Microsoft® Office 365® Access™
2019 Comprehensive

Microso ft®

Office 365" |t

COMPREHENSIVE

e SERIES "i
eX ® p Orlng P a
. Investigating in a systematic way: examining Y =
Searching into or ranging over for the purpose of discover

Chapter 8

Get Connected

Ty

@Pearson Copyright © 2020, 2017, 2014 Pearson All Rights Reserved



Learning Objectives (1 of 2)

8.1 Create a Hyperlink Field
8.2 Add an Attachment Field
8.3 Add Attachment Controls to Forms and Reports
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Learning Objectives (2 of 2)

8.7 Export Objects to Another Access Database
8.8 Link to an Access Table

8.9 Link to and Import an Excel Spreadsheet
8.10 Import an Excel Spreadsheet

8.11 Import a Text File
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Creating a Hyperlink Field (1 of 2)

Service Start Date .+  CreditRating ~+ SalesRepID « CustomerWebsite -
1/3/2020 B S001 Abel and Young
1/3/2020 B S002 www.mc3.edu
1/5/2020 B S001 www.yourschooldomain.com
1/6/2020 A CustomerWebsite | soo1
1/6/2020 C hyperlinks | so002
1/10/2020 C S001 :
1/10/2020 A 5001 Hyperlinks have a
1/11/2020 A S002 b|ue Under|ine
1/13/2020 A S002 :
1/13/2020 B S001
1/14/2020 B S002
1/21/2020 A S002
1/23/2020 B S002
1/23/2020 A S002

Pearson Education, Inc. © 2020
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Creating a Hyperlink Field (2 of 2)

i i ] ?
S rpeii: [ k Type text you want the user to see ) X
Link to: Text to display: :'Abel and Young ' ScreenTip... \
Look in: [ chp8whitepages E] 57 EE ==
Existing File ‘ I
or Web Page [’ a8Coffee - : .
- CF%T::: a* a08Coffee | Enter a ScreenTip (optional) '
55] 1@/ a08Coffee_enddoc '
E-mail =
Addrese m— u“ a08Coffee_New o
Pages ﬂ: a08h1Property_Subdivisions
g B a08h1Property_Subdivisions_start
Hyperlink Régent q J a08h2Property_Staffing
Builder Files |@% a08p2Traders
B a08p3_Customers_Excel ¥
Address: Erhttp://w\nm.abelandyoung.com [v] Remove Link \
| Type the URL for the website ' oK Cancel \

Pearson Education, Inc. © 2020
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Adding an Attachment Field (1 of 2)

Attachments 4

Attachments (Double-click to open)

j cooo2jpg

Add...

Remove

(Attach files ) oo

Save As...

Save All...

[ ok | Cancel

Pearson Education, Inc. © 2020
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Adding an Attachment Field (2 of 2)

=4 Customers \
CustomeriD ~ Customer Name - Customer Web site v U Click to Add ~
TE‘ [gliaAbel & Young] Abel and Young @(Oﬂ
2 C0002 Department of CIS www.mc3.edu (o) 7
| C0003 Advantage Sales www.yourschooldomain.cotr @(0) Poperclip icon
& C0004 Kinzer & Sons (o) indicates‘ an
W C0005 Milgrom Associates (o) Aftgehment bétd
| C0006 Lugo Computer Sales 0(2)
& C0007 Bethune Appliance Sales [ 9(0)
i C0008 Baker Auto Supply Number oF atiackments s BRG]
| C0009 Howard Animal Hospital indicated in parentheses (2) O(0)
@ C0010 Katie's Casual Wear (o)
[ C0011 Little, Joiner, & Jones (o)
E 0012 Kline Bait & Tackle O(0)
| C0013 Computer Informations Sys (o)
& C0014 Coulter Office Supplies U
* | (New) 9(0)

Pearson Education, Inc. © 2020
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Adding Attachment Controls to

Forms and Reports (1 of 2)

» = ]
=3 Customers 1 ) —
T (Customers form in Layout view !
CustomeriD [COOOI 1 Zip Code | 33131 7
Customer Name Abel & Young Phaone (555) 375-6442
Contact Jetf Jlones Fax (555) 375-6443
£-mall Address jiones@AbelAndYoung.com Service Start Date | 1/3/2020
Address] 5000 Jefferson Lane Credit Rating 8 -_':
Address2 Suite 2000 Sales Rep ID S001
City Miami CustomerWebsite | Abel and Young

Navigation Pane

State FL

e i Attachment
control |

Field List Field List ) 1

[ show all tables
Fields available for this view:
CustomedD
Customertiame
Contat
Emailaddress
Agaress)
Address2
City
State
Lplode
Mone
Fax
ServceStantDate
CreditRating
SalesRepiD
CustomerWebite
S CustomerFiles
CustomerFiles.FileData
CustomerFiles FileName

CustomerFiles FileType

Gield name is dragged onto form)L

Pearson Education, Inc. © 2020
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Adding Attachment Controls to
Forms and Reports (2 of 2)

':_EJ Customers ~ N
1 '
Customers : .Y
- j Customers form in Form view
CustomerlD C0006 Zip Code I33133-
Customer Name Lugo Computer Sales Phone (555) 446-8900
Contact Derek Anderson Fax (555) 446-8901
E-mail Address service@lugocomputer.net Service Start Date | 1/10/2020
Addressl 6000 Tigertail Avenue Credit Rating c _V—]
Address2 Sales Rep ID S001 ~
3
City Coconut Grove CustomerWebsite g
2
- 7]
State FL 3
3
Attachment control CustomerFiles E
; . & 3
displays image 5
>
m
z

Pearson Education, Inc. © 2020
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Exporting Data to Excel (1 of 4)

=] customers \
| CustomeriD ~ Customer Name - Contact - E-mall Address - Address1 - Address2 - City - State -  Custo
:@v | C0001 Abel & Young Jeff Jones jjones@AbelAndYoung.com 5000 Jeffersonlane  Suite2000  Miami & 'Abel and
= €0002 Department of CIS Eleanor Milgrom 1238 Walsh Drive Suite 2202 Miami FL www.mgd
| * C0003 Advantage Sales Neil Goodman service@advantagesales.com 4215 South 81 Street Miami FL WwWWwW.yo
L C0004 Kinzer & Sons Nicholas Colon 9020 N.W, 75 Street Suite 302 Coral Springs  FL
B C0005 Milgrom Associates Ashley Geoghegan ageoghegan@milgrom.net 7500 Center Lane Coral Springs  FL
# C0006 Lugo Computer Sales Derek Anderson  service@lugocomputer.net 6000 Tigertall Avenue Coconut Grove FL
8 C0007 Bethune Appliance Sales  Michael Ware bethune@bethune.com 276 Brickell Avenue Suite 1403 Miami FL
] C0008 Baker Auto Supply Robert Slane rslane@bakerauto.com 4508 N.W. 7 Street Miami FL
|8 C0009 Howard Animal Hospital  Luis Couto lcouto@howardanimals.net 455 Bargello Avenue Coral Gables FL
* C0010 Katie's Casual Wear Jeffrey Muddell katie@katiewear.com 9522 S.W. 142 Street Miami FL
* C0011 Little, Joiner, & Jones Lauren Center Icenter@ljj.com 7245 NW 8 Street Miami FL
| €0012 Kline Bait & Tackle Benjamin Lee blee@klineb&t.com 1000 Call Street Coconut Grove FL
s 0013 Computer Informations Sy: Eleanor Milgrom  emilgrom@cis.edu 1238 Walsh Drove Suite 2202 Miami FL
{5 C€0014 Coulter Office Supplies Maryann Coulter mcoulter@coulter.com 1000 Main Street Coral Springs  FL
* (New)

Pearson Education, Inc. © 2020

A B D 3 F G H 1 ) X |~
2 €0001 Abel & Young Jjones@AbelAndYoung com 5000 Jefferson Lane Suite 2000 Miami i 33131 (555) 375-6442 (555) 375-644
3 €0002 Department of Ci$ Eleanor Milgrom 1238 Walsh Drive Suite 2202 Mismi £ 33131 (555) 385-4431 (555) 385-443
1 €0003 Advantage Sales Nell Good service@adh com 421 South 81 Street Miami f 33131 (555) 444-5555 (555 444-555.
5| 0004 Kinzer & Sons 3020 NW. 75 Street Suite 302 Coral Springs  FL 33065- (5551 7539887 _ (555) 753-988
6 €0005 Milgrom Associates shiey zh grom net 7500 Center Lane Coral Springs FL 33070- (555) 753-7830 | (555) 753-783
7 €0006 Lugo Computer Sales Derek Anderson service@lugocomputer net 6000 Tigertall Avenue Coconut Grove  FL 33133 (555) 446-8900  (555) 446-890
8 C0007 Bethune Appliance Sales Michae! Ware bethune@bethune com 276 Brickell Avenue Suite 1403 Miami FL 33131 (555) 444-3980 (S55) 444-398
3 €0008 Baker Auto Supply Robert Slane rsiane@bakerauto com 4508 MW, 7 Strest Miami fL 33131 (555) 635-3454  (555) 635-345
10 €0009 Howard Animal Hospital Luis Couto lcouto@h net 455 Bargello Avenue Coral Gables  FL 33124- (555) 666-4801 | (555) 566-480
11 C0010 Katie's Casual Wear Jeffrey ddell katie@k com 9522 5.W. 142 Street Miami fL 33176 (555) 253-3908 (S55) 253-390
12 COO11 Little, Joiner, & Jones Lauren Center icenter@ljj.com 7245 NW 8 Street Miami FL 33133 {555) 974-123& (555) 974-123
13 C0012 Kline Bait & Tackle in Lee blee@klineb&t com 1000 Call Street Coconut Grove  FL 33133 {555) 327-4124 (555) 327-412
% o013 w“""m":’ Intormations Eleanor Milgrom  emilgrom@cis.edu 1238 Walsh Drove Suite 2202 Miami L 33186 (555) 385-4431  (S55) 385-343
15 C0014 Coulter Office Supplies Maryann Coulter mecoulter@coulter.com 1000 Main Street Coral Springs L 33071 (555) 123-9876

16
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Exporting Data to Excel (2 of 4)

Export - Excel Spreadsheet ? X
Select the destination for the data you want to export WA ‘
Specify the name
Specify the destination file name and format. Gnd deSﬁnClﬁOH
Eile name: | c:\Users\erri\Documents\Customer Addresses.xlsx Q Browse...
File format: ' Excel Workbook (*.xlsx) =
Specify formatting Specify export

Specify export options. viewing option

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.

Pearson Education, Inc. © 2020
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Exporting Data to Excel (3 of 4)

Al v | i j 2 Customer Name

A B C D E F G
| Customer Name | contact |  Address1 | Address2 |  city | state | zipcode |
2 Abel & Young Jeff Jones 5000 Jefferson Lane Suite 2000  Miami FL 33131-
3 Department of CIS Eleanor Milgrom 1238 Walsh Drive Suite2202  Miami FL 33131-
4 Advantage Sales Neil Goodman 4215 South 81 Street Miami FL 33131-
5 |Kinzer & Sons Nicholas Colon 9020 N.W. 75 Street Suite 302 Coral Springs  FL 33065-
6 Milgrom Associates Ashley Geoghegan 7500 Center Lane Coral Springs FL 33070-
7 Lugo Computer Sales Derek Anderson 6000 Tigertail Avenue Coconut Grove FL 33133-
8 Bethune Appliance Sales Michael Ware 276 Brickell Avenue Suite 1403  Miami FL 33131-
9 Baker Auto Supply Robert Slane 4508 N.W. 7 Street Miami FL 33131-
10 Howard Animal Hospital Luis Couto 455 Bargello Avenue Coral Gables FL 33124-
11 Katie's Casual Wear leffrey Muddell 9522 S.W. 142 Street Miami FL 33176-
12 Little, Joiner, & Jones Lauren Center 7245 NW 8 Street Miami FL 33133-
13 Kline Bait & Tackle Benjamin Lee 1000 Call Street Coconut Grove FL 33133-
14 Computer Informations Systems  Eleanor Milgrom 1238 Walsh Drove Suite 2202  Miami FL 33186-
15 Coulter Office Supplies Maryann Coulter 1000 Main Street Coral Springs FL 33071-
16
17
18
19

Pearson Education, Inc. © 2020
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Exporting Data to Excel (4 of 4)

E Custnmersf\'\
E Customers Records from Cu_stomers
- table (main form)
CustomeriD C0001 Zip Code 33131-
CustomerName | Abel & Young Phone | (555) 375-6442
Contact Jeff Jones Fax (555) 375-6443
E-mail Address jiones@AbelAndYoung.com Service Start Date |1/3/2020
Addressl 5000 Jefferson Lane Credit Rating "B v
Address2 Suite 2000 Sales Rep ID | s001
city Miami “|customerwebsite | Abel and Young [
State FL AttachedFiles Ii
|
OrderID . OrderDat » PaymentType . Comments v
& 00001 1/3/2020 Cash Wil pick up order Records from Orders
S 00006  1/6/2020 Check table (subform)
# 00018 _ 1/21/2020 Credit Card

Pearson Education, Inc. © 2020

Pearson Education, Inc. © 2020

@ Pearson

B C D =
1 ] ] [ CustomerName | “Contact 1 EmailAddress L Ad
2 Co001 |Abel & Young Jeff ones \llones@AbelAndYoung.com /5000 Jefferson Lane
3 Co002 |Department of CIS |Eleanor Milgrom 11238 Walsh Drive
4 C0003 |Ad ge Sales Neil Goodman service@ad gesales.com 4215 South 81 Street
5 |cooos [ Records from Customers | [xinzer & sons [Nichotas colon | 19020 N.W. 75 Street |
6 cooos' toble (mqin form) Milgrom Associates |Ashley Geoghegan |ageoghegan@milgrom.net 7500 Center Lane
7 C0006 |Lugo Comp Sales |Derek Anderson |service@lugocomputer.net /6000 Tigertail Avenue
8 C0007 |Bethune Appliance Sales Michael Ware bethune@bethune.com 1276 Brickell Avenue |
9_1C0008 Baker Auto Supply \Robert Slane |rslane@bakerauto.com {4508 N.W. 7Street |

10 C000S |Howard Animal Hospital ‘Luis Couto 'l:outo@hawardanlmals.net 455 Bargello Avenue |

11 C0010 |Katie's Casual Wear Jeffrey Muddell | katie@katiewear.com 19522 S.W. 142 Street |

12 Coo11 |Little, Joiner, & Jones |Lauren Center .Inenter@I jj.com (7245 NW 8 Street

13 C0012 |Kline Bait & Tackle |Benjamin Lee |blee@klineb&t.com 11000 Call Street

14 Co013 Comp fo 15 Sy |Eleanor Milgrom emilgrom@cis.edu 1238 Walsh Drove

15 Co014 o Coulter Office Supp! __Maryann Coulter |mcoulter@coulter.com 1000 Main Street

16

17 ‘(Records from Orders table are missing '

18
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Exporting Data to Word (1 of 3)

rMore command with Word |

Pearson Education, Inc. © 2020

@ Pearson
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» g Table Tools Coffee Customers and Orders
Home  Creste  EdemnalData  Database Tools  Help Fields  Table £ Tell me what you want to do
[D T3 Saved Imports =] @ :_] f-;.‘: ;—T” & o [0 Access M. = ¢
N BUinked TableManasger P 92 Y= ElWord Merge | 2 B i
New Data Saved Exced Tet XML  PDF  Email =
Source - Exports File  File orXPS  More- =
s Impart & Link Bxport Word sts
» T3 Products \ % Export the selected object to Rich
ProductiD . Product Name X Descr Test \rkup Percent + |
£ GEERR Coffee - Colombian Supreme  24/Case, Pre-Grouné == SharePaint List | sooo%
s PO002 Coffee - Hazelnut 24/Case, Pre-Grounc \-)':. Export the selected object to 100.00%
|8 PO003 Coffee - Mild Blend 24/Case, Pre-Grounc SharePoint as a lt 50.00%
& PO004 Coffee - Assorted Flavors 18/Case. Pre-Grounk 50.00%
+ POOOS Coffee - Decaf 24/Case, Pre-Grount I'-:.. 000G Doty o 50.00%
. POOOS Tea Bags - Regular 75/Box, Individual 7 P Export selected object to an ODEC 75.00%
Databate, such 23 SQL Server
> POOO7 Tea Bags - Decaf 75/Box, Individual T 75.00%
= POOOS Creamers - Assorted Flavors 400/Case, 8 50-cour [T HTML Document 100.00%
& PO0OS Creamers - Liquid 200/Case, Individus 8] Export selected object to an 100,00%
2 POOL0 Sugar Packets 2000/Case HTML document 100.00%
X OS2 Sy it ofcsen e iy Sk e ‘oo
= P OB Export selected object to & dBASE 3
2 '," PO013 Coffee Filters 500/Case, Fits 10-12 file 50.00%
& & POO14 Napkins 3000/Case, White — 100.00%
= i POOLS Stirrers - Plastic 1000/8o» $150 75,00%
2 ® POO16 Stirrers - Wood 1000/8ox $1.25 100,00%
_g\ - POO17 Spoons 500/Box, White Plastic $15.00 100.00%
i = PO018 Popcorn - Plain 36/Case, 3.75 Oz Microwave Bags $850 100.00%
&= P0019 Popcorn - Buttered 36/Case, 3.75 Oz Microwave Bags $950 100.00%
& PO020 Soup - Chicken 50 Envelopes $1000 100.00%
i PO021 Soup - Variety Pak S0 Envelopes $12.00 100.00%
- PO022 Styrofoam Cups - 10 cunce 1000/Case $17.00 50.00%
= PO023 Styrofoam Cups - 12 ounce 1000/Case $19.00 50.00%
& P0O024 Milk - 1 quart Delivered Daily s200 100.00%
& PO02S Milk - L pint Delivered Daily $100 100,00%
* (New) 100.00%

Refrigeration + |

od

ORmOO000000000000R0O00000

~ Brand . |Year |
Premium
House
House
Discount
House
House
Discount
Premium
House
House
Discount
House
House
Discount
Discount
House
House
House
Premium
Premium

Recorek 4+ [10125 | » Mo | 3 « || Search

\

selected from the list




Exporting Data to Word (2 of 3)

@ Pearson

Export - RTF File ? X

Select the destination for the data you want to export 4
i

Specify the destination file name and format.

Eile name: | ch\users\erri\Documents\erri Stuff\Products.rtf Browse...

. _ Specify file name
SRy B options and destination
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.

( Specify export viewing option b

Pearson Education, Inc. © 2020
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Exporting Data to Word (3 of 3)
——{ Records from Products table )

[fo:-Purchasing-Agentq Additional text added
From:-Sales-Manager9| fo fhe RTF document

Subject:-Please‘note-our-current-prices-forthe-following:items.f

Product- Product-NamolI Descriptiontf | Costlf| Markup- | Refrigeration- | Brandi Year- JH

DX Percentt Neededn Introduced
P0001i Coffee-- 24/Case," $16.000  50.00% Nos Discountk 20181
Colombian- Pre-Ground-1.75-
Suprement Oz-Bagsx
P0002i Coffee:- 24/Case,* $23.000 100.00% Not Premiums 201811
Hazelnutx Pre-Ground-1.75-
Oz'BagsH
P0O003i Coffee-—Mild- 24/Case,- $20.000  50.00% No’ Housex 2018
Blendx Pre-Ground-1.75-
Oz-BagsH
P0004i Coffee:- 18/Case.- $23.00 50.00%3 No3 HouseH 201811
Assorted: Pre-Ground-1.75-
Flavorsx Oz-BagsH
PO00Si Coffee--Decaftt 24/Case,- $20.008 50.00%: Nos Discountk 201811
L Pre-Ground-1.75-
Oz-Bagsx

Pearson Education, Inc. © 2020
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Exporting Data a PDF or XPS
Document (1 of 2)

Customers

Customer Name Contact Address1 Address2 City State CustomerFiles
lAbel & Young ‘ _Jeff Jones 5000 Jefferson Lane || Suite 2000 ] Miami [FL
[Department of Cis || Eleanor Milgrom (1238 Walsh Drive || suite 2202 || Miami [fFL

Advantage Sales || Neil Goodman 4215 South 81 Street Miami [[FL

Kinzer & Sons || Nicholas colon 9020 N.W. 75 Street || Suite 302 || Coral Springs || FL
[ Milgrom Associates ‘ Ashley Geoghegan 7500 Center Lane l Coral Springs FL

Lugo Computer Sales I Derek Anderson 6000 Tigertail Coconut Grove ’ FL I n

| Avenue

IBcthune Appliance Sales || Michael Ware 276 Brickell Avenue || Suite 1403 I Miami [FL
[Baker Auto Supply | Robert Slane 4508 N.W. 7 Street || Miami (R

Howard Animal Hospital Luis Couto 455 Bargello Avenue Coral Gables ] FL

Katie's Casual Wear ‘ Jeffrey Muddell ' 9522 S.W. 142 Street ‘ Miami ‘ FL

Little, Joiner, & Jones || Lauren Center (7245 Nw 8 Street Miami |[rL

Kline Bait & Tackle |[Benjamin Lee 1000 Call Street Coconut Grove ||FL

Computer Informations
Systems

ICouhef Office Supplies

J

| 14

Eleanor Milgrom

Maryann Coulter

1238 Walsh Drove

|/1000 Main Street

Suite 2202 || Miami FL

Coral Springs | |FL

Pearson Education, Inc. @ 2020
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Exporting Data a PDF or XPS
Document (2 of 2)

Customer Name Contact Addressl Address2 City State Customerfiles
Abel & Young Jeff Jones 5000 Jefferson Lane  Suite 2000  Miami FL
Department of CI5 Eleanor Milgrom 1238 Walsh Drive Suite 2202 Miami 128

Advantage Sales Neil Geodman 4215 South 31 Street Miami FL

Kinzer & Sons Nicholas Colon 9020 N.W. 75 Street Coral Springs

Milgrom Associates Ashley Geoghegan 7500 Center Lane Coral Springs

Lugo Computer Sales Derek Anderson 6000 Tigertail Coconut Grove
Avenue

Bethune Apphance Sales  Michael Ware 276 Brickell Avenue  Suite 1403 Miami
Baker Auto Supply Robert Slane A508 N.W. 7 Street Miami

Howard Animal Hospital  Luis Couto 455 Bargelio Avenue Coral Gables
Katie's Casual Wear Jeffrey Muddell 9522 S.W. 142 Street Miami

Little, Joiner, & Jones Lauren Center 7245 NW 8 Street Miami

Kiine Bait & Tackle Benjamin Lee 1000 Call Strect Coconut Grove

Computer Informations Eleancr Migrom 1238 Walsh Drove Suite 2202  Miami

age |1 | ot @ &
Pearson Education, Inc. © 2020
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Exporting Objects to Another Access
Database

Export ? X

Table name in
destination database

Export Customers to: (

Customers i
in a08Coffee_New.accdb

Export Tables
(®) Definition and Data Export Tables options
(O Definition Only

OK Cancel

Pearson Education, Inc. © 2020
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Linking to an Access Table (1 of 2)

Get External Data - Access Database ? X

Select the source and destination of the data Q

Specify the source of the definition of the objects.

Eile name: | c:\Users\Jerri\Documents\a08p2Traders.accdb Browse...

File name and source Iocotioa

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

O Import tables, queries, forms, reports, macros, and modules into 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. 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.

Link to the Access data by
creating a linked table

Pearson Education, Inc. © 2020
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Linking to an Access Table (2 of 2)

Link Tables

Tables

Categories
Customers
Employees
Order Details
Orders

|

Shippers
Suppliers

(Products table selected)

? X

[ o ]

Cancel

Select All

Deselect Al

Pearson Education, Inc. © 2020

All Access Objects © «
Tables P~
EE customers
@ Customers_Excel
@ Customers_Text
EEl Order Details
B Orders
EE Products
EEH  Sales Reps
*EH Customers_Access
*F staffing Agents

*7] Traders Products

COpyrlght © Pearson Educa}ion, lnc.ozozo.

Original
U’roducts table
Linked table
(renamed)




Linking to and Importing an Excel
Spreadsheet (1 of 3)

A B C D E F
1 |New SubDivision:_l from Hines Developers, Inc ]
> | 3/1/2018 First three rows to be deleted
3 |
4 SubDivisionID SubDivision ContactPerson Pool | RecreationCenter |BikeTrail
S | 1 Jamestowne Dave Reeder No No Yes
6 | 2 Discovery Homes Margaret Sellis No Yes No
7 3 Hawk Valley No Yes No
8 ‘ 4 Snake Canyon Roma Ewes No Yes No
9 5 Winding River Jerry Kudash Yes No Yes
10 6 West Point Rob Durante Yes No Yes
1| 7 Choco Canyon TJ Sheraton No No No
12 | 8 Blue Lake Bill Anderson Yes Yes Yes
13| 9 The Links Sam Henderson No No No
14 10 Old Estates Marty Lazanoff No No No
15 11 The Vineyards Robin Cater Yes Yes Yes
16 12 Jefferson Crossing Randi Crawford Yes No No
17 13 Modular Homes Carol Otto No No Yes
18 14 Crestwood Ray Otto Yes Yes No

@ Pearson
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Linking to and Importing an Excel
Spreadsheet (2 of 3)

=5 Import Spreadsheet Wizard X
Microsoft Access recommends that you define a primary key for your new table. A primary key is used to
= uniquely identify each record in your table. It allows you to retrieve data more quickly.
| TR R T
2w g% wER
< BT .
- s (OLet Access add primary key.
& itnn Ren e @Qloose my own primary key. [CustomerID .
(ONa primary key.

CustomerID |Customer Name Contact Addressl Address2
Depot #35 Rusty Billings [5000 Jefferson Lane Suite 2000 ~
Depot #36 Millie Davis 1238 Walsh Drive Suite 2202
Depot #37 Frank Landis 4215 South 81 Street
Depot #38 Julia Klein 9020 N.W. 75 Street ISuite 302
Depot #39 Evan Rickets [7500 Center Lane
Depot #40 Ron Stellar 6000 Tigertail Avenue
uto Supply West George Rudolf 276 Brickell Avenue Buite 1403
uto Supply East Rob Candiles 4508 N.W. 7 Street
County Hospital [Louise Halteman K455 Bargello Avenue
evin's Diner Kevin Swartz 9522 S.W. 142 Street
dvanced Office Supplies hendy Keyser 1000 Main Street

Cancel < Back Next > Finish

Pearson Education, Inc. © 2020
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Linking to and Importing an Excel
Spreadsheet (3 of 3)

5] Link Spreadsheet Wizard X
Your spreadsheet file contains more than one worksheet or range. Which worksheet or range would you like?
(®) Show Worksheets ES i
Sheet2
() Show Named Ranges Sheet3
2 . "
(Worksheet to ||nk) First row contains
_column headings
Sample data for worksheet ‘Sheet1',
1 SubDivisionID [SubDivision ContactPerson ool RecreationCenter BikeTrail—/ A
210 amestowne Dave Reeder o o Yes
3R iscovery Homes Margaret Sellis No es No
L3 awk Valley o es No
5K nake Canyon Roma Ewes o es No
65 inding River Verry Kudash es o Yes
LG est Point Rob Durante es o Yes
87 hoco Canyon fJ Sheraton o o No
N = lue Lake Bill Anderson es es Yes
HQ he Links Sam Henderson o o No
1110 1ld Estates Marty Lazanoff o o No
12i11 he Vineyards Robin Cater es es Yes
i3pf2 efferson Crossing Randi Crawford es o No
1413 odular Homes Carol Otto o o Yes v
< >

Pearson Education, Inc. © 2020
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Importi

ng a Text File (1 of 2)

] 208p2Custtext - Notepad
File Edit Format View Help

101,0ffice Gadgets Store
102,0ffice Gadgets Store
103,0ffice Gadgets Store
104,0ffice Gadgets Store
105,0ffice Gadgets Store
186,0ffice Gadgets Store
107,0ffice Gadgets Store
108,0ffice Gadgets Store
109,0ffice Gadgets Store
118,Rachael’'s Diner,Kyle

CustomerID,Customer Name,

111,Lipsi Insurance Brokers,lanet Lipsi,janet@ibi.com,1000 Main Street,,Atlanta,GA,39301,(55_}

Contact,E-mail Address,Addressl,Address2,City,State,Zip Code,Phoné:
#23 ,Marty Lazanoff,mlazanoff@gadgets.net,5000 Jefferson Lane,Suite
#24,Bill Gutchons,billg@ws.com,1238 Walsh Drive,Suite 2202,Atlanta,
#25,Nancy Goodman,service@advantagesales.com,4215 South 81 Street,,
#26,Selene Silver,selene@kinzer.com,9020 N.W. 75 Street,Suite 3024
#27 ,Ashley Truber,truber@juiceassoc.net,7500 Center Lane,,Atlanta,(
#28,Allison Blake,allison@allrest.com,60@8 Tigertail Avenue,,Atlant
#29,Mel Stark,mstark@meatsinc.com,276 Brickell Avenue,Suite 1403,At
#30,Bob Leaks,bob@3bakers.com,4508 N.W. 7 Street,,Atlanta,GA,30301,
#31,Luis Cartego,luis@countyhosp.com,455 Bargello Avenue,,Atlanta,G
Freed,kfreed@msn.com,9522 S.W. 142 Street,,Atlanta,GA,30301, (555) 2

New customers
in a CSV text file
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Importing a Text File (2 of 2)

@ Pearson

E Import Text Wizard

Your data seems to be in a 'Delimited’ format. If itisn't, choose the format that more correctly
describes your data.

Fields are comma separated

@peiﬁted-dwactnrsMascom\aumsepaateeadlﬁdd
ovﬁxedﬂidth-ﬁeldsa'eﬁmedhcnhm\snihmcesbeMead\ﬁeld

Data to be imported

&

mple data from file: C:\USERS\JERRI\DOCUMENTS\NEWCUSTOMERS.CSV.
CustomerID, Customer Name,Contact,E-mail Address,Addressl,Addxe:sZ,City,sfate,Zip Code |
101, Office Gadgetsl, Marty Lazanoff, mlazanoff@gadgets.net, 5000 Jefferson Lane, Suif
102, Office Gadgets2, Bill Gutchons, Bgutchons@gadgets.net, 1238 Walsh Drive, Suite 23
103, Office Gadgets3, Nancy Goodman, ngocdman@gadgets.net, 4215 South 81 Street, , At)
104, Office Gadgets4, Selene Silver, ssilverf@gadgets.net, 9020 N.W. 75 Street, Suite 3
105, Office GadgetsS5, Ashley Truber, atruber@gadgets.net, 7500 Center Lane, , Atlanta,
106, Office Gadgetsé, Rllison Blake, ablake@gadgets.net, 6000 Tigertail Avenue,, Atlar
107, Office Gadgets7, Mel Stark, mstark@gadgets.net,276 Brickell Avenue, Suite 1403, 17
108, Office Gadgets8, Bob Leaks, bleaks@gadgets.net,4508 N.W. 7 Street, , Atlanta, GA,
109, Office Gadgets9, Luis Cartego, lcategofgadgets.net, 455 Bargello Avenue,, Atlanty
110, Rachael's Diner, Kyle Freed, kfreed@msn.com, 9522 S.W. 142 Street,, Atlanta, GA, 3
111, Insurance Brokers, Janet Lipsi, janet@ibi.com, 1000 Main Street,, Atlanta, GA, 3(

[ [RE[se]a]s]a]a]sw]s]-

Advanced... Cancel Bt Finish
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Copyright

This work is protected by United States copyright laws and is
provided solely for the use of instructors in teaching their
courses and assessing student learning. Dissemination or sale of
any part of this work (including on the World Wide Web) will
destroy the integrity of the work and is not permitted. The work
and materials from it should never be made available to students
except by instructors using the accompanying text in their
classes. All recipients of this work are expected to abide by these
restrictions and to honor the intended pedagogical purposes and
the needs of other instructors who rely on these materials.
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