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Introduction

Microsoft Office Access 2013 allows people to effectively and efficiently organize data. This
document 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:
* Creating reports and labels.
* Placing calculations on reports.
* Using the query feature.
* Importing an Excel file.
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Creating a Report

When you use a database, you typically use reports to view, format, and summarize data.

The following explains how to create a report in Access.

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

DATABASE TQOLS

m D ﬁ‘f—or’r Wizard

HOME I';'*itﬁ.ll: IE{IHNALUAI;&.

5 EBE N RE E =

&)

ﬂ Report Wizard

“£ Module

)

al\lnvigction - Iil Labels E;“ Class Module
Application  Table Table SharePoint  Query Query  Form Ferm Blenk — Report] Report § Blank Macro
Parts - Design Lists~— Wizard Design Design  Form (= Mare Farms - Design Repart =l Visual Basic
Templates Tables Queries Forms Report: Macros & Code
Figure 1 - Report Design
2. Right-click over the Page Header bar (see Figure 2).
E Reportl
L . < L | c 6o 1 B

# Detail

’ # Page Footer

Figure 2 - Page Header
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3. Select Report Header/Footer (see Figure 3).

[

ﬂﬁ kr or Bl

[ B
Ewr

Build Event...

Sorting and Grouping
Tab Crder...

Paste

Fill/Back Color ‘ N

Ruler

Grid

Page Header/Footer

Report Header/Footer I

1 [ ]

Report Properties
Properties

Figure 3 - Report Header/Footer

4. The following explains the different areas available in the Report Design (see Figure 4).

Eﬂ Reportl

DR B B

# Report Headsr | @

|| # petail

Figure 4 - Report Design
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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. Use this for
column headings and page numbers.

c. Detail — Text placed here will appear on every page.

d. Page Footer — Text placed here will appear at the bottom of every page. Use this
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.

5. You can resize different areas of the report sections. To do this, hover your mouse over the
top of a section bar. As you do this, a double-arrow will appear. When you see the double-
arrow, hold down the mouse button and move your mouse to make the section larger or
smaller (see Figure 5).

# Report Header

# Detail
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6. You can also adjust the width of the report. To do this, hover your mouse over the right edge
of the report. As you do this, a double-arrow will appear. When you see the double-arrow,

hold down the mouse button and move your mouse to make the report larger or smaller
(see Figure 6).

# Report Header

e L :::'l_:::
# Detail

Figure 6 - Adjusting the Width of the Report

7. 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.

7.1. From the Design tab, click the Label button (see Figure 7).

HOME CREATE EXTERMAL DATA DATABASE TOOLS I DESIGN I ARRANGE FORMAT PAGE SETUP

K A

E— nColorsv -. ETctals % m — T KYE '|_| I I

0 1 T > = & Bl o\
View  Themes FontS' irgui 12 Hide Details =

Figure 7 - Label Button
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7.2. Draw a text box on the report and enter your text (see Figure 8).

& Report Header

OmniCorp Reservation Report

Figure 8 - The Text Box

7.3. Click anywhere on the report to de-select the text box.
7.4. Select the text.

7.5. From the Home tab, use the Text Formatting tools to format the text (see Figure 9).

HOME | CREATE  EXTERMAL DATA  DATABASETOOLS  DESIGN  ARRANGE  FORMAT  PAGESETUP Kyle M Williams
o gy X Cit 2] Ascends Selection e 7 Totsls R
: M= £ dexnding Calibei (Detail -n
\._ i — B Copy ‘,;\L Descending =] Advanced iy,
llgw aste Fiits Refreck . B r u - b .|| . = ==
S ¥ Format Painter : A - % Deletz = rulA i
Wrews :|||'|h(ﬂfr Ta sSort & Filter Records Fina Text Farmattin

Figure 9 - Text Formatting Tools

7.6. Resize and move the text box so that it appears neatly on the report (see Figure 10).

& Report Header

Figure 10 - Resizing the Text Box

8. To add fields, click the Add Existing Fields button on the Design tab (see Figure 11).

. ¥ View Code
Add ExistingfProperty  Tab
Fields Sheet  Order

Toaols

'E% Convert Report's Macros to Visual Basic

Figure 11 - Add Existing Fields
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9. Click on Show all tables if no fields are available in the current view (see Figure 12).

Field List x

Mo fields available to be added to the current view.

[Z showalltables [|

Figure 12 - Show all tables

10. In the Field List window, click the “+” next to your table name (see Figure 13).

Customer Information Edit Table |

Figure 13 - Table Name

11. Drag your fields from the Field List into the Detail section of the Report.
12. You may now create column headings. Click the label on the first field (see Figure 14).

Figure 14 - Selecting a label

13. Right-click on the label and select Cut from the menu that appears (see Figure 15).

EE Tak Order...

Bz Copy

hD Paste

Figure 15 - Cut
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14. Next, right-click in the Page Header area and select Paste from that menu (see Figure 16).

# Page Header

Figure 16 - Moving to the Page Header

15. Repeat steps 12-14 above until all of the labels have been moved to the Page Header section
of the report (see Figure 17).

& Page Header

Figure 17 - Page Header

16. 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 18).

|Eﬂ Reportl
L T T T T T T T L R (T ST - T T T T - S T R B S R R ST BT
& Report Header

 Page Header

Last Mame

Figure 18 - Arranging Page Headers and Text Boxes.
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17. Decrease the vertical space in the Detail section. A larger vertical area in the Detail section
results in the records being further apart on the report (see Figure 19).

E Reportl

L T R T T B T S T T T S S R S S S T S S S R B T N - S S SR SR S SR SR

# Page Header

# Detail
seiteriiereiiieseiieens | ....... . .
‘|Customer Number|: :|First Name

# Page Footer

Figure 19 - Vertical Section

18. Click the Page Numbers button on the Design tab (see Figure 20).

HOME CREATE EXTERNAL DATA DATABASE TOOLS IDESIGN I ARRANGE FORMAT PAGE SETUP

j 24 Themes~  [£2 Group & Sort = =] L ogo
‘:n'iew n Colors - > Totals~ h AG m % IVXLZ‘I ’% M Insert [ Title

B Fc-nts' IEI Hide Details "l Image E::!;-Date and Time
Wiews Themes Grouping & Totals Cantrols - cader / Footer

Figure 20 - Page Number

19. Select your preferred number style and click Ok (see Figure 21).

Page Mumbers @I&J
=

(@ Page N
[ Page NofM [ Cancel ]
Paosition

@ Top of Page [Header]
() Bottom of Page [Footer]

Alignment:

tEﬂtEF .

[/] Show Number on First Page

Figure 21 — Page Number Style
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20. Place your Report Page Number under the Page Footer section of the Report (see Figure 22).

# Page Header

¥ Detail

e —
:|Customer Numb

First Name

# Page Footer

Figure 22 - Page Number

21. To view the report, click the View button on the Design tab.

22. Select Report View (see Figure 23).

23. The report will appear on your screen (see Figure 24).

f HCOID

| :| Report View

@ Print Preview
E Layout View

h{ Design View

View  Themes m Fontd

Figure 23 - Report View

E Reportl

Customer Number

1

First Name

Jamie

John

Megan

Lance

Katie

Last Name

Robinson

Watson

Smith

Ryder

Pierce

Pagel

OmniCorp Reservation Report

City

Fayetteville

Kennesaw

Athens

Fairbanks

Greensboro

State

Arkansas

Georgia

Georgia

Alaska

Morth Carolina

Figure 24 - Report View
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24. To print the report, click the File tab.

25. Select Print.

26. Click on the Print button (see Figure 25).

Account

Options

Print
Lo Quick Print

E changes.

Send the object directly to the default printer without making

Print

% Select a printer, number of copies, and other printing options

befare printing.

Print Preview
Q Preview and make changes to pages before printing.

Figure 25 - Print

27. The report can be saved and opened again later when needed. After saving, if data is added
to the database, the new data will be added to the saved report (see Figure 26).

FILE HOME CREATE EXTERMAL DATA DATABASE TOOLS
6 Cut Ascending Selection
EI% Co Descending Advanced
View Paste w Filter -
Format Painter Remove Sort Toggle Filter
Views Clipboard P Sart & Filter

Search.
Tables
:E Auto

B Life

55| Property
Reports

:3 Customer Information

B Reservation Report

<

yol

3

3

Refresh
All

| SECURITY WARNING Some active content has been disabled. Click for more details.

All Access Obje... @ «

Figure 26 - Reopening the Table
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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 27).

All Access Obje... ® «
Search. ye)
Tables *

B auto
I B2 customer [nf-:nrmati-:mH
B uife
j Property
Reports
Eﬂ Reservation Report

r

Figure 27 - Select the Table

2. Inthe Create tab of the ribbon, click on the Labels button (see Figure 28).

FILE HOME CREATE EXTERNAL DATA DATAEASE TOOLS FIELDS TABLE

E lg== Gl Form Wizard == 7] Report Wizard
% Form Wizar ; eport Wizar
FEll B8 EE O i

. . &= Mavigation - .Label
Application  Table Table SharePoint Query Query  Form Form  Blank F‘eport Report Elank

Parts = Design  Lists~ Wizard Design Design Form [ More Forms - Design Report \

Templates Tables Queries Forms Reports

Figure 28 - Labels

3. Inthe Label Wizard window that appears, select the product number and manufacturer and
click Next (see Figure 29).

Label Wizard

This wizard creates standard labels or custom labels,

What label size would you like?

Mumber across:

| | Product number:

|C2163

|c2241 114" % 7 31/507
|C2242 E e
|C2243 L1 w1 32" -
Unit of Measure Label Type
(@ English () Metric @ Sheetfeed (%) Continuous

| IFiIher by manufacturer: Avery El
Customize. .. 5 custom |abel sizes

Cancel | Bac Next >

Figure 29 - The Label Wizard
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4. Next, make the adjustments for the text formatting (see Figure 30).

|
Label Wizard
‘What font and color would you like your text to be?
Text appearance
Font name: Font size:
vl Greek [=] B[]
Font weight: Text color;
el im
[T Italic [} Underline
Cancel | [ <Back | Mext> | [ Eoen

5. Click Next.

Figure 30 - Text Adjustments

6. Click the arrow button to move fields from Available fields to Prototype label (see Figure 31).

Label Wizard

First Name
Last Name

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 vou would like to see on every label right onto the prototype.

Frototype label:

Cancel | | <Back | Next> | [ Finsh

Figure 31- Prototype Label
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7. 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 32).

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).

Which fields would you like to sart by?

Available fields: Sort by:
M stomer Number
ILastl\lame
igictlyB >
State
|
[ Cancel | I = Back ][ Mext = ] [ Finish

Figure 32 - Sort By

8. In the next window, enter the name for the report and click the Finish button (see Figure
33).

Label Wizard

| Whatname would you like for your report?
|Labek Information
That's all the information the wizard needs to create your labels!
Whatdo you want to do?

(@) See the labels as they will look printed.
(71 Modify the label design,

(o) (s ] -

Figure 33 - Finish Button

9. 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 34).

=

Print

Print

D O

Size  Margins Print Data Only

Page Size

g B Hkw QEHEEEHE

Portrait Landscape Columns Page  Zoom One Two  More Excel Text PDF
Setup - Page Pages Pages~ File orXPS
Page Layout Zoom Data

BEEOE| B

Email More | Close Print
- Preview

Close Preview

Figure 34 - Printing and Closing Print Preview
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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 35).

'jSt-:ureSales EH Reportl
[ T T

# Page Header

- |||store Number [|Location

Sales

1. To place a text box on the report, click the Text Box button on the Design tab (see Figure
36).
HOME CREATE EXTERNAL DATA DATABASE TOOLS I DESIGN I ARRANGE FORMAT PAGE SETUP
j B Colors - < Xz ||
- = Aa === ’
Yiew  Themes Fonts* iriui iEl Hide Details W I—jl (] U 1 ED I I \
Figure 36 - Text Box
2. Draw a text box in the Detail section of the report (see Figure 37).
# Page Header
I‘ D etail I
Store Number |
"Unbound
Figure 37 - Text Box
3.

Move the label from the Detail section to the Page Header section. The following explains
how to accomplish this.

3.1. Click on the label (see Figure 38).

 Detail

Store Number Location Day 1

Unbound

Figure 38 - Select the label
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3.2. Right-click the label and select Cut (see Figure 39).

Change To 3
EE Tab Crder...
[ 1€
Emy Copy
T-_bl Paste

Figure 39 - Cut

3.3. Right-click inside the Page Header section and select Paste (see Figure 40).

F Page Header

Figure 40 - Right Click on the Page Header Section

4. Once the label is in the Page Header section, align the text box and the label (see Figure 41).

# Page Header

F Detail

Store Number [/ Location

Figure 41 - Aligning the Text Box

5. Enter a descriptive name for the label (see Figure 42).

¥ Page Header

_‘ Detail
Store Mumber |3

Location §§§§|Unbgund

Figure 42 - Entering a Name
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6. Select the text box (see Figure 43).

& Page Header

EH store Sales ‘ =] Reporti

A

_‘ Det;
Store Numbe

ail

r|:

Unbound

# Page Footer

Figure 43 - Selecting the Text Box

From the Design tab, click Property Sheet (see Figure 44).

7.
HOME CREATE EXTERMAL DAT DATABASE TOO JDESIGM | ARRANGE FORMAT PAGESETUP Ky
Ej| 23] Themes - [£Z Group & Sort IT =l DD E|E=D|2
1;‘_ B colors - Totals c = e . M Add Existind B ?}f o
1w , e ] ontrols  Insert age isting Froperty a
- Fonts - IE] Hide Details v Image = Mumbers E':l“-' Fields Sheet | Order :%
Views Themes Grouping & Totals Controls Header / Footer Tools
Figure 44 - Property Sheet
8. Inthe Property Sheet, from the Other tab, enter a descriptive name for the text box

category (see Figure 45).

Property Sheet

Selection type: Text Box

Textd E
|Format| Data | Event | Other B Al
Mame ITcutaI Sales
Datasheet Caption

ControlTip Text

Tab Index 4

Tab 5top Yes

Status Bar Text

Shortcut Menu Bar

Help Context Id 0

Vertical Mo

Tag

Figure 45 - Entering a Name
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9. Inthe Property Sheet, from the Data tab, click the ellipsis [-.] button in the Control Source
category (see Figure 46).

Property Sheet ®
Selection type: Text Box
Total Sales

Fnrmai Data |event | Other | A |

Control Source

Text Format Plain Text
Running Sum Mo
Input Mask

Enabled Yes

Figure 46 - Control Source

10. The following explains how to build the formula in the Expression Builder.

10.1.

10.2.

Type the ‘=" symbol to begin a formula (see Figure 47).

Expression Builder é &
Enter an Expression to create a caladlated contral:
(Examples of expressons indude [field1] + [fied2] and [field1] < 5)
= oK.
Cancel
=
| <<less |
Expression Elements Expression Categories Expression Values
Store Sales Repo » -
Fimlines <Field List> I .-'-\1"13&.'DeIConﬁrmEmI'“'Iacrc-'—I
] Kelsey Sl cdb <Parameters> _ ||| AfterFinalRenderEmMac—
= i gt Auto_Logod = || | AfterInsertEmMacro
H -| Corstants Auto_Header0 ||| AfterLayoutEmMacro
Operators Auto_Date AfterRenderEmMacro
‘. Common Expressions Auto_Tire AllowDesignChanges
= Labelo AllowFilters
Label1 AllowLayoutiiew
Label2 AllowReportiiew
Label3 ~ | | AltemateBadShade W

Figure 47 - Expression Builder Formula

Enter the formula so that it says = [Day 1] + Day 2] (see Figure 48).

Expression Builder

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

= [Day 1] + [Pay 2] 4

Ee g

Ok
Cance
Help

<« Less

Figure 48 - Type the Formula
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10.3. Click the OK button when finished to close the Expression Builder (see Figure 49).
Enter an Expression to areate a calalated control:
(Examples of expressions indude [field1] + [feld2] and [feld1] < 5)
= [Day 1] + [Day 2
Expression
Categories
Formula
Expression Elements Expression Categories
| 18 Report || Labal2
- ) Functions Label3
& @] Oatabeses.accdd s AR
-2 Constants ]Lm,w,
~.1 Operators Day 1
&' Commaon Expressions lTo!aISales
| Pagariead
| Detad
| 1gaquootetSecbon adl .VBorderCoior 4

Figure 49 - Expression Builder

11. From the Format tab, select the format for the text box (see Figure 50).

Property Sheet x
Selection type: Text Box

Day1 |
Format] Data | Event | Other | an |

Format I%ency
Decimal Places

Visible Yes

Width 0.4167°
Height 0.2188"

Top 0.0417"

|Left 1245837

|Back Style Normal

Back Color Background 1

Figure 50 - Format Tab

12. Figure 51 shows how the report will appear.

Store Number Location Day 1 Day 2 Total Sales

S s || ssomen ] [smoo]
T | oo | sisaonco | | om0
e | swoon |_sooss | [ o
| 5| Atlanta-Midtown | s$000000 | $2500000 | [ $55,000.00 |
| 6| Atlanta-Candler Park | $2400000 || s17,00000 | [ $41,000.00 |

Figure 51 - Report View
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Queries

Queries help you to search through a database for specific information. Examples of items that
can be searched for include the following:

e Stores with sales above or below an indicated amount

e Students earning an “A” in a specific course

e People who live in a specific zip code

e Companies located in a specific state

e Employees who have completed a First Aid course

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 52).

Application
Parts ~

Templates

HOME CREATE EXTERMAL DATA

g E& [

==

Table Table SharePoint Queryl Query | Form
Design  Lists~ Wizard Design
Tables Qu

DATABASE TOOLS

'E-_ m D 5! Form Wizard

Mavigation =
Form EBlank
Design  Farm Mare Farms =

Farms

Figure 52 - Query Design

2. The Show Table dialogue box will appear. Select the table that you want to add and click Add

(see Figure 53).

Show Table

L8 o

Tables i_g_Lieries | Both |

I ad )]

Close

Figure 53 - Click Add

3. Click the Close button after you have added the table to close the Show Table dialogue box.

Page 23 of 34



4. Using the table at the bottom of your screen, place your cursor in the first column of the
Field dropdown (see Figure 54).

Field:
Table: |
Sort:
Showe:
Criteria:
ar:

—— =

Figure 54 - The Field Dropdown

5. Click the arrow in the first column of the Field row. Then, select the field that you want
included in this query (see Figure 55).

Field: g
Table: 5.
Sort: § Store Mumber

Showr: f Location
Criteria:
ar

Figure 55 - Dropdown Menu

6. 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 56).

7.

Criteria:
ar

I
FiEld:I Store Sales.* Location EI
Table: | 5tore Sales Store Sales ore sales
Sort:
Show: ]

Figure 56 - Adding additional fields

In the Criteria row, enter what you are searching for in the database under the field where
you want to perform the search. 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 (see

Figure 57).
Field: |Store Sales.® Location Day 1 -
Table: | Store Sales Store Sales Store Sales
Sort:
Show: [
Criteria: (>==s00 |

on

Figure 57 — Criteria
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8. Click the Run button, located under the Design tab on the Ribbon (see Figure 58).

HOME CREATE

EXTERMNAL DATA

DATABASE TOOLS DESIGM

S4B ko E
. £ Pass-Through
Select Make Append Update Crosstab Delete b D o Show
Tahle ££ Data Definition  Taple
Results Query Type
Figure 58 - Click Run
9. Your data will appear on the screen (see Figure 59).
Store Mumb - |Store Sales.l ~ |Store Sales.l - Day 2 - Fieldo - Fieldl -~
E Sandy Spring $20,000.00 515,000.00 Sandy Spring $20,000.00
3 Athens 512,000.00 518,000.00 Athens 512,000.00
4 Kennesaw 516,000.00 517,000.00 Kennesaw 516,000.00
5 Atlanta-Midtoy $30,000.00 $25,000.00 Atlanta-Midtou 530,000.00
6 Atlanta-Candle  524,000.00 517,000.00 Atlanta-Candle  524,000.00
* (New) $0.00 $0.00 50.00

Figure 59 - Query Data

10. 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 th

e table after the query is saved will be included in the query if

it meets the criteria specified (see Figure 60).

= :

HOME CREATE
l\ /‘ Cut
= ER) Co
View Paste B
- Farmat Painter
Views Clipboard T

Kelsey Sales : Database- C:\Users\kwill368\Documents)Kelsey Sales.3

EXTERMAL DATA DATABASE TOOLS
Y -_'c’l Ascending T Selection - ’7 = Mew ZTDtaIs
i . T . H BBC .
. zl Descending || Advanced B Save W Spelling
Filter Refresh
Remove Sort Toggle Filter Al - Delete ~ = More~
Sort & Filter Records

Figure 60 - Click Save
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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 61).

HOME I CREATE I EXTERMAL DATA DATABASE TOOLS

SHE M RE =& 0 g Bl [0 g

Reporty Report fElank

Application  Table Table SharePoint Query Query  Form  Form  Blank
Parts ~ Design  Lists~ Wizard Design Design Form =l More Forms - Design [Report
Templates Tables Queries Forms Reports

Figure 61 - Report Design

2. From the Design tab, click Property Sheet (see Figure 62).

HOME CREATE EXTERMAL DATA DATABASE TOOLS DESIGM ARRAMNGE FORMAT PAGE SETUP
=] ﬂThemes' [ Group & Sort 1 = E,El Logo DD —1 | L
| # == .
: K colors - Totals = [ Title o [y
View _ e ] Controls  Insert Page ) Add ExistingProperty] Tab .
- Fonts' IEE] Hide Details - Image~ MNumbers Ef_l;.DatE and Time Fields Sheet | Order :E
Views Themes Grouping & Totals Controls Header / Footer Tools

Figure 62 - Property Sheet Button

3. On the Data tab of the Property Sheet, click the arrow for Record Source and select your
qguery from the list that appears (see Figure 63).

Property Sheet

Selection type: Report
Report Izl

|Fnrmat| Data | Event | D’therl All |

Record Source EE]
Filter

Filter On Load Mo

Crder By

Order By On Load Yes

Allow Filters Yes

Figure 63 - Record Source

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 the example below, the Store Sales table is

selected (see Figure 64).

FILE HOME CREATE EXTERMAL DATA DATABASE TOOLS
,_X_\ Cut Ascending Me
E@ Co escending Save v
View Paste P Filter B Re TI <h v Find
Format Painter Remove Sort 7X Delete ~
Views Clipboard [F] Sort & Filter Records Find

I SECURITY WARNING Some active content has been disabled. Click for more details.

All Access Obje... ® «

| <

Search. yol
Tables *
I—j Store Sales
Reports E3
E Reportl

Enable Content

Figure 64 - Store Sales Table

2. Click the Form button on the Create tab (see Figure 65).

HOME CREATE EXTERMAL DATA DATABASE TOOLS FIELDS TABLE
D IL__| D ’_m\ m [Em| m D [& Form Wizard J Ij J {7 Report Wizard
= 5] Mavigation = . Labels
Application  Table Table SharePoint Query Query | Form J Form  Blank Report Report Blank
Parts ~ Design  Lists ~ Wizard Design Design Form =] More Forms - Design Report
Templates Tables Queries Faorms Reports
Figure 65 - Form Button
3. Aform will be created (see Figure 66).
FLE HOME CREATE EXTERMNAL DATA DATABASE TOOLS DESIGN ARRAMNGE FORMAT
'\:1 Bl colors - = — ‘ i lege EE =]
o | < |ab]| Ag == ; — | M Title . [
o o |52 CEEHEL ) HS [ Q. g
Controls Header / Faater Toals

Views hemes

All Access Obje.. ® « |l
Search &
Tables a2 [y
T store Sates

Reports 2

-]

Feportl

I SECURITY WARMING Some sctrve conbent has besn disabled. Click for more details,

zlex | 2| Shore Sales

Enable Content

.Sar dy Spring

520,000.00

$15,000.00

Figure 66 - Created Form
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4. To make adjustments to the form:

4.1. From the Design tab, click the View button (see Figure 67).

HOME CREATE EXTERNAL DATA DATABASE TOOLS I DESIGMN I ARRANGE FORMAT

_;_A@_ n alors - A =
EH{;%MMHD%EEEEI@DE:

Views Themes

Contraols

Figure 67 - The View Button

4.2. From the View options, click on Design View (see Figure 68).

D B colors -

View  Themes Fonts =

b‘/. Design View

Figure 68 - Design View

4.3. You can now make adjustments to the form that was created. For information on

editing Form properties, refer to the Microsoft Office Access 2013 — Intro to Forms

booklet located on the UITS Documentation Center. (http://uits.kennesaw.edu/cdoc)
(see Figure 69).

j Store Sales | =8| Store Sales
[ B B

L -
# Form Header

"|| # Form Footer

Figure 69 - Editing the 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 70, the Store Sales table is selected.

nBC

FILE HOME CREATE EXTERNAL DATA DATABASE TOOLS
3 cut Ascending New
Bz co nding Save
ie Paste & Copy Filter - Refresh
Format Painter Remove Sort All- < Delete ~
Views Clipboard ] Sort & Filter Records

I SECURITY WARNING Some active content has been disabled. Click for more details.

All Access Obje... @ «
Search.. ye)
Tables ES
| = store saies

Reports
E Reportl

»

Enable Content

Find

Find

Figure 70 - Selecting the Table

2. From the Create tab, click the Report button (see Figure 71).

HOME I CREATE I EXTERNAL DATA DATABASETOOLS FIELDS TAELE
5 1 iz [ Form Wizard - : 7| izl Report Wizard
EE I K& BEEO] Bl& 02
Mavigation = E| Labels
Application  Table Table SharePoint  Query Query  Form  Form  Blank Report Report  Blank
Parts = Design  Lists ~ Wizard Design Design Form ENWE Forms - Design Report
Templates Tables Queries Farms Reports

Figure 71 - Report Button

3. The report will appear on your screen (see Figure 72).

j Store Sales E Store Sales
i8] Store Sales
E
Store Number Location Day 1 Day 2
2 || sandy Spring $20,000.00 $15,000.00
3 | Athens $12,000.00 4$18,000.00
4 | Kennesaw $16,000.00 $17,000.00
5 | Atlanta-Midtown $30,000.00 $25,000.00
6 | Atlanta-Candler Park $24,000.00 $17,000.00
Pagelofl

Thursday, August 21, 2014
5:15:15PM

Figure 72 - Report Button
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4. The following explains how to make modifications to the report:
4.1. From the Home tab, click the View button (see Figure 73).

HOME CREATE EITERMAL DATA DATABASE TOOLS DESIGN ARRANGE FORMAT PAGE SETUF
Cut Y £} Aseending T - E ; IH S |Calibri (Detail] 0
B3 Copy il Dascending T3+ L i I 2+ B I U
e X Filter Refresh Find | =
¥ Format Painter Removs Sort Al 2% Delete ~ k- A~ - ===
Clipboard = Sort & Filter Recards Find Text Fermatting

Kyle M Williams -

Figure 73 - View Button

4.2. From the menu options, click on Design View (see Figure 74).

CREATE

Ej Store Sales
[

(=4 i
— | Layout View

£
2 | sancy Spring
3 | Athens

& T
4 | Kennesaw

6 |Atunts-Candler Park

COERNALDATA  OATABASETOOLS  DESGN  ARRANGE  FORMAT  PAGESETUR

il Y b2 T [ rﬂ Calibrs (Beta)

= kL Copy i w T = & 2: B I W

View = Filker 2 Biresh Find - i
- * Foemat Pairer [ St All- 7% Delete = A B =
1= Filler Aeioidy Teal Farimatl

3 Report View — "

_| cablid o || BB store sz [l Store Sales
G, Print Freview ¥l

515,000.00
$18,000.00
$17,000.00 |
525,000.00

$17,000.00

Kyl M Williarn= =

Thursday, August
25

Figure 74 - Design View

4.3. You can now make adjustments to the report that was created (see Figure 75).

# Report Header

# Page Header

# Detail

Store Number Location

=SumilNav 211

Figure 75 - Editing the Form

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.
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2. From the External Data tab, click the Excel button in the Import & Link category (see Figure
76).

HOME CREATE I EXTERNAL DATA I DATABASE TOOLS DESIGN ARRANGE FORMAT

T S R Tetfile M 1 U [AAccess
BB FREREE

_

Saved Excel JAccess ODBC Saved Excel Text XML  PDF  Email ~
Imports Database =5 More~ Exports File File orXPS 5 More~
Import & Link Export

Figure 76 - Importing an Excel File

3. The Get External Data — Excel Spreadsheet window will appear (see Figure 77).

Selecl Lhe sourie and:destinalion.al the dali

Soecitythe cource of the definkion of the pbjacts,

Il mames | coplers vl deaments

Saecily have and whese you want te steei he dots in She auret dabdbase,

@ Jmpor oo 3 new
I8 e bl s s il s, Acewss sl tevata ) 11 sopeilies Lable al ey sarets, Strens mghl e
coriters Wi the Imported data, Tharges nads 0 Hhe source data il not be sefisclad i the dassbase.

Append 3 copy of the recoeds 1o the fabie: <

 vaind, Areens sl crsste il

1 e spesifiml ftve paists, Acorss il scid Far
Cranges mace to the seurce data wil not be refiach

* Link 10 the gt soarce by oreating 2

Aczess il treate s taile fhat will ma
ke reflectad in the linked Tosie. Howe

Figure 77 - Get External Data Window

4. Click the Browse button to locate your Excel spreadsheet file (see Figure 78).

Specify the source of the definition of the objects.

Eile name: | c\Users\kwill368\Documents)|

Figure 78 - Click Browse

5. Navigate to and select the excel spreadsheet that you wish to import.

6. Select the Import the source data into a new table in the current database option (see
Figure 79).

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: | sigre Sajes

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.
(71 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.

Figure 79 - Import the Source Data Option
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7. Click OK.

8. If the first row of the spreadsheet contains your Column Headings, select the First Row

Contains Column Headings option (see Figure 80).

Microsoft Access can use your calumn headings as field rames fer your table. Does the first
row spedfied contain column headings?
W [First Row Contains Column Headings
Cuztomer Number |[First Mame [Last Name [Citwy
|1l Fen i th poworth
|2E Fharon [Cook
3k Mike Eryvant
4 fmanda Elliot feworth
5 [Fusan pllen Fennesaw
]
| Cancel | Next = | Firish

9. Click Next.

Figure 80 - First Row Contains Column Headings

10. For the next option, you can select the different columns and adjust the Field Name and

Data Type for the database (see Figure 81).

Yeu can spadfy information about each of the fields you are importing. Select fields in the area balow. You can then modify fisld
information in the Field Opticns' aea

Field Options
Field Name:

Index=d: Mo

Customer Number

Dats Type:  Couble [=]
[=] Do not impart field (Skip)

Cuatomer Humber

Hame [Lasc Hame

Fmith

Kennesaw

| Carcel

< Back

Mext =

Einich

Figure 81 - Field Options

11. When you are finished, click the Next button.
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12. 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 82).

Microsoft Access recommends that you define a primary key for your new table. A primary key is usad to

[ uriguely identfy each record in your table. It allows you to retrieve data more quiddy.
0 s
20w wun
B s wn .
A Let Access add primary key,
TR P El
Ng primary key.
Customer Number |[First Name |Last Name |[City
Emith Rocworth -
haron Cook Fennesaw
ike Bryant Mariecta
anda Elliot Rocworth
usan Rllen Fennesaw

Figure 82 - Selecting the Primary Key

13. Click the Next button.
14. Enter a name for the table that will be created in the Import to Table field (see Figure 83).

Thats al the information the wizard needs to import your data.

Impart to Table:
Customer Information|

Iwould like & wizard to analyze my table afier importing the data.

Com ) [ s

Figure 83 - Entering the Table Name

15. Click Finish
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16. The Save Import Steps window will appear. Select Save Import Steps if you wish to save the
import steps. Doing so will allow you to quickly repeat the operation (see Figure 84).

Save Import Steps
Finished Impoeting file "< Users kw568 Deskto p'Reoort B ookalse' to table Customer Information’,

Do you want fo save these import steps? This will sllow you to quidkly repest the operation without using the wizard.

Figure 84 - Save Import Steps

17. Click Close

18. The information in Excel will be imported into Access. At this point, you could create forms,
create reports, create queries, etc (see Figure 85).

|j Customer Information
Customer NI » | First Mame -~ | Last Name -~ City ~ | Click to Add -

Ken Smith Acworth
2 Sharon Cook Kennesaw
3 Mike Bryant Marietta
4 Amanda Elliot Acwaorth
5 Susan Allen Kennesaw

*

Figure 85 - The Imported Table

Additional Assistance

If you need additional assistance with Microsoft Office Access 2013, contact University
Information Technology Services (UITS) at:

Faculty and Staff Service Desk

Phone: 470-578-6999

Email: service@kennesaw.edu

Students Help Desk
Phone: 470-578-3555
Email: studenthelpdesk@kennesaw.edu
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