Access Day 2 Lesson Outline
Open up your database (presently saved to the network).

-Adding Fields to a table.

g sample : Databasze - |0

Open Bf, Desion “@liew | X | 2o |5
Objects Create table in Design view
QTI Create table by using wizard
EETI Create table by entering data
E EE

Forms
Reports
Fages
Macros

Modules

B3 Favorites

Right click on Table 1. In the menu that pops up, choose Design View.
Add two Field Names to the list of fields that you have so far.

Cel Phone
Birthday

For the Birthday, go to the Data Type box and click on the drop down arrow. Choose
Date/Time for the Data Type.



| g Tablel : Table
i

Field Mame Diata Tvpe Below the Field
% |Record AukoMurnber Name area is a
| |First Name Text section called Field
| |Last Mame Text Properties. After
| [Street Text you set the Data
[ City Text Type for Birthday to
Skate Text .
i Text Date/Time, move
| Phone Text down to the Format
| |cel Phone Text section in Field
| B | Birkhday Date, Time Properties. Click on
- the drop down
— menu for Format
Field Properties and choose Short
— Date format (which
General | Laokup | uses the example
Formak Short Diate 6/19/94).
Input Mask
Capkion
Defaulk Yalue
Yalidation Rule
Yalidation Text A
Fequired Mo
Indexed [[a]

Close the table by clicking on the "X"; and choose "Yes" when asked if you want to save
changes to the table.

Cbjects

Tables
Ueries

Forms

Pages
Macros

Modules

Choose the Forms Obiject.



g sample : Databaze _ O
(Fopen B Desion Fhew | % | 2p |5

Chjects Create Form in Design view
B Tables Create Form by using wizard

Farml

g Ciueties

EE Forms

Reports
a Pages
&  Macros
Maodules

Graups

Double click on Create form by using wizard.

Form Wizard

Wehich figlds do wou wank on your Farm?

% | You can choose From more than one table or query.

TablesQueries

[Table: Table1 ]

fyvailable Fields; Selected Fields:

Firsk Marne
Lask Marne
Skreet
Ciky

Skate

Zip

Phone ;I

Zancel = Bath: Mexk = Einish

The Form wizard looks similar to the Report wizard. Select these fields: First name, last
name, Birthday.



Form Wizard

Which fields do wou want on your form?

% | e You can choose From more than one table or quersy.

Tables/Queries

|Ta|:u|e: Table1 |
fevailable Fields: Selected Fields:
Record tFirst Mame
Street ;I Last Mame
Ciky == | |Birthday
Stake _I
Zip
Phone ;I

44 |

Zancel | = Banh Mext = Finish |

Click Next

Er T |

What layout would you like For your Farm?

¢ Tabular
" Datasheet

" Justified

Zancel < Back Mext = Finish

Leave the layout set as Columnar and Click Next.



Fomwad

What style would vou like?

Blends
Blueprint
Expedition

Tnduskrial
Inkernational
Ricepaper
Sandstone
Standard
Skone

Label Summi Painting

Cancel | < Back Mexk = Einish

Choose a Style, then Click Next. (Standard is what the form you created on Day 1
looked like).

Fomwizad

Wi'hat kitle do you wank For your Farm?

|F|:|rm2|

That's all the inFarmation the wizard needs ko create wour
Form.

Do wou wank to open the Form or modify the Form's design?

¥ Open the Form to wiew or enter information.

" Modify the Form's design,

[ Display Help on working with the Form?

Zancel < Back [exk = Einish

Change the form name to Form2 and then Click Finish.
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Your form has been created. Notice that unlike the AutoForm you made in the previous
class, this form only has the fields that you chose.

Take a moment to update the information in your address book database to include
Birthdays.

When you are done, close Access.



Mail Merge in Word 2000 Using an Access database
Start Word 2000

Go to the Tools menu.
Choose Mail Merge.

Mail Merge Helper

e [ Eta =

Click on Create.

Choose Mailing Labels

Microzoft Word

2)

o fewndon ] mewmsnoonmere |

Click on Active Window.



Mail Merge Helper |

The next skep in setting up the mail merge is ko specify a daka source,
Choose the Get Data bukkon,

=
1 Main docurment

Create ™ Setup...

Merge bype: Mailing Labels
Main docurent: Dacument3

[
2 Data source

Get Data ™ i

3
Merge the data with the document

Merge. ..

Close |

Under Data Source, click on Get Data.
Choose Open Data Source.
Go to your folder on the network. (Class/Moraine/your name)

Open Data Source HE

Lockin: II:l moraine j = | & X 0 ~ Taodls =
- f ) @Student Supvey
@syllabus
] course overview v2 @Tables in 'Waord 2000
L-_E. COUrsE Overview w3 @Test review sheet-word 2000
- ] course overview vb @The Coffes Song
“ ] course overview @Useful Info

My Documents W Excel 2000 Test Competencies v2 @Week 1 Class 1
W Excel 2000 Test Competencies @Week 1 Class 2
] Eccel 2000 Test Competenciesys @Week 2 Class 1 handout

W | Internet Search Techniques @Week 2 Class 1

¥ irvvite example W week 4 class 1

W] orline images @Wnrd 2000 Project &

L-_E. Project & Competencies @wurd 2000 test competencies
L-_E. Project C Competencies @Wurd 2000 Test Instroctions

L-_E. resume sample From template @wurdzﬂﬂﬂtest

File name: I j M3 Query. .. | = open

Files of type: I.ﬁ.ll word Documents | T select method ] |




Next, click on the drop down menu that says "Files of type" (and reads "All Word
Documents") and choose MS Access databases.

pon Daasource
Loak in: II:l ot aine j Fr=) | @ = [ * Tools =

@sample

o
&

My Documents

Favorites

File name: I j M3 Query. .. | = open

j ™ select methad Cancel |

Files of Evpe: i e e

Choose the address file.
Microzoft Access E |
Tahles | Queties I

Tahbl
T

[~

(] 4 I Cancel | Migww SOL... I

Access will open, and this screen should come up. Click OK.



Microzoft Word

@ Ward needs ko sek up waur main document, Choose the Set Up Main Dacurnent

buttan b finish setting up wour main document,

This screen will pop up. Click on Set Up Main Document.

Label Optiong K |

tinker infarmation

" Dot maktrix
&% Laser and ink jet

Traw: IDeFault kray (Auto Sheet Feednj

Label products:

Product number:

Avery skandard j

5309 - Tent Card
5315 - Moke Card

5362 - Mame Badge
5364 - Rokary Card
5366 - File Folder

5361 - Identification Card

abel infarmation
-l

Type: Business Card
—1'| Height: "
Widkb: 3.5"

Page size:  Letter (8 142 x 11 in)

04
Cancel
Details, .
Mew Label, ..

Delete

Rkt

The bottom left area of the next screen is where you choose the type of label you are
going to use. If you buy labels, they will usually have a number on the box indicating
what type they are. For today's lesson, scroll down and find Product Number 8160,

which is a standard address label.

Label Options

2] x]|

tinter information

Dot maktrix
&' Laser and ink jet

Tray: IDeFauIt kray (Auto Sheet Feeu:hj

Label praducts:

Product number:

Awvery standard j

abel information

£490 - Diskette

g161 - Address
8162 - Address
8163 - shipping
g164 - shipping
3165 - Full sheet

Type: Address
Height: 1"
—1 | Width: Z.63"
Page size;  Lektter (8 12 x 11in)

Ik,
Cancel
Details, .
e Label. ..

Delete

Rk

Next, Click OK.
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Next is the Insert Merge Field screen.

Create Labels |

Choose the Insert Merge Field buttan to insert merge figlds inta the

sample label, ¥ou can edit and Format the merge figlds and text in the
Sample Label box,

Insert Merge Field = Insert Postal Bar Code. .,

Sample label;

K Cancel |

Click on Insert Merge Field and choose First Name.

Create Labels |

Choose the Insert Merge Field button to insert merge figlds into the

sample label. ‘You can edit and Format the merge Fields and text in the
Sample Label boo:,

Insert Merge Figld * Insert Paostal Bar Code. ., |

-

Sample label;
«First Names

|

K Cancel |

The cursor will be blinking in the box to the right of the <<First_ Name>> field. Hit the
spacebar once (this will put a space between the names, otherwise, they would run
together).

Next, click on Insert Merge Field again and choose Last Name.



Create Labels |

Choose the Insert Merge Field button to insert merge figlds into the
sample label. ‘You can edit and Format the merge Fields and text in the
Sample Label boo:,
Insert Merge Figld * Insert Paostal Bar Code. ., |
Sample label;
«First_ Name» «Last_Name» i’
|
K Cancel |

Hit Enter to go down to the next line.
Insert the Street field, then hit Enter.

Create Labels EEd |

Choose the Insert Merge Field button to insert merge figlds into the
sample label, ‘ou can edit and format the merge fields and text in the
Sample Label boo:,
Inserk Merge Field = Insert Postal Bar Code. .. I
Sample label:
«First_Name» «Last_Names i’
g=treets
=
K, Cancel |

For the next line, you will put in the City, State, and Zip. Remember to put a comma
after City and a period after State, and spaces as needed.



Your Label should look similar to this:

Create Labels |

Choose the Insert Merge Field button to insert merge Fields into the
zample label, ¥ou can edit and Format the merge fields and text in the
Sample Label bos:,

Insert Merge Field = Insert Postal Bar Code, ., |

Sample label;

«First_ Names «Last_Name» il
wStreets

«Cityw, witaten. «fips

£

Ok, Cancel |

Click OK.

The document will be set up.

Mail Merge Helper 7] |

The main document and data source are ready to merge, Choose the Merge
buktan to complete the merge.

=
1 Main document

Create ™ Edit =

Merge bype: Mailing Labels
Main document: Documents

[
2 Data source

Get Daka ™ Edit =
Draka; sample! TAELE Tablel

3
Merge the data with the document

Query Opkions, .. |

Dptions in effect:
Suppress Blank Lings in Addresses
Merge ko new document

Close |

Next, Underneath where it says "Merge the data with the document" (step 3), Click on

Merge.
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Merge to: |

Wﬂ Setup... |

~Records ko be merged
& al 7 From: I Tao: I Check Errars. ..

Merge

Cancel

Query Opkions. ..

Merge Ed |

—When merging records

¥ Don't prink blank lines when data fields are empty,
™ Print blank lines when data fields are empty,

Mo query options have been set,

In the Merge window, click on the Merge button.

Word will create a new document with your labels.
If everything looks okay, go ahead and print.

If you want to change the appearance of the font, the easiest way is to go to the Edit
menu and choose Select All, then make any changes to the font. Be careful not to make
the font size too large for the information to fit on the label properly.
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