Fall 2015 Database Lab

Assignment: Database Application: Tracking Frequent-Flier Miles at the Campus Travel Agency

Page: 46

Textbook: Valacich, Joseph S. and Schneider, Christoph. Information Systems Today: Managing in the Digital World. 6th Edition.
Prentice Hall. ISBN: 9780132971218 (eText: 9780132971799).

Presentation Creator: Preuss
Presentation Date: 10/1/2015

Notes: This presentation shows most if not all the required steps in completing the assignment. It is the student's responsibility to read
and understand the assignment to insure the assignment is correctly done.
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The presentation opens Access 2013

Access 2013 from Office 365 in Windows 10.
Desktop app

Settings

£0¢ Other Ease of Access settings

£0¢ Ease of Access mouse settings
& Work Folders

£0¢ Ease of Access keyboard settings

Store
Get Open Access

EJ HP Operations Manager i Quick Access

Web
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£ access corrections

L access hollywood
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Search for online templates O Tim Preuss
CceSS tim_preuss@my.minnesota.edu
Suggested searches: Database  Business Switch account
Logs Small Business Industry Lists
Recent Pessonai
Recycle Bin ) .,
Ch 3 employeedata.mdb The presentation selects "Blank B
Documents » cptr1138 » Lab04 desktop database" to continue.

weather01.accdb
uq Documents
sddry.accdb

Documents

"(; ) Database3.accdb

Documents
[l

Mozilla Database2.accdb
Firefox Documents

Blank desktop database
e Databasel.accdb

&' Documents
[

Moazilla

Thunderbird (@@ Open Other Files

O
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Blank desktop database

Should | create an Access 2013 app or an Access desktop database?

File Name

'database_labozlaccdb E

C:\Users\Tim\D

Moazilla
Firefox

The presentation names the database
_ appropriately. The presentation saves
ﬂ" the database in an appropriate location.

Mozilla
Thunderbird
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gL TABLE TOOLS database_lab02 : Database- C:\Users\Tim\Do.. 2?2 - 0O X
HOME CREATE EXTERNAL DATA DATABASE TOOLS FIELDS TABLE Tim Preuss ~

AB 12 | [ E’Ez) Date & Time Name & Caption Modify Lookups Required [;\]/
Yes/No Default Value Ix Modify Expression ormatting Unique —
V] | y Exj : 1

Short Number Currency Delete _ Validation
Text El More Fields ~ oy Field Size abl| Memo Settings % ; Indexed -

Add & Delete Properties Formatting Field Validation

All Access Obje... ® « || & W5 ¢
Search... jo

* "o Close <: The presentation right clicks on
e S - , the "Table 1" tab and selects

Close Al
EEH Tablet . "close".

Design View

Datasheet View

Record: 4 1o0f1
Datasheet View NUM LOCK BL
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<& * + database_lab02: Database- C:\Users\Tim\Documents\database_lab02.accdb (Access 2007 - 2013 file format) - Access
HOME CREATE EXTERNAL DATA DATABASE TOOLS

PR T ] 7 TextFile
@ @By [E7 .
Saved Linked Table Excel Access ODBC
| Imports  Manager

? - 0O X

Tim Preuss ~

Word Merge
XML PDF Emall - R
Database = * File orXPS More

The presentation selects the "External =Ll
Data" tab. Under the tab, the
presentation selects "Text File". This will
import a text file.
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O o i
? @T E@ .'2 XML File = =
Saved Linked Table Excel Access ODBC i Saved Excel Text ML PDF Email
Database '+ More~ Exports File or XPS

lac e ek N, Lol | S

 Get External Data - Text File

All Acc

Search.. Select the source and destination of the data

T3 Text File mm
=

Specify the source of the definition of the objects.

File name: | c:\Users\Tim\Documents)|

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

(® Import the source data into a new table in the currentd{ The presentation selects the "browse"

If the specified table does not exist, Access will create it.| button to select the text file to import.
contents with the imported data. Changes made to the s

O Link to the data source by creating a linked table.

Access will create a table that will maintain a link to the
text file. However, you can add new records.

NUM LOCK
Cancel
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Saved Linked Table Excel Access
}| Imports

DATABASE TOOLS

] Text File )

<) - A 4
52 XML File
opgc =7 Saved

Database '+ More~ Exports

B e L =

Manager

All Accl

Search m File Open

<« v « cptr1138 > Lab02

Organize v New folder

win_client_mailr ™ Name

@ Microsoft Access d Ch 1 FrgquentFliers.bxt

@] Ch

ales.csv
@& OneDrive

The presentation selects the correct text
file to import. Once the file is selected,
the presentation selects "Open”.

File name: | Ch 1 FrequentFliers.txt

Task View

oo mar-

Tim Preuss ~

(ML PDF Email

File or XPS

Cavam o wd

Search Lab02 P

= ™ O

Date modified Type

Browse...
Text Docum

Microsoft Ex

write its

linked to a

Text Files (*.bdt;*.csv;* .tab;*.asc) v

Open

Cancel

NUM LOCK
Cancel
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D ] o] 7
? @T E@ ? XML File = =
Saved Linked Table Excel Access ODBC _1 Saved Excel Text ML PDF Email
Database '+ More~ Exports File or XPS
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 Get External Data - Text File

All Acc

Search.. Select the source and destination of the data

Text File e

Specify the source of the definition of the objects.

File name: | C:\Users\Tim\Documents\cptr1138\Lab02\Ch 1 FrequentFliers.txt

Specify how 3
The presentation sees the correct file is
@® Impc

If th !'Sted' The Presentatlon selects "OK" to [fied table already exists, Access might overwrite its
cont| IMport the file. will not be reflected in the database.

(O Link

Acce) . You cannot change or delete data that is linked to a
text

NUM LOCK
Cancel
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X

Saved Linked T Your data seems to be in a 'Delimited' format. If it isn't, choose the format that more correctly
Imports  Manag describes your data.

All Access (@ Delimited - Characters % as comma or tab separate each field
Search.. O?Fixed Width - Fields j F&d in columns with spaces between each field

The data in this file is delimited or has a

. DCUMENTS\CPTR1138\LAB02\CH 1 FREQUENTFLIERS.TXT.
uniform Separator between the columns ressCityStateZIPPhone NumberFrequent Flier NumberAirline
of data. L nMoscowID83843208-882-3476725722ContinentalVeganiisle
bscowIDE83843208-882-3232530376American AirlinesVeganlis
The presentation selects "Next" {0 jand CtPullmanWR99163509-332-2354144323British RirwaysvVe
continue. brne DrPalouseWAS99161509-336-6578603151American Airlines
CFerAlbionWAS9102509-336-9807752937DeltaVeganWindow
DianePullmanWA99163509-332-4578803686ContinentalVeganEm
) faxWA99111509-357-4433211641American AirlinesVeganlisl
CtPullmanWAS9839163509-332-6589740617American AirlinesVega
s hse River RoadPalouseWA99161509-123-4561813258American Ai
11BakerBethl230 Gibson StreetPullmanWA99160509-555-8947219608American AirlinesV
ZhanMan81l Summit RAPullmanWAS99163509-332-4567978445DeltaVeganAisle
YangdunglOS NE SpringColfaxWAS89111508-357-4509515086DeltaVeganWindow
HutchinsonEric800 True StAlbionWAS99102509-336-5465867814American AirlinesVega

Advanced... Cancel

Import Text Wizard NUM LOCK
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1

Saved Linked T
Imports

What delimiter separates your fields? Select the appropriate delimiter and see how your text is affected in the preview below.
Manag

Choose the delimiter that separates your fields:
C)ﬁ$
first Row Contains Field Names

ik

The presentation insures "Tab" delimiter

All Acces:s

O Semicolon () Comma () Space O QOther:

Text Qualifier:  {none} |

iddress
401 Merman
300 E 12th

lLast Name |F;;§t City Phone Number |Frequent
Moscow 208-882-3476 [725722

Moscow 208-882-3232 [530376

IS selected. This data is tab delimited.
Also, the first row contains the field
names. The presentation insures "First
Row Contains Field Names" is checked.

The presentation selects

continue.

"Next" to

125 Maryland Ct

60 Hawthorne Dr

25 Dexter

54 Diane

250 Hwy 95 N

500 Ravenna Ct

546 Palouse Riwver Road
230 Gibson Street

11 Summit Rd

Import Text Wizard

utchinson
hompson

ric 8
aitlin

05 NE Spring
00 True St
25 N Thomas

Pullman
Palouse
Rlbion
Pullman
Colfax
Pullman
Palouse
Pullman
Pullman
Colfax
Llbion
Pullman

509-332-2354
509-336-6578
509-336-9807
509-332-4578
509-357-4433
509-332-6589
509-123-4561
509-555-8947
509-332-4567
509-357-4509
509-336-5465
509-332-8790

144323
603151
752937
803686
211641
740617
813258
219608
978445
515086
867814
15782

<

Advanced...

Cancel
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Saved Linked T You can specify information about each of the fields you are importing. Select fields in the area below. You can then modify field
Imports  Manag information in the 'Field Options' area.

—Field Options

All Acces: Field Name: DataType: [Short Text
Search. Indexed: No [ ] Do not import field (Skip)

Address City State Phone Number |Frequent
1401 Merman Moscow [ID ?08-882-3476 [725722

1900 E 12th 3232 [530376
1125 Marylad I1he presentation made no changes at bzss hasz2s
560 Hawthory this screen. The presentation selects [6578 [fo3152
525 Dexter "Next" to continue. 9807 [752937
454 Diane 4578 |E0368¢6
2250 Hwy 95 4433 P11641
1500 Rawvenn: 6589 (740617
2546 Palousq 4561 13258
1230 Gibson 5947 [219608
211 Summit § 4567 [878445
105 NE Sprii 4509 515086
500 True St 5465 [BeT7814
225 N Thomas:s 8790 [15782

Advanced... Cancel

Import Text Wizard NUM LOCK
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| Microsoft Access recommends that you define a primary key for your new table. A primary key is used to
Saved Linked T uniquely identify each record in your table. It allows you to retrieve data more quickly.
Imports  Manag HIH R R

WHE HEE RRR
WHE HEE RRR

(@Let Access add primary key.

HER RRR BRR
A” ACCeSf HER RER RER O._(_:'hoose m \ xnary kEY-
vk

Search. (ONg primar

The presentation allows Access to add a
primary Kkey to the database. The
presentation selects "Next" to continue.  frman

han

ang

utchinson
Thompson

eth
Man
Jung

ric

aitlin

City

Phone Number

12th
iryland Ct
ythorne Dr
fter

ine

v 95 N
venna Ct

louse Riwver Road
1230 Gibson Street
211 Summit Rd
105 NE Spring
200 True St

225 N Thomas

Moscow
Moscow
Pullman
Palouse
Albion
Pullman
Colfax
Pullman
Palouse
Pullman
Pullman
Colfax
Llbion

Pullman

208-882-3476
208-882-3232
509-332-2354
509-336-6578
509-336-9807
509-332-4578
509-357-4433
509-332-6589
509-123-4561
509-555-8947
509-332-4567
509-357-4508
509-336-5465

509-332-8790

Advanced...

Import Text Wizard

Cancel

File Explorer
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1

| That's all the information the wizard needs to import your data.
Saved Linked T

§| Imports  Manag

All Acces:s

Search.. Import to Table:

The presentation insures the name of
the table is acceptable. The presentation
selects "Finish" to continue.

zard to analyze my table after importing the data.

Advanced... Cancel

Import Text Wizard NUM LOCK
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Get External Data - Text File x

Saved Linked Tal Save Import Steps

Finished importing file "C:\Users\Tim\Documents\cptr1138\Lab02\Ch 1 FrequentFliers.txt’ to table ‘Ch 1 FrequentFliers’.

All Access‘

Do you want to save these import steps? This will allow you to quickly repeat the operation without using the wizard.
Search...

E] Save import steps

The presentation does not anticipate the
need to import the text file again. The
presentation does not save the import

steps. The presentation selects "close”
to continue.

NUM LOCK

Google Chrome

A = — 4:20 PM
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ABLE TOOLS database_|lab02 : Database- C:\Users\Tim\Do... 7 —~ 0O X

NS

CREATE Tim Preuss ~

HOME

sz cos QU ==

) By By [Es
Saved Linked Table Excel Access ODBC

| Imports Database

EXTERNAL DATA DATABASE TOOLS

=
b 4

FIELDS TABLE

L_nAccess

) ?mWord Merge
Email
f: More ~

] Text File
93 XML File

| , U
BEBEDO
Saved Excel Text XML PDF
Exports File File orXPS

Export A
5 Ch 1 FrequentFliers \\ X

Manager » More ~

Import & Link

All Access Obje... @ «

Search... jo

Tables A

ID

~ | Last_Name -~

i Easton

First_ Name -~

Dennis

j Ch 1 FrequentFliers

¢

Datasheet View

The presentation double clicks on
the table name to view the table
contents.

Record: 4

15 Baldwin
16 Dumont
17 Gibson

18 Sanderson
19 Clausen
20 Hunter

21 Marshal

1 of 43 L I

MaryAnn
Mark
Fernanda
Sonja
Gina
Anna
Debbie

Address ~ City
1401 Merman Moscow
1900 E 12th Moscow
4125 Maryland Pullman
560 Hawthorne Palouse
525 Dexter Albion
454 Diane Pullman
2250 Hwy 95 N Colfax
1500 Ravenna ( Pullman
2546 Palouse R Palouse
1230 Gibson St Pullman
811 Summit Rd Pullman
105 NE Spring Colfax
800 True St Albion
225 N Thomas Pullman
450 Lamont St Moscow
547 Laurel
201 Ponderosa Moscow
1212 W Pullma Palouse
1260 Crescent ( Palouse
6 State St
1427 E 5th

Pullman

Moscow
Moscow

AE

NUM LOCK

ZIP

+ Phc
83843 208
83843 208
99163 509
99161 509
99102 509
99163 509
99111 509
99163 509
99161 509
99160 509
99163 509
99111 509
99102 509
99163 509
83843 208
99163 509
83843 208
99161 509
99161 509
83843 208
83843 208

BEH &

A B B E

FN
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NS

HOME CREATE

4 Application  Table

Parts ~

Templates

All Access Obje... ®@ «

Search... jo
Tables A

j Ch 1 FrequentFliers

Design  Lists~

Tables

Datasheet View

EXTERNAL DATA

Table SharePoint

Queries

Query Query
Wizard Design

DATABASE TOOLS

Form Form Blank

5 Ch 1 FrequentFliers \\

ID

Record: 4 4 (13 of 43

FIELDS

rﬂ Form Wizard
Navigation ~
Design Form More Forms ~

TABLE TOOLS

TABLE

= {]

Report Report Blank
Design Report

=

:l Report Wizard

Fory

~ | Last_Name -~

1 Easton

2 Lin

3 Beasley
4 Becker

5 Fuhrmann
6 Gillespie

7 Li
8 Lee

9 Lawrence

10 Baker
11 Zhan
12 Yang

13 Hutchinson
14 Thompson
15 Baldwin
16 Dumont

17 Gibson

18 Sanderson

19 Clausen
20 Hunter
21 Marshal

L 2 4

Fi
Dg

The presentation selects the "Create"
tab. Under the tab, the presentation
selects the "Report Wizard".

database_lab02 : Database- C:\Users\Tim\Do...

?

EX5

- 0O X

Tim Preuss ~

Macro v

Macros & Code

v_’{é"

S

N~

X

ZIP

» Phc ~

83843 208

Yu
Ste
Hu
Le
Pa
Chl

SoolJin
Earl
Beth
Man
Jung
Eric
Caitlin
MaryAnn
Mark
Fernanda
Sonja
Gina
Anna
Debbie

83843 208
99163 509
99161 509
99102 509
99163 509
99111 509

1500 Ravenna ( Pullman
2546 Palouse R Palouse
1230 Gibson St Pullman
811 Summit Rd Pullman
105 NE Spring Colfax

800 True St Albion

225 N Thomas Pullman
450 Lamont St Moscow
547 Laurel Pullman
201 Ponderosa Moscow
1212 W Pullma Palouse
1260 Crescent ( Palouse
6 State St
1427 E 5th

Moscow
Moscow

(.') C, "'

99163 509
99161 509
99160 509
99163 509
99111 509
99102 509
99163 509
83843 208
99163 509
83843 208
99161 509
99161 509
83843 208
83843 208

NUM LOCK BL
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NS

HOME CREATE EXTERNAL DATA
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DATABASE TOOLS

Table Table SharePoint

Design  Lists~
Tables

Query Query

= Application
: Wizard Design

Parts ~

Templates Queries

| Ch 1 FrequentFliers

Form Form Blank
Design Form = More Forms ~

Forms

ABLE TOOLS

Tim Preuss ~

e

L
Macro

FIELDS TABLE

O

W

:l Report Wizard

Labels

ﬁ Form Wizard
Navigation ~

= {]

Report Report Blank
Design Report

Reports Macros & Code ~

X

All Access Obje... @ <<]

Search...
Tables
i'j Ch 1 FrequentFliers

In » last Name «~ |

Report Wizard

Tables/Queries

Table: Ch 1 FrequentFliers

Available Fields:

Which fields do you want on your report?

You can choose from more than one table or query.

Selected Fields:

~ Phc|~
83843 208
83843 208
99163 509
99161 509
99102 509
99163 509
99111 509
99163 509
99161 509

First Name ~  Address ZIP

-l City
ID
ID
WA
WA
WA
WA
WA
WA

WA

v
v
n

3

'

ID A

State

ZIP

Phone_Number
Frequent_Flier_Number
Airline

Meal Category

First_Name
Last_Name

AALL D04 00 T Oo0

The presentation select the fields
from the table requested by the
assignment. The presentation
selects "Next" to continue.

Cancel

19 Clausen
20 Hunter
21 Marshal

Record: 4 4|13 0f43 | » M »

Report Wizard

Next > Finish

1260 Crescent ( Palouse
6 State St
1427 E 5th

Gina
Anna Moscow
Debbie Moscow

Search

NUM LOCK
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3 Form Wizard ':‘ —\ '—‘ .7 Report Wizard Q BE
. | Ll . / 501

, o . | [ Navigation ~ 2] Labels
= Application Table Table SharePoint Query Query Form Form Blank Report Report Blank

Parts ~ Design  Lists ~ Wizard Design Design Form More Forms ~

Templates Tables Queries Forms

Macro
Design Report

Reports Macros & Code ~

A” ACC@SS ObJe (v) « ] | Ch 1 FrequentFliers :
' D v | last Name ~  First Name ~  Address «~ City ZIP + Phc ~

Search...
v 83843 208
Tables
_ v 83843 208
— Ch 1 FrequentFliers Do you want to add any grouping
levels? First_Name, Last_Name, Address n 99163 509
99161 509

Report Wizard

S, The presentation reviews the
Last_Name report layout. The presentation
Address | does not add grouping. The
presentation selects "Next" to

continue.
Priority

Ik

Cancel < Back Next > Finish

99161 509
19 Clausen Gina 1260 Crescent ( Palouse 99161 509

20 Hunter Anna 6 State St Moscow 83843 208
21 Marshal Debbie 1427 E 5th Moscow 83843 208

Record: 4 4|13 0f43 | » M » Search »

Report Wizard NUM LOCK

4:21 PM
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3 Form Wizard ':‘ | —\ '—‘ .7 Report Wizard Q BE

| il : )
| - . ‘ Navigation ~ ' ' Labels g

= Application Table Table SharePoint Query Query Form Form Blank Report Report Blank Macro

i Parts~ Design  Lists ~ Wizard Design Design Form More Forms ~ Design Report

Templates Tables Queries Forms

Reports Macros & Code ~

A” ACC@SS ObJe @w & ] | Ch 1 FrequentFliers i

ID v last Name «~ | First Name -~  Address «+ | City ZIP + |Phc/~
Search... ‘
Report Wizard

Tabi Vv 83843 208

ables

=3 ch1Fre quentFliers What sort order do you want for your records? v 83843 208
n

e 99163 509
You can sort records by up to four fields, in either
ascending or descending order. 39161 509

1 Ascending <: The presentation decides to sort
the "Last Name" in Ascending

Ascending order as shown. The presentation
selects "Next" to continue.

Cancel < Back Next > Finish

99161 509
19 Clausen Gina 1260 Crescent ( Palouse 99161 509

20 Hunter Anna 6 State St Moscow 83843 208
21 Marshal Debbie 1427 E 5th Moscow 83843 208

Record: 4 4|13 0f43 | » M » Search

4

Report Wizard NUM LOCK

4:21 PM
10/1/2015
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l I k l 2] h: ) r’gl\ Form Wizard r:’ —‘ '—’ ?l Report Wizard Q B
’.'\ Rt ] L -;’ : — | | . l | | LO‘

, . _ : =1 Navigation 2] Labels
= Application Table Table SharePoint Query Query Form Form Blank Report Report Blank Macro

Parts ~ Design  Lists ~ Wizard Design Design Form More Forms ~ Design Report

Templates Tables Queries Forms Reports Macros & Code ~

All Access Obje... @ «] | Ch 1 FrequentFliers :
' D v | last Name ~  First Name ~  Address «~ City ZIP + Phc ~

v 83843 208
v 83843 208
q 99163 509
99161 509
99102 509
(@ Tabular (OLandscape 99163 509

(O Justified ’zh 99111 509

Search...
Tables
4 Ch 1 FrequentFliers How would you like to lay out your report?

Report Wizard

Layout — Orientation
(O Columnar @Eortrait

99163 509

99161 509

99160 509

99163 509

99111 509

Adjust the field width so all fields fit on 39102 509
a page. 99163 509

v 83843 208
n \ALA Q9163 509

Cancel < Back Next > <:_ The presentation makes no P 208

changes. The  presentation ﬁ 03
19 Clausen Gina 1260 Crescent ( H se'ects "Next" to Continue_ 509

20 Hunter Anna 6 State St N B 208
21 Marshal Debbie 1427 E 5th N B 208

Record: 4 4|13 0f43 | » M » Search

Report Wizard

 Store |
= _ 4:22 PM
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@me Wizard :-‘ | —\ : ‘ ElReport Wizard ' r PF

| il \ L )

. . . | [ Navigation ~ ' ' Labels A
= Application Table Table SharePoint Query Query Form Form Blank Report Report Blank Macro

Parts ~ Design  Lists ~ Wizard Design Design Form More Forms ~ Design Report

Templates Tables Queries Forms Reports Macros & Code ~

A” ACC@SS ObJe (v) « ] | Ch 1 FrequentFliers :
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appropriate name for the report.
The presentation selects "Finish”
to continue.
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That's all the information the wizard needs to creat 39111 503
report. 99163 509
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Last Name First_ Name

The presentation reviews the report. Austin Joseph

Baker Beth
Baldwin MaryAnn
Beasley Steve
Becker Hubert
Boyd Gloria
Choi Diane

Clark Heather

Clausen Gina
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Save As

File Types Save Database As

Database File Types

@ Access Database (*.accdb)
Default database format.

@ Save Database As

PA’ Save Object As [#]5] Access 2002-2003 Database (*.mdb)
‘ Save a copy that will be compatible with
Access 2002-2003.
[ Access 2000 Database (*.mdb)
Microsoft Access X th

All open objects must be closed prior to continuing this operation.
Account e
Do you want Microsoft Access to close the objects?

Options Yes No

¢ Package and Sign

Package the database and apply a digital
signature,

) Make ACCDE
The presentatlon chooses to save the File will be compiled into an executable

database. As part of saving the only file.
database the question about closing ® Back Up Database

=

objects appears. The presentation Back up important databases regularly to
selects "Yes" to continue prevent data loss.

?0 SharePoint

Share the database by saving it to a
document management server.
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Save as type:  Microsoft Access Database (*.accdb)

“« Hide Folders nge Cancel

ifs

The presentation insures the database
name I1s appropriate. The presentation
insures the database save location is
appropriate. The presentation selects
"Save" to continue.
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The saved file contains the table and
report done in this presentation.
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