
i @ Let Access add primary key.
R i i () Chocse my own prmary key. =
(71 Na primary key.,
Customer Number |[Firsc Name |Last Mame [City
il Flen Pmich ARcworth e
Fharon dalal o Fennesaw
pike Bryant Mariecta
pmanda Elliott Roworth
Fusan Rlien Kenneaaw
13
[ Cancel | | < Back | [ Hext = ] | Einish |
= — —————— = —

Figure 73 — Importing an Excel File
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9. Enter a name for the table that will be created and click the Finish button (see Figure

._?5“] Import Spreadsheet Wizard ﬂ
That's dl the infarmetion the wizard needs to import your data.
Import to Table:
_Cu:to:ner Infarmation]
| Twould like & wizard to analyze my table aftsr mporting the data.
[ canel | [ <Beck Brich |

Figure 74 — Importing an Excel File
10. The information in Excel will be imported into Access (see Figure 75). At this point, you

could import other data from other spreadsheets, create forms, create reports, create
queries, etc.

Home Create External Data Database Tools Fields Table
== @ @ ,I@ o] Text File 'I'j === === === === T
wy kol EF S e

. e L . 0y Bhaces el |
. e R : L E= His
#8 XML File &7 S $0 oe va =1 Bl word Merge | = =
Saved Link able Excel Access ODBC : Saved Excel Text XML PDF  E-mail = Create Manage
Imparts I Database ?;HMOFE' Exparts File File  arXPs 25k More = E-mail Replies
Import & Link Export Collect Data
jAII Access Objects i) « || = Customer Information
[search.. o Customer N = | First Name - | Last Name =~ City = Clickto Add  ~
Tables = il ken Smith Acworth
j Customer Informatian | 2 Sharon Cook Kennesaw
3 Mike Bryant Marietta
4 Amanda Elliott Acworth
| 5 Susan Allen Kennesaw
*

Figure 75 — The Excel File Imported into Access
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