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Access Queries & Report Writing

INTRODUCTION

This training course is intended to give you an understanding of the basics of
Microsoft Access Queries and how to produce results directly from your database. In
addition, we will investigate how to analyse your data within Microsoft Excel and how
to publish it and merge it with Microsoft Word.

This course will explain Boolean expressions, tables, how tables link together and
some basic report writing. The methods learned during this course apply to all Access
and SQL databases, allowing you to apply the principles learned here to your chosen
system.
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Access Queries & Report Writing

GETTING STARTED

To start writing Queries, you need to login to the database that you wish to
interrogate.

You will then see the main menu that identifies the database that you have logged
into.

To write a Query, you need to press the F11 key on your keyboard. You will then see
a screen that looks similar to this:

CHARITease

- File Edit Wiew Insert Tools Window Help Type & question for help

DG SRy | BER - B B e | 5@ 0.

88| CHARITEASE : Database (Access 2000 file format)
[ open [of Design ‘ew K | 2 T.“'
Objects
Tables
Queries

Farms

jac - reason breakdown

jac - receipt children

o EE

puter Solutions Lkd 2003, Version 4a

jac - receipt details

- receipt graph

jac - receipt source kotals

Reports jac - receipt totals

hd [FUMDGIVALL hd
Run Queries |

Add Reports |
I Add Queries |

POET FogTTar an e
Appointments |

Mailshots

Iwarning: This computer program is protected by copyright law, Unautharised reproduction or distribution of
this program, or any portion of it, may result in severe civil and criminal penalties, and will be prosecuted ko
the maximum extent possible under the law,

Pages - recent edited

jac - records created by date {mailing dets)
Macros
jac - records created by date by user (mailing dets)
Madul
He jac - regular gifts by type (totals)

Groups

[#] Favorites

ac - regular gifts due For payment {mailing dets)

BERRRBEEEEGE
BIZOBEEEERGGH

- reqular gifts due ko expire {mailing dets)

Y

Registered To: |Demonstrat|on Charity Users: 2

Ready

You will see a number of queries which have the prefix ‘jac’. Please DO NOT delete or
alter any of these queries as they are very important to the running of the database.
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MICROSOFT ACCESS STRUCTURE

Before we learn about queries, we must understand how Microsoft Access is
structured.

DATABASE

/

TABLES

[\

\ FIELDS )

1. Database
The database is the system itself.

2. Tables
Each database contains a number of tables. These tables hold specific
information, such as payment history or naming information. You need to
know what the tables in your database are to enable you to write queries or
reports.

3. Fields

Within each table there are many fields of information. Each field holds
specific information, such as someone’s Surname.

4, Forms
Forms are sometimes known as Screens and are the way that users most

often enter and view information on screen. The creation of Forms is not
covered in this course.

© Copyright JA Computer Solutions Ltd Page 5 of 44




Access Queries & Report Writing

5. Queries

Queries allow you to view data held within your Tables and display it in a raw
form (i.e. not presentation quality but pure facts). This is the main subject of
this course, but you must understand what Tables exist within your database
to be able to write a Query.

6. Reports
Reports are used to display information in a format that is easy to view.

Usually this information will then be printed, but it can be previewed on the
screen. Reports can be run from a Table, but are usually driven by a Query.
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Tables & Fields — The Structure

Microsoft Access has a basic structure to all databases. Before creating queries you
must understand the basic structure.

Tables

All data is stored in tables. A table is best explained as a spreadsheet full of
information. A table can be linked to other tables by the use of fields.

A piece of information that is held in a table is called a record, e.g. Mr Owens’
supporter details are held in a record.

Fields
A field is a slot in a table where a specific item of information is stored. For Example:
In the table SUPPORTER there are the following fields:

ID

MAILNAME

ADDRESS LINE ONE
ADDRESS LINE TWO
ADDRESS LINE THREE

TOWN
POSTCODE
. . . L ) . | Tables
To view the information within a Table, first click on the . button.
You will then see a list of the Tables within your database.
& CHARITEASE : Database {Access 2000 file format)
G open [8f Desion “ghiew X fn T
Objects Setup Codes Supporter Animal Enguiry
Solicit Code Supporter Animal Enquiry -
s Source Code Supporter Animal In
Staff Roster Supporter Appointrents
Forms Status Code Supporker Association
B Reports Stock Code Supporter Bank
% Pages Supporter Supparter Children
A Macros Supparter Activities supparter Call Tin
Supparter Amendments Supparter Comms
@& Modules )
Supporter Animal Supporter Contack
Eroups Supporker Animal -cas Supporter Family
(3 Favorites Supparter Animal Adoption Supparter Mailouts
< ¥
© Copyright JA Computer Solutions Ltd Page 7 of 44




Access Queries & Report Writing

To view the structure of a table (a list of fields within a table); click on the Table that

you wish to view and then click the EQ&S@” button. You will then see a screen
similar to this:

B

Autokumber The unique number For the supporter
| |Charity Reference Text The charity reference, ALWAYS 'CHARITY', Used by the system to link to the charity details table
| |Centre Text The centre that this record was created under
| |Date Created Date/Time The date the supporter record was created
| |Date Updated Date/Time The date the record was last updated
| |Updated By Texk ‘who last updated the record. {Depending on whether the Access security is turned on)
| |Updated Date/Time The time of the last update {used for recent edited list)
| |Searchname Text The name as used for searching. (surname | firstname [ title)
|| Type Text The bype of record being entered. e.g Indiwidual, Company, Trusk, Other
| |Status Text The current status of the record e.q. Deceased
| |Skatus Date Texk The date the current skatus was reached
|| 5olicit Code Text The solicit code For mailing purposes e.g. AVAIL = Available For mailing
| |Source Code Text The source code of the supparter, e.g. MAILOL = Mailshot 2001
| |Title Text The title of the person being entered. e.q. Mr
| |First Mame Text The first name of the supporter
| |Second Names Texk The second name(s) of the supporter
Last Mame Text The last name aof the supparter v
Field Properties

All tables have a key that determines how a record is accessed. You can see which
field is the key by looking for the symbol on the left and it is a special field called
a primary key. The database uses this primary key to link the tables together so that
they can be reported on using queries. The most common use of a primary key is an
auto numbering key, e.g.

1234 Mr Owen, 22 The Close
1235 - Mr Smith, 1 The Street
1236 - Mr Bloggs, 6 The Road

We will discuss linking tables together in a moment.

L5 Ope

n
To view the data within a table from the list of tables, click on the button.

You will then see a screen that look similar to this:

D Charity Referen Centre Date Created | Date Updated | Updated By Updated Searchname Type

2 CHARITY JAC 20/11/2003 02/04/2004 Adrrin 12004 11:13:23 Owen Alan Mr | Individual A
L 2533 CHARITY JAC 20/11/2003 02/04/2004 Adrrin 12004 10:20:15 Owen Jennifer ! Individual Ac
Ll 2534 CHARITY JAC 20/11/2003 20/11/2003 JAC /2003 14:10:17 | The TARA Trus| Qrganisation  Ac
[ = 2535 CHARITY JAC 20/11/2003 17022004 Admin 12004 14:16:37 | Paul Lewis Pho Organisation  Ac
| |+ 2560 CHARITY JAC 22/09/2003 01/04/2004 Adrmin 1/2004 20:06:44) Gibson Barbara Individual Ac
| |+ 2561 CHARITY JAC 22/09/2003 01/04/2004 Admin 1/2004 20:06:47 Webster Kerry, Individual Ac
| |+ 2562 CHARITY JAC 22/09/2003 01/04/2004 Admin 1/2004 20:06:50 Matthews Lucy Individual Ac
(= 2563 CHARITY JAC 22/09/2003 01/04/2004 Admin 1/2004 20:06:53 Fillingham Burn Individual Ac
e 2564 CHARITY JAC 22/09/2003 20/01/2004 Admin 42004 12:52:07 | Fillingham Fleu Individual Ac
Lk 2565 CHARITY JAC 22/09/2003 22/09/2003 development 12003 15:03:23 McCannell Abic Individual Ac
[ = 2666 CHARITY JAC 07042003 13/01/2004 | Datinda /2004 14:09:25 Ewans, Fiona, h Individual Lo
[ 2667 CHARITY JAC 2041252002 20/12/2002| Datinda Ewans, Anthea, | Individual Ac
[ = 2668 CHARITY JAC 26042003 260472003 Darinda Ewvans, Georgin| Individual Ac
Lk 2569 CHARITY JAC 168/06/2003 01/04/2004 Adrrin 12004 20:00:11) Evang, Mesta, b Individual Ac
[ = 2570 CHARITY JAC 01072003 040372004 development 372004 11:25:26| Heck, Philippa | Individual AC
e 2571 CHARITY JAC 170652003 17/06/2003 Melanie Evelegh, Sarah | Individual Ar
[ = 2572 CHARITY JAC 18/06/2003 18/06/2003| Dorinda Potter, Tanya, ! Individual Ar
[ = 2573 CHARITY JAC 170652003 17/06/2003 Melanie Facey, Mary, I Individual Ar
[ = 2574 CHARITY JAC 310142003 31/01/2003| Dorinda Fairchild, Amar Individual Ar
e 2575 CHARITY JAC 04/03/2002 04/03/2002| Dorinda Fairhurst, Gillia| Individual Ar
| |+ 2576 CHARITY JAC 20/12/2002 20/12/2002 Dorinda Fallis, Ruth, Mr Individual De
[ = 26577 CHARITY JAC 16/06/2003 16/06/2003 Melanie Farquhar-Oliver | Individual Ac
L |l 2578 CHARITY JAC 01/07/2003 05/03/2004 Sandra 32004 10:02:33 Hudson, Cicely Individual Ac
[ 2679 CHARITY JAC 04032002 040372002 Datinda Fawcett, Suzet| Individual Ac
[ = 2680 CHARITY JAC 04032002 040372002 Datinda Fea, Clare, Mrs Individual Ac

£ 2681 CHARITY JAC 17./06/2003 17.06/2003) Melanie Fellows, Jessie| Individual A
Record: 14 [ 1 _» | »|ek|of 3770 < | jJ
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a

This looks like a spreadsheet. Does it work like a spreadsheet?

You can move around it in a similar way as you would a spreadsheet and
alter data.

. You can change data within a table though this feature, but it is dangerous

Ny < to do so. If you delete a record here, you are deleting or altering a record

6 within the database and there is no way to get it back (except by going
back to a backup tape).
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Linked Tables

Some tables are referred to as side tables. These tables contain information that is
used in the supporter table, e.g. Solicit Code. These tables have a key that is used in
the supporter record e.g.

Supporter

Status

Status Dake

Salicit Code ID o
Source Code Description
Title

&Ii::it Code

Record 1234 has a solicit code of AVAIL. We can look at the Solicit Code Table to see
what the AVAIL means:

B Solicit Code : Table

Description
b |+ AR Available For Mailings
+ | BIANMN Bi-Annually Only
+ STOP DO MOT MAIL
*

In the example, there is a link from the SUPPORTER table to the SOLICIT CODE
table.

However, sometimes there is more than just a link from one record in one table to
one record in another table. Sometimes there can be a link from one record in one
table to several records in another table - this is called a ONE-TO-MANY link.

In BENEFICIARease, this can be seen for the receipts that have been received from a
Supporter in the past:

Supporter Receipt
*

*

D D

iZhariky Refer iZhariky Refer
Cenktre Supporter ID
Date Created ¥ Date
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This is a one-to-many relationship because each Supporter could have a number of
different receipts in the past. Similarly, there is a one-to-many relationship between

Supporter and Supporter Reason. (As a supporter can have many reasons for being
on the BENEFICIARease)

© Copyright JA Computer Solutions Ltd Page 11 of 44
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Queries — What they are and how they work.

Queries allow data to be selected and manipulated in a Microsoft Access or SQL
Server Database. They provide a user interface to the database and allow users to
view information in a “raw” state. This information can then be used for statistical
analysis, merging or to create your own reports.

There are five types of queries available in Microsoft Access:

1. Select Queries

This is the most common type of query that you will write and the most
widely used. These queries cannot do any damage to the database, as they
only retrieve information from it and display it to you. Select Queries can be
linked to reports, Microsoft Word documents and analysed in Excel
spreadsheets.

2. Append Queries

These queries append data to the end of a table in Access. They can only add
data and are used when creating new records en-mass (such as conversions).

3. Deletion Queries

These queries delete records in a table. They can cause the most damage and
must be used with extreme caution. When creating deletion queries, the data
that is deleted cannot be retrieved.

4. Make Table Queries

These queries take data from an existing table and create a new table. They
are used to manipulate data without damaging the current data (such as what
if analysis). You will rarely write a Make Table Query, but you cannot do
damage unless you overwrite an existing table.

5. Update Queries
These queries replace data in an existing table and can remove information
by overwriting it. They can cause significant alterations and damage to you

database and must be used with extreme caution. You will rarely write a
Deletion Query.

© Copyright JA Computer Solutions Ltd Page 12 of 44
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Creating a simple query

There are a number of ways to create a query. The screen below shows the five
options available to you. For this course, we concentrate on the Design View option.

To create a new query, push F11 and click on the

(EH Mew

button, which will display the following screen:

Now click on

o Jiew
il Simple Query Wizard
g Crosstab Query Wizard
== Find Duplicates Query ‘Wizard

Find Unmaktched Query Wizard
Create a new query without using

a wizard,

;"ﬂ .
QUENES | button.

Highlight the DESIGN VIEW option and click the | Ok | button.

" Why do-we wse the Design View option and not the others?

The queries that the Wizards create are not always very easy to understand.
For this reason, we recommend that you start from scratch. This is also the

best way to learn.

You will then see the following screen:

Show Tahle

Tables | queries | gath |

i

Close

Ackivities
Address Twpe

Analysis Code

Animal

animal Adopkion Assessment

Animal Aggression

Animal Allacation Skatus

Animal Appointments

animal Assessment Type

Animal Basic Appainkments

Animal Basic Details

animal Behaviour b

© Copyright JA Computer Solutions Ltd
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The first question you are asked is which table(s) you want to work with. Scroll up
and down the list, finding the table(s) that you want in your query. Highlight the

table that you require and click on the button. This will then display the
table in the window behind.

When you have completed your selection, click on the E button.

You will now see a screen that is similar to this:

2% Query1 : Select Query g@@|
~

(susvorter I supportr .|

* A
D

Charity Refer
Centre

Date Created v

#
D

Supporter ID
Reason Code

Field:
Table:
Sork:
Shawe: [ ] ] [ [ ] ]
Criteria;
ar: b

To add fields to your query, scroll up and down the list and double click on the
field(s) that you require. This will then display the field in the window below:

Field: :E -

Table: |Supporter
Sork:
Shiow:
_riteria;
ar:

If you wish to sort the results of your query, choose which field you wish to sort by
and click in the sort box below it. You will then be presented with a series of some
sort options:

© Copyright JA Computer Solutions Ltd Page 14 of 44
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Field: [ID
Table: |Supporter
Sork: -

Show || Ascending
iZriteria: || Descending

or: |[{not sorted)
£

The M in the show box indicates that this field is to be shown in the results on the
query.

Once you have built your query, click on the in the middle of the toolbar to run
it.

This will give you a datasheet view of the query:

2! Query1 : Select Query

Mailname Address Line One Address Line Twa
id B Mr A J Chven BSC 23 The Street
L 2532 Mr A J Cwen BSC 23 The Street
L 2533 Mrs J A Dwen BSC 23 the street
- 2533 Mrs J A Owen BEC 23 the street
L 2633 Mrs J A Owen BEC 23 the street
L 2633 Mrs J A Owen BEC 23 the street
- 2634 Mrs Tara Owen Unit & Compton Centre
(AutoMumber)
Record: 14 [ 1 kM |ek|of 7

To return to the design view, click on the design view button.

first?

Access works from left to right, so whichever field is sorted first, on the left, is
where it will start. Then it will sort by the next sorting field to the right, and
SO on.

E: IF 1 s0vt by move than one field, how does it know which to-put

query (when in Datasheet View) you will be deleting data. In addition,

if you change data shown in a query, you will be changing live data. Be very

o §3>Queries are just a window into your data. If you delete a row from your
6 careful when using queries.
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Adding selection criteria

Queries rely on you understanding the Boolean expressions. These expressions are
essential to any query you may design. A Boolean expression is a mathematical
symbol that allows you to select fields in a specific way.

Types

> Greater Than

< Less Than

= Equal To

> Greater Than or Equal To
< Less Than or Equal To

Not equal to
Like (used for matching non=specific text)

O A
~
mVII Il

When creating a query, the database expects to have the expressions in a standard
format. This is:

Field Name Boolean Expression
Forename = Fred
Amount > 10.00

Date < 30/1/2004

When creating queries, you must also enter the expression in a standard format. This
is:

Type Rule Example
Text Must be in quotes “Fred”
Numbers Must not have quotes 10.00

or a currency symbol
Dates Must not have quotes,
but must have / between
the day, month and year. 04/08/2001

Question Must be enclosed within
square brackets. [Which Town?]

As well as using Boolean expressions, you can put two expressions together using
the following connectors:

AND - The data must meet both expressions.
OR - The data must meet only one of the expressions.
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Here are some examples:

Field:
Table:
Sark:
Show;
Criteria:
ot

Postcode Counkry Skakus Solicik Code Tvpe
Supporter Supparker Supporker Supporter Supparker

“active" "avail” "individual"
<

The above example selects only the Supporters who have a status of ‘Active’, a
solicit code of ‘avail’ and are of type ‘Individual’.

Field:
Table:
Sork:
Shiow:
Criteria:
ar:

Paid To Date Membership Status Skatus e
Membership Membership Supparter E
==[Please enter date from] And <=[Please enter date ta] |[Please enter Membership Status] | [Please enter Supporter Skatus]

w
< >

The above example asks the user to input a date range for the paid to date of the
supporter’'s membership and asks the user to input the membership status and

status of the supporter.

© Copyright JA Computer Solutions Ltd

Page 17 of 44




Access Queries & Report Writing

" Why does my query return so-many recordds that appear the
sames

There can be two reasons for this:

1. Your selection criteria is incorrect
2. Some tables have more than one entry per person (see below).

The common problem when executing a query is the fact that the query returns
multiple records than one record. This is due to the fact that some tables have more
than one entry per person, for example the Receipt table contains multiple entries for
a Supporter.

To combat this problem, Access has a unique record function that allows you to
select unique records only. To access this, right click in the grey area and select
Properties, then change the setting for Unique Records to Yes. The following screen
will be displayed:

= Query Properties
zeneral l

Descripbion . .. ... 000
DefaultMisw . .00 000
Cutput All Figlds ...
TopWalues . ...,
Unigue Walues . .. ... ... ..
Unigue Records . o000y

Run Permissions .« o o000 0y
Source Database . ... L.

Source Conneck Ske L L.

Record Lacks . . ... ... ... Edited Record
Recordset Type . . ... ... Dwnaset
ODBC Timeowk ..o 0., =11

Filker oo

Order By v

Max Records . oo v v v v

= o —————
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Moving fields in your query

If you wish to change the order that the fields are displayed in your query, you need
to follow these steps:

1. Click on the grey box at the top of the column once with your left mouse
button:

Field: [Paid To Date e
Table: |Membership <
Sork:
Show:
Criteria: | ==[Please enter date from] And <=[Please enter date o] R A=A By el I ll [Flease enter Supporter Status]
or: M
< >

2. The whole column will now be highlighted. Click on the same grey box again,
but this time hold the left mouse button down.

3. Drag the column to where you wish it to be positioned:

Field: |Membership Stakus Skatus e
Table: {Membership Supparter E
Sark:
Show:
Critetia: |[Please enter Membership Status] [Please enter Supporter Skatus]
ar: b
< >

4. Let go of the mouse button to drop the column in your chosen new location.
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Deleting a field from your query
If you wish to delete a field from your query, you need to follow these steps:

1. Click on the grey box at the top of the field column once with your left mouse

button:
Field: [Paid To Date L
Table: |[Membership E
Sark:
Shaw:
Criteria: | ==[Pleass enker date From] And <=[Fleass enter date ko] EEECER=nA= LN Ey == Wl [Fl=ase enter Supparker Stakus]
or: bt
< >
2. The whole column will now be highlighted.
3. Press the Delete key on your keyboard. The field will now be deleted.
Field: [Membership Status = | Mailname Salutation Marne w
Table: [Membership Supporter Supporker Supparker Supporker
Sark:
Shiow:
Criteria: |[Flease enter Membership Staktus] | [Please enter Supporter Stakus]
ot b
< >
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Linking more than one table

All tables are linked together using keys. Each table is linked to another table by a

relationship. There are different types of relationships:

ONE TO MANY - A record can have many records
ONE TO ONE - A record can only have one record

Adding an additional table

To add an additional table to an existing query, click on the
Alternatively, if you are creating a new query, add more than one table.

When you have more than one table on your query it will look like this:

Supporter Supporter ... Receipt

+

*
D ]D

o
E  putton.

Charity Refer Supporker ID Charity Refer
Cenktre Reason Code Supporker ID

Date Created ¥ Date

b

It may not always link the tables correctly (as in this example). It is easy to identify

this, because each table should only have one line linking it to another.

Removing a link

To remove a link from one table to the next, click on the link once with the right

mouse button and select the Delete option, the link will be removed:

Supporter Supporter ... Receipt

=+ +

D D D
‘ iCharity Refer

Charity Refer Supporker ID
Cenkre Reason Code Supporker
Date Created % Date

© Copyright JA Computer Solutions Ltd
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Creating a link

To create a new link from one table to the next, click and hold on the field from the
first table and drag it to the field that it is to be linked to on the next table. The link
will then be created.

Changing the links

To reflect a “one-to-many” relationship, you may need to change the link. Click on
the link once with the right mouse button and select the Join Properties option.

This will then show the following screen:

Join Properties

Left Table Mame Right Table Mame

ﬂ |Reu:eipt ﬂ

Right Calurmn Mame

ﬂ |Supp-:urter o ﬂ

Cnly include rows where the joined figlds from bath tables are equal.

1

" 2: Include ALL records from ‘Supporter’ and only those records from 'Receipt’
whete the joined fields are equal,

~

g Include ALL records from ‘Receipt’ and only those recards From "Supporter’
where the joined fields are equal,

Ik | Cancel Mew

Choose the appropriate option from the three offered and click on OK. This will then
change the appearance of the link:

Charity Refer Supporker 1D Charity Refer
_entre Reason Code Supporker ID
Date Created % Date

You will notice that the link between the Supporter and Receipt table now has an
arrow pointing to the receipt table.
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Iy there a way to-help me remember which way the arvow
should point?

Yes. If you point the arrow at the table where the most records are (that will
match those from the table where the arrow originated) this will usually be
the correct link.
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Totalling and counting

You can use Queries to count the number of records returned and to perform other
calculations. To use this feature, click on the = button in the Design View.

This will add a new element to your query:

g2 jac - equines currently in centre : Select Query

Charity Refer
Animal Mame %

Anirnal 1D
Charity Refer %

w
£ >
[
Field: - | Tvpe ([Animal].[Status]i:  |Skatus »
Table: [Animal Animal Basic Details Anirnal
Tatal: | Count Group By Where Whetre
Sork:
Shiow: L Ll
Criteria: "horse” Or “pory” Or "/ < ="pks" “is0" Or "med" Cr "ava"
ar: b
< »

This will then enable you to choose a Total Method from the list available:

Field: |Animal I
Table: |Animal

Total: -
Sork: || Max a.
Shio:
riteria: || SkDesy
or: || Yar
Firsk
Laskt
Expression
[warr Where b

There are many functions available here but you will only use some of them:

SUM This will sum the field so that it can be totalled.

COUNT This will count the number of records.

AVG This will calculate the average of the records.

MIN This will calculate the minimum amount.

MAX This will calculate the maximum amount.

WHERE This is used where a condition (Boolean) is used but no

calculation is to be made.

© Copyright JA Computer Solutions Ltd Page 24 of 44




Access Queries & Report Writing

Here is an example:

28 Query1 : Select Query

-~

Date
Arnounk
Payment Mett
Currency

Fund Code %

4 First Mame
Second Mame

Lask Mame

(£

[~
||

Field: |10 Mailname Amaount Date -
Table: |Supporter Suppotker Feceipt Receipt E
Total! | Group By Group By Surm Where
Sark:
Shiow: |
Critetiat ==#01/01/20044
ar: b
A i »

This will show the ID of each person, their mailname and the total amount for all
records where the date in the receipt file is on or after 1 January 2004.

i=! Queryl : Select Query |Z||E|[z|
bailname sumOfAmount
4 PR Mr A Owen BSC £E00.00
2633 Mrs J A Owen BSC £400.00
2560 Mrs B Gibson £40.00

2861 Miss K VWebster £250.00
28602 Mrs L Matthews £130.00
2563 Miss 5 Fillingham Burrows £110.00

2564 Mrs F Fillingham £10.00

Record: Hl || 1 Pk |H| ||:|F?
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Why is it not totadling corvectly?
There are usually two causes for this:
1. You have selection criteria and have not added a “"Where” in the Total

field.

2. You are showing data that is not unique, so it is sub-totalling rather
than totalling.
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Naming queries — Tips

Whenever a query is saved it is stored onto the fileserver and can be accessed by
any user (as long as they have permission to do so). Therefore, any query that is
saved must have a unique name.

All queries must therefore be saved using a naming convention. The easiest way of
naming queries is to precede any query with the initials of the person who has
created it. In addition, it is important to remember to give your query a meaningful
name.

By using a naming convention queries are not overwritten and can be easily
identified by other members of staff.
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Office links — Merging with Word and Excel

Microsoft Access provides powerful links to both Microsoft Word and Excel. There are

three types of links available to you:

Tools | Window  Help

a = 4 -

2) .

‘5|
Cffice Links > HE Merge It with Microsoft \Word
fnalyze 3 F Publish It with Microsoft Word

Database Utiities » | 2%

analyze It with Microsoft Excel

You can access these options by clicking on Tools / Office Links and then the

appropriate option.

You must save the query first before you try to merge it with Microsoft Word. If you
do not the following message will appear:

Mail Merge Wizard

\lj) The object must be saved before Mail Merge can beqin,

After a select query has been performed, the data is displayed on the screen in a
spreadsheet format. You can then click on the Tools menu and follow the Office

Links.
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Analyse it with MS Excel

This option will take the current fields and data that is currently displayed on screen
and will open MS Excel and create a spreadsheet containing data.

B3 Microsoft Excel - Query1

File Edit Miew Insert Format  Tools Data Window Help

4

LeEaSY &LV §BR-C \
AT - e 1D
A, B C

1 D Il Mailname SumOfAmount

2 2532 Mr A J Owen BSC ¥500.00
3 2533 Mrs J A Owen BSC £400.00
4 2560 Mrs B Gibson £40.00
] 2561 Miss K Webster £250.00
b 2562 Mre L Matthews £130.00
7 2563 Miss = Fillingham Burrows £110.00
a] 2564 Mrs F Fillingham £10.00
H
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Publish it with MS Word

This option will take the current fields and data currently displayed on screen and will
open MS Word and create a table containing all of the data.

| ID | Mailname | SumOfAmount |
2532 Mr A J Owen BSC £600.00
2533 Mrs J A Owen BSC £400.00
2560 Mrs B Gibson £40.00
2561 Miss K Webster £250.00
2562 Mrs L Matthews £130.00
2563 Miss S Fillingham Burrows £110.00
2564 Mrs F Fillingham £10.00

This table can then be edited without any of the records changing in the database.
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Merge it with MS Word

This option is the most powerful option and will link a mail merge document to a
query in the database and will merge the data in a format that you define.

A wizard is available to allow you to perform the link. It must be remembered that
once the word document is linked to the query, every time the document is opened,
it will query the database and select the latest records.

B Microsoft Word Mail Merge Wizard

This wizard links wour data ko a Microsoft Wiord
document, so that you can print Form letters or

? address envelopes,
% Cancel |

Wehat do you want the wizard o do?

S
5 ]
W 0 gl:ink wour data ko an existing Microsoft Word document:,

" Create a new document and then link the daka ko i,

The above screen is displayed when you choose this option. Choose the first option if
you already have a document that you want to link to this query. If you want to
create a new document, choose the second option.

If you choose the second option, Access will open Word and will link the documents
together. As shown below:
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il Document - Microsoft Word

File Edit view Insert Format  Tools Table Window Help - X

DxEdsa SR Y B’ < QHOE=4H T 00w - 2% verdn -z - BIEE=EE *M.

[ E1[5] B Insert word Field = 2 M4 1 » oM B |y g By T

Final Showing Markup = Show = | & B 2 - Xk = (9~ 2 FH |

L 3‘1-2‘|-1-|‘§-w-1-|-2‘1-3‘1-4-1‘5- I N I IS (R TR IRE E N IS E R IRE TRl - | (o Mail Merge v X
Select document type

i What type of document are you

i working on?

& ® Letters

o E-mail messages

£ Enwelopes

i Labels

! Directary

5 Letters

o Send letters to a group of people.

e ‘ou can personalize the letter that

& each PErson receves,

m

-

n

"

~

«

-

Z Click Mext ta continue,

2 % Step 1of 6

i @ g Mext: Starting document

= £

ERAE |

Page 1 Sec 1 11 Ab Z5cm Ll Col 1 English {LLK

Click the Next: Starting document option in the bottom right hand corner of the
screen. This will take you to Step 2 of 6.

Click the Next: Select Recipients option in the bottom right hand corner of the
screen. This will take you to Step 3 of 6.

Click the Next: Write your letter option in the bottom right hand corner of the screen.
This will take you to Step 4 of 6.

From Word, click on the Insert Field option to insert the fields from your query into
the letter that you are creating. Remember to save the document.

Click the Next: Preview your letter option in the bottom right hand corner of the
screen. This will take you to Step 5 of 6.

To see the document merged, click on the <<ABC>> button, this will show you how
your records look merged.

Click the Next: Complete the Merge option in the bottom right hand corner of the
screen. This will take you to step 6 of 6.

From this option you can either merge the letters directly to the printer or merge the
documents to a new document so that you can edit them.

When you open this document, Word will start Access, query the database and
retrieve the current data.
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Reports - Creating from queries

Once a select query has been created, reports can be created from the query using
various methods. We will create two different reports using the wizards.

To create a report using the wizard, push the F11 key and click on the

5] Mew

button, then click on the button.

You will then be presented with the screen below:

New Report
— Repn:-rt Wizard
M -| AukoReport: Columnar
= AutoReport: Tabular
) Chart Wizard
Crgate a new report wikhout Lahel Wizard
using a wizard,
hoose the table or query where | j
the object's data comes From:
ik | Cancel |

Highlight the Report Wizard option.

Mew Report
N Design Yiew
r——
AutoReport: Columnar
AutoReport: Tabular
Chart Wizard
This wizard automatically Label Wizard
creakes vour report, based
an the fields vou select,
Chaose the table or query where | ﬂ
the object's data comes From:
jac - supporter conkack S
jac - supporter entr
jac - supparter match ko anin
DL jac - supporter match to anin

jac - supparter search

jac - supporters by reason

jac - supporters lisk

Mail=hioks jac - supporters lisk {solicit) %

Choose the query on which you want to base the report by clicking in the drop down
box, and then click the OK button.
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Report Wizard

Tables)Queries

|Quer3-': jac - supporters lisk

Available Fields:

Skakus

Mailname

MName

Address Line One
Address Line Two
Address Line Three
Town

Zancel

Wehich Figlds do wou wank on your report?

You can choose from more than one table or query.

Selected Fields:

| | Mext = |

Finish

The above screen will be presented to you.

Choose the fields that you want to appear in your report by highlighting them and

clicking the ﬁ button. To remove a field, hig

When you have chosen your fields, click the

screen will be displayed:

Mext =

hlight it and click the ﬁ button.

button. The following

Report Wizard

Do wou wank to add any grouping
levels?

Mailnarme

Address Line One
Address Line Three
Address Line Two

L 1]

Priority

A

Cancel

10, Mailname, Address Line One, Address
Line Three, Address Line Two

< Back | Mext = |

Finish
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If you want to add any grouping levels for the report (groups allow you to sub total

etc.) then choose the fields that you want to group on. Click the

The following screen will be displayed:

Mexk =

button.

Report Wizard

¥ou can sort records by up ko Four Fields, in either
ascending ar descending order.

j Ascending

|

|

‘What sork order do you want Far wour records?
I e D e b
1 2 3 4

N |1 |
4 ommux mamx xmEx mExx
o Besesss) paseaces) Sdsesssal sescaces

HMEXN MENE NNEN HEXX 3 |
B wmxm HEsE NHEN HEHE
dowmawn wawmw wmwx mexx
o s esese) satsal sesceess 4 |
&
B OENEN MHHN NENH HXHX

Cancel |

|

< Back | Mext = | Finish

If you want to sort the report in a particular order, choose the fields that you want to

sort on in an order of preference. Click the mbutton to sort them into

Mexk =

ascending or descending order. Click the
will be displayed:

button. The following screen

Report Wizard

Haw would wou like to lay out vour report?

KXEE HEHX HXHX
A M
HEHEEE HEREE R
R MR
W R
HEHEEE HEREE R
A M
HEHEEE HEREE R
R MR
HEHEEE HEREE R
A M
A M

Cancel

Layout Crignkation

" Colurmnar {* Portrait

" Landscape

T Justified

P P

v adiust the field width so all fields fit on
a page.

< Back. | et = | Einish
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Choose a layout for your report and choose the orientation, if you want to Access to
automatically adjust the fields so that they all fit on one page, click the box at the

foot of the screen. Click the blext >

displayed:

button. The following screen will be

Report Wizard

wrhat style would vou like?

HHEKKKE

HHEK HEKH
R RN

Label above Detail
Control from Detail

Cancel

Bold
Zasual

Campact
Corparate
| Farmal

< Back, | Mext = | Einish

Choose a layout for your report; there are six to choose from. We recommend that

you use Soft Grey as your standard report layout. Click the

following screen will be displayed:

repork,

design?

Cancel

That's all the infarmation the wizard needs to create your
Do o wank ko preview the report ar modify the repaort's

% Preview the report,

" Modify the report's design.

[ Display Help on warking with the repark?

Mext > I button. The

Report Wizard

What title do vou wank For wour report?

< Back Finish
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Mexk =
— button.

Choose a name for your report and click the

Whenever a report is saved, it is stored on to the fileserver and can be accessed by
any user (as long as they have permission to do so). Therefore, any report that is
saved must have a unique name

All report must therefore be saved using a naming convention. The easiest way of
naming a report is to precede any report with the initials of the person who
has created it. In addition, it is important to remember to give your report a
meaningful name.

By using a naming convention, reports and not overwritten and can be easily
identified by other members of staff.

Your report will then be displayed on screen as shown below:

I=! jac - supporters list1

I Mailname Address Line One Address Line Three Address Line Two
2532 Mr AT Owen BSC 23 The Street
2533 MrsJ A Owen BEC 23 the street
2534 Wrs Tara Cwen Uit 5 Compton Abdale Compton Centre

To amend the report layout, click the Design View button on the menu bar.

15} jac - supporters list1 : Report

|l"-|-1-|-2-\-3-I'4'I'5'I'S'I'?'I'S'I'S'I'ID'I'11'I'12'I'13'I'H'I'15'I'1S'I'1?'I'IS'I‘19'I'ZD'I'21'I'22‘I'23:

& Report Header

# Page Header

Ml | | IDllrJilaiInalﬂiie | | i\nddr%ss Linih One | | ||Adriress IJiine Thiiee | ||ﬂiddres$j Line Tiwo | ‘_
# Detail
% |ID | | ||I+/[aﬂna:tne | | HAdderss Lixile On% | ||Adlt1ress i.,ine Tin’ee | ||A+ddres}; Line iTwo |

# Page Foaoter

-1ttt 1*1Tr 1 1T 1T T T 1T 1*T 1T T T T T T 1
~ || [=Now() | | | ="Page"&[Page]&"of"&[Pages]\

# Repork Footer
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You will be presented with the above screen. You can now move fields around using
the mouse, change the title and add extra fields.

To add a field, use the field lookup button S| , click the field and drag it to the
position that you want it to appear on the report. (This process can take some time
to get used to).

To change the sort order for a report, click on View, Sorting and Grouping from the
menu bar. The following screen will be displayed:

Sorting and Grouping

Field/Expression Sork Order ”
I = | Ascending
W
aroup Propetties

aroup Header Mo
Group Fooker Mo | field
Group On =SEntaE £ Srzfsci;: tnlznesm?trn:ntrpfaal_ln an
Graup Inkeryal 1 2 e
Keep Together Mo

Add and delete fields as necessary. Change the sort order from ascending to
descending as necessary.
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Labels - Creating from queries

Access allows you to create labels quickly and easily from any table or query. A label
wizard is available that allows you to use standard Avery labels, or allows you to
create your own definition.

To create a report using the wizard, push the F11 key and click on the

5] Mew

button, then click on the button. You will then be presented with the screen

below:
New Report E|E|

Ly De=sign Yiew
= Report Wizard
| AutoReport: Columnar
| AukoReport: Tabular
Chart wWizard

This wizard creates a report
Farmatted Far prinking on
labels.

‘Label Wizard

Choose the kable or query where | j

the object's data comes from:
Ok | Cancel |

Choose the Label Wizard option and choose the table or query on which you wish to

base the labels.
New Report szl

e Design YWiew

=] Report Wizard
ButoReport: Columnar

AutoReport: Tabular

- Chart Wizard
This wizard creates a report Label Wi

formatted For printing on
labels,

Wizard

Choose the table or query where j
the object's data cames From:

jac - supporter conbact A
jac - supporker entr

jac - supporter match to anin
s R T jac - supporter match to anin [
jac - supporker search
jac - supporkers by reason
jac - supporkers lisk
Mailshiots [ jac - supporters lisk (solicit)

Mext =

Click the button. The following screen will be displayed:
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Label Wizard

This wizard creates standard labels or custom labels,

what label size would you like?

= !
— E E Product nurber: Dimensions: Murnber across:
e 8 2 Awery L7159 64,0 % 33,9 mm 3 A
=z o fvery L7160 63.5x 33.1 mm 3 B
=3:]3 Awery L7161 £3.5 x 46,6 mm 3
—3 sl |awery L7162 99,0 3 33,9 mm 2 -
— =z = ivery L7163 99,0 x 35,1 mm Z A
: : B
2 Unit of Measure Label Tyvpe
" English o Mekric * cheetfeed  Conbinuous
Filter by manufacturer: |avvery ]

Customize.. . B
Cancel | | Mexk = |

Choose the type of label that you are going to print to. If you use Avery laser labels
chose the label code printed on the top of the label. If you do not have Avery laser

Mext =

button. The

labels, click the customise button. Otherwise click the
following screen will be displayed:

LLabel Wizard

What font and colar would you like wour text to be?

Text appearance

Fant name: Font size:

foviai =1 =
Font weight: Text color:

fire afl
[ Italic [ Underline

Cancel < Back | Mext = |
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Choose the size, weight, colour and type of font that you want to appear on the

label. You can also choose italics and underline options. Click the

Mexk =

button. The following screen will be displayed:

Label Wizard

fevailable Fields:

hat would vou like on your mailing label?

Construct wour label on the right by choosing fields From the left, Yaou may also
bype kexk that wou would like to see on every label right onto the prototvpe.

Prototype label:

Town
Counky

Pasteode

Address Line Three

Addrrzs Twrne

~ {Mailnarne -

{Address Line Onet
ﬁ {Address Line Two}
{Address Line Three}
{Town}

{Postcode}

Cancel < Back | Mext = | Finish

Choose the fields that you want to appear on the label. Highlight them in the left

hand window and click the —Z_1 button. The field will be transferred to the prototype
label window.

Press return between each field to format the label correctly.

Click the

Mext =

button. The following screen will be displayed:

Label Wizard

l

BONNNNAA000000000
200050 000000000000

‘ou can sort wour labels by one or more fields in your database. You might
want ko sort by more than one figld (such as last name, then first name), or by
just one Field {such as postal code),

‘which Fields would wou like to sort bey?

Awailable Fields: Sort by

Charity Reference

Date Updated

Updated By

Updated

Searchnarne ﬂ

=
E:tnetrgreated E
=1
==

Cancel | < Back | Mexk > | Einish |
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Choose a sort order (if any) from your lists of fields. The labels will be sorted in the
order that you choose the fields.

Mext =

Click the button. The following screen will be displayed:

Label Wizard

What name would vou like For vour report?

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

‘What do you want bo do?
% See the labels as they will look prinked,
i Modify the label design.

[T Displaw Help on working with labels.

Cancel | < Back | Einish |

Whenever a report is saved, it is stored on the fileserver and can be accessed by any
user (as long as they have permission to do so); therefore, any report that is saved
must have a unique name.

All reports must therefore be saved using a naming convention. The easiest way of
naming reports is to precede any report with the initials of the person who has
created it. In addition, it is important to remember to give your report a meaningful
name.

By using a naming convention, reports are not overwritten and can be easily
identified by other members of staff.

MNext =

Click the button. The labels will nhow be displayed on screen for you to
see. If you wish to modify the design of the labels, click on the Design View button
from the menu bar. The screen below will be displayed.
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' Labels jac - supporter list : Report

Mr & Caen BEC
23 The Strest
Cheltenbam

L34 3L

hrs Tara Ouen
Unit &

Compton Centre
Compton Abdale
Cheltenbam
G154 40L

© Copyright JA Computer Solutions Ltd

Mrs J A Qwen BSC
23 the dreet
Chelterham

GLI4 3G

hr Lewnis

21 Hich Streat
Morthleach
Chetterham
LS FT
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CONGRATULATIONS!

\y
2'0

YOU HAVE SUCCESSFULLY
FINISHED THE COURSE!

© Copyright JA Computer Solutions Ltd Page 44 of 44




