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9 Data analyses

To analyze data, a tabular preparation of the data or a chart are very suitable. Using crosstabs
or pivot tables, you present the selected data in tabular form and with a pivot chart, you display
them as a chart.

9.1 Crosstabs

In Datasheet view, traditional queries look like regular tables: field names serve as column
headings and each record appears in a row. On the other hand, crosstab queries group data by
two different criteria and use them as column and row headings (in our example, the Company
and IltemName fields of the Sales data query (Order database) with the Ladies' pants, Ladies'
shoes, and Sweatshirt values). By shifting one of the groupings from the rows on the left to the
columns at the top, you cross one or several groupings on the left with one grouping at the top.
At their intersection, you'll find the calculated values. In addition to grouping and sorting data,
crosstabs serve to execute functions such as the calculation of totals or average values.

Company Total price Ladies' pants |Ladies' shoes |Sweatshirt
Amag $44,052.00 $41,004.00 $3,048.00
Flygt $76,200.00 $76,200.00

Procedure:

Open the Order.accdb database in case it is closed. In our example, we want to create a cross-
tab for the Sales data query with the Company, ItemName, and Sales price fields:

Company -t ItemName - | Quantity - | Salesprice -

Amag Ladies' pants 300  541,004.00

Amag Ladies' shoes 20 $3,048.00

Flygt Ladies' shoes 500  $76,200.00

Hanibal Ladies' shoes a0 $12,192.00

Hanibal Sweatshirt 200 320,832.00

MAT Ladies' shoes 100 $15,240.00

MAT Ladies' pants 250 $34,170.00

Talbot Pumps Sweatshirt 170 $17,707.20

Sales data query

—
1. On the Create tab, in the Queries group, click the Query De- m
sign button. Query
Design

2. The Show Table dialog box appears. On the Queries tab, se-
lect Sales data.

Queries group
(Create tab)

Click the [add] and [Close] buttons. i

Crosstab

4. On the Design tab (Query Tools), in the Query Type group,
click the Crosstab button. Afterward, the Field Properties area
contains all the necessary rows; the Total and Crosstab rows
have been added:

Query Type group,
Design tab (Query Tools)
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Field:
Table:
Total
Crosstab:
Sort:
Criteria:
or: -

4 »

Query design with the Total and Crosstab rows

Now, the Company, ItemName and Sales price fields are inserted and in the Total and
Crosstab rows, the appropriate criteria are selected. Adding Sales price twice and select-
ing Sum and Row Heading in the relevant fields also calculates the sum total. To add an
informative heading to the sum total, we type in Sum total followed by a colon in front of
Sales price, as usual:

First column: Select the field for the first grouping: Drag the Company field from
Sales data to the Field row using the mouse. The Total row auto-
matically displays Group By. In the Crosstab row, select Row Head-

ing.
Second column; Specify the ItemName field as the second grouping. In the Crosstab
row, select Column Heading.

Third column: Add Sales price from Sales data. In the Total row, select the Sum
function and in the Crosstab row, select Value.

Fourth column: Optional: Use the field of the third column again, place the cursor in
front of the first letter and type in Sum total:. In the Total row, select
Sum and in the Crosstab row, select Row Heading.

Now, the following entries must be in the Crosstab row:

Row Heading for the first grouping
Column Heading  for the second grouping
Value for the subtotals
Row Heading for the sum total.
Field: | Company ItemMame Sales price Sum total: Sales price
Table: |Sales data Sales data Sales data Sales data
Total: |Group By Group By Sum sum
Crosstab: |Row Heading Column Heading Value Row Heading "
Sort:
Criteria:
ar: bl
4 »

Selection in the Total and Crosstab rows

Unfortunately, sorting by the columns of the Sum aggregate function isn't possible; Access
displays a message:

| Cannot have aggregate function in ORDER BY clause (Sum([Sales data].[Sales price])).

Aggregate function not possible
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6. To create the crosstab query, click the Run button on the Design
tab (Query Tools) in the Results group.

!

Run

Company - | Sumtotal - Ladies'pants - | Ladies'shoes - | Sweatshirt -
Amag $44,052.00 $41,004.00 $3,043.00 Results group
Flygt £76,200.00 $76,200.00 (Design tab)
Hanibal $33,024.00 $12,192.00 $20,832.00
MAT $43,410.00 $34,170.00 $15,240.00
Talbot Pumps 417,707.20 417,707.20

Crosstab result with sum total

If a criterion is missing, Access will notify you:

o To create a crosstab query, you must specify one or more Row Heading(s) options, one Column Heading option, and one Value option.

Notification

If you don't want to display a sum total, three columns with one criterion each in the Cross-
tab row are sufficient.
7. Save the query with the name Crosstab.

IE%: The crosstab can also be created with the help of the query wizard. You will then be
led through the single dialogs.

9.2 Exercise

1. Open the Customer management.accdb file.

2. From the Price per customer and course query, we want to create a crosstab with the
following values:

Last name, Course name, and Total price.

3. Save the query with the name Crosstabl customer management:

Lastname - Total price - Basics - | Databases - | Presentation - Word Processing -
Drury $150.00 $150.00
Hainsey $200.00 $200.00
Miller $530.00 5150.00 5200.00 5130.00
Quick $570.00 $150.00 $220.00 $200.00
Rafalski $550.00 $150.00 $220.00 $180.00
Rose $530.00 $150.00 $380.00

Crosstab result

The solution can be found on page 150.

9.3 Creating pivot tables in Excel

Pivot tables cannot be created in Access anymore, but only in Excel. They are interactive tables
to summarize large amounts of data quickly. You can use a pivot table to analyze and view data
from different perspectives. It provides users with a tool for convenient analysis options and
flexible evaluations. Thanks to the pivot function, you can view your data from a completely
different perspective. In addition, you can view the overall result of each column and the detail
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data can be hidden. As far as the presentation is concerned, they are very similar to crosstabs.
When creating a pivot table, the Excel PivotTable Tools help you maximize your performance.

The Sales data query is to be exported to Excel as a table:

1. Open the Order.accdb database and select the Sales data query.

2. Onthe External Data tab, in the Export group, click the Excel button.

Excel

3. In the following dialog box, the file name of the destination file has already
been entered. If need be, you can change the path by clicking [Browse].

Export - Excel Spreadsheet ? X

Select the destination for the data you want to export 4

Specify the destination file name and format.

Eile name:  c\Users\Amy\Documents\Sales data.xlsx Browse...

File format: | Excel Workbook [*.xlsx) ~

Specify export options.

[] 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 expart 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.

oncel

Exporting to Excel

4. Select the ] Export data... and [*| Open the destination file... export options and click
[ oK ]. The Sales data.xIsx file is opened in Excel:

H ©- = Sales data.xlsx - Excel Sign in 52l - O x
Home Insert Page Layout Formulas Data Review View Q Tell me what you want to do g Share
= = = - B2 M g n =hE=s) O
B G (ol (o] gp WEAQ gy g (= (B @ (e
PivotTable Recommended Table [Illustrations Add-  Recommended . l' Maps PivotChart 3D Sparklines Filters  |ink Text  Symbols
PivotTables - ins~ Charts L RATRS ST - Map ~ - - - - -
Tables Charts . Tours Links ~
C5 - & 20 v
A B C D E F G H 1 1 K L -
1 Company ltemName | Quantity | Sales price |
2 |Amag Ladies' pants 300 $28,440.00
3 |Amag Ladies' shoes 20 $2,136.00
4 |Flygt Ladies' shoes 500 $53,400.00
5 |Hanibal Ladies' shoes | 30 $8,544.00
6 |Hanibal Sweatshirt 200 $14,376.00
7 MAT Ladies' shoes 100 $10,680.00
3 MAT Ladies' pants 250 $23,700.00
9 |Talbot Pumps Sweatshirt 170 $12,219.60
10 -
Sales data () 4 3
Ready 23] W o-—F—+ 100%

The Sales data database query as a table in Excel
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To create a pivot table, Excel provides you with PivotTable Tools that make handling pivot

tables easier.

1. On the Insert tab of the ribbon, in the Tables group, click the Pivot-

Table button.

2. In the following dialog box, specify where Excel is to retrieve the
data for the pivot table from. In case of an external data source, the
program offers several connection options. Activate the ® Select a

table or range option.

PivotTable

Insert tab,
Tables group

3. Verify Excel's suggestion for the table range. For the current example, we need the range

Al to D9:

Create PivotTable

Choose the data that you want to analyze
@ Select a table or range
Table/Range: | 'Sales data'!SAS1:5D59
O Use an external data source
Choose Connection...

Connection name:
Use this workbook's Data Model

Chowose where you want the PivotTable report to be placed
(®) New Worksheet
O Existing Worksheet
Location:
Choose whether you want to analyze multiple tables
|:| Add this data to the Data Model

13

13

Cancel
A

Specifying the table range

4. Choose where you want the PivotTable report to be placed: ® New Worksheet.

5. Click the button. Excel inserts the Sheetl worksheet which shows some new things:

B o o -
Home Insert

Page Layout
’:é Active Field:
PivotTable Drill  Drill
- Field Settings pgwn Up
Active Field
A3 & I
A B C D
1
2
3
4
5
6 To build a report, choose
7| fields from the PivotTable
8 Field List
9
10
11
12 I
13 0
14
15 ] —
16
17
18
19
20
Sheetl Sales data
Ready

Sales dataxlsx - Excel PivotTable Tools

Formulas  Data  Review  View  Analyze  Design

& [

Refresh Change Data Actions
Filter Connections - Source- -

Insart Slicer

7 Insert Timeline

Group Selection
Ungroup
7] Group Field
Filter

Group Data

() [

&

Sign in 3] - O 28
Q Tell me what you want to do Share
o ¥ 4
i r‘;,, Fields, ltems, 8 Sets ~ n _‘? E
T OLAP Tools I i
PivotChart Recommended ~ Show
Relationships DivotTables -
Calculations Tools ~
v
L - . .
PivotTable Fields — ~ %
Choose fields to add to report: & -
Search yel
[ Company
[ temMame
[ Quantity
[[] sales price
More Tables...

Drag fields between areas below:

T Filters Il Columns
= Rows Z Values
8 Defer Layout Update
= M o-——+ 100%

The new Sheetl has been prepared for the PivotTable report
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Task pane

On the right side, there is a task pane with the PivotTable
Fields list.

The border between the pane and the document can be moved
with the mouse. Point the mouse to the vertical border. The
mouse pointer becomes a double arrow: +—. While holding
down the left mouse button, move the border to a new position
and then release the button.

You can also place the pane anywhere on the screen. Point the
mouse to the pane's title bar, and, while holding down the left
mouse button, drag the task pane to another position. For this
task, the mouse pointer has the shape of a four-headed arrow.

With a double-click on the title bar, you can return the task pane
to its former position at the right of your Excel window. As with
all windows, you can close the task pane by clicking the Close
icon X in the title bar.

The Tools icon # -| below the title bar opens the following sub-
menu. Here, the individual sections are rearranged, but only
within the task pane:

Fields Section and Areas Section Stacked

]

oo

o |
oooo - | =S

Fields Section and Areas Section Side-By-Side

|

Fields Section Only

[ [
[

Areas Section Only (2 by 2)

Areas Section Only (1 by 4)

Wl Uﬂﬂﬂ

SortAtoZ

~ | Sortin Data Source Order

Rearranging the sections within the task pane

To build a report, choose
fields from the PivotTable
Field List

Contextual tabs

the PivotTable report.

Area for the
PivotTable report

PivotTable Fields
Choose fields to add to report:

Search

[ Company

[ temMame

[0 Quantity
[] Sales price

More Tables...

Drag fields between areas below:

Filters Celumns

Rows Z Values

Defer Layout Update

x

Task pane with the
PivotTable Fields list

The area for the PivotTable report

PivotTable Fields b ~

x

Dragging the task pane to another
position via the title bar

In the left part of the new Sheetl, an area has been prepared for the
PivotTable report. The cell cursor is in this area.

O On the ribbon, the PivotTable Tools context tool with the Analyze
and Design tabs for editing pivot tables has been added. The contex-
tual tabs are automatically closed when the cursor exits the area for
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Creating the PivotTable report

1. The cell cursor is in the area designated for the PivotTable report. Thereby, the PivotTable

Tools appear on the ribbon.

If the PivotTable Fields task pane is closed, click the
Field List button on the Analyze tab (PivotTable
Tools) in the Show group.

2. In the list, point to Company: ‘{%. While holding down
the left mouse button, drag the field name down to
the Rows section of the task pane. After releasing
the mouse button, the company names are placed in
the A column.

3. In the same way, copy the ItemName field to the

& Field List
PivotTable Fields — ~ %
Chaose fields to add to report: -
Search e
Company
ItemName
[ Quantity

Sales price
Mere Tables...

Drag fields between areas below:

CO'UmnS SeCtIOﬂ Filters Columns

IternName -

4. and the Sales price field to the  Values section.

Rows Z Values

Company ~ | [ sum of Sales pri.. ~

Check the task pane on your screen: The check boxes of
these three fields are now activated. The first PivotTable peter beyout tpdte
report is completed:

Task pane
[=] . s Sales dataxlsx - Excel PivotTable Tools Sign in [Eal - [} X
Home  Inset  Pagelayout  Formulas  Data  Review  View  Analyze | Design @ Tell mewhat youwant to do 2. Share
[f  ActiveField p Selection | [5F] Insert Slicer D [b. i [RFields, ltems, & Sets~ 1 n D B Field List
~
Sum of Sales price ; p 7 Insert Timeline Lo OLAP Tools . Ef5 +/- Buttons
PivotTable Diill Dl Refresh Change Data Actions PivotChart Recommended
- [ Field Settings Do Up Group Field Filter Connections . Source - B Relationships PivotTables  EoIField Headers
Adtive Field Group Filter Data Calculations Tools Show ~
A3 < e || Sum of Sales price v
A 8 c D E F G H 1 J -
1 PivotTable Fields M
2
I:" Choose fields to add to report: -
3 SumofSaIEsprlce_Column Labels | ~
4 |Row Labels ~ Ladies' pants Ladies' shoes Sweatshirt Grand Total Search e
5 |Amag 28440 2136 30576
6 |Flygt 53400 53400 Company
7 |Hanibal 8544 14376 22920 ItemName
g |MAT 23700 10680 34380 [ Quantity
9 |Talbot Pumps 12219.6 12219.6 Sales price
10 |Grand Total 52140 74760  26595.6  153495.6 More Tables...
12 Drag fields between areas below:
13
14 Filters Columns
15 ItemName -
16
e Rows = Values
12 Company - | || sum of Sales pri... ~
13
Sheetl | Sales data ® L] O Defer Layout Update
Ready H M -———+ 10m%

The completed pivot table

Now, you can alter the pivot table for you data analysis in mutliple ways. For example, in the
¥ Values section, the values are automatically concatenated with a sum function. Instead of the
sum, you can also use another function for the calculation. To do so, click the | Sum of Sales pri... ~
button in the X Values section. From the resulting menu, select Value Field Settings.

Moreover, you can change the fields and positions in the pivot table, e.g., transpose rows and
columns or filter and sort the data. This provides you with a great variety of possibilities of ana-
lyzing your data from different perspectives.

To create a pivot chart, click the PivotChart button on the Analyze tab (PivotTable Tools) in
the Tools group and select the chart from the Insert Chart dialog box.
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H ©-2- = Sales dataxisx - Excel FivotChart Tools Sign in &= - ] X
Home  Insert  Pagelayout  Formulas  Data  Review  View  Analyze  Design | Format | Q Tell mewhat you want to do 5 Share
SN A L3 Shape Fill - A - | " Bring Forward .\i.- O
% Format Selection el Abe Abc Abe | - [ Shape Outline - A A A -| &~ I SendBackward ~ Bl
~ | Change - = - =
FResettoMatchSeyle | A LLI7 G0 0 = Q@ Shape Effects - “) A~ HiySelectionPane  “h
Current Selection Insert shapes Shape Styles r. WordArt styles [ Arrange size A ~
Chart1 - E3 v
A 8 D E F G H [+]
1 PivotChart Fields %
2
Choose fields to add to report:
3 Sum of Sales price Column LahelsE‘ ooselielts foaddio repo
4 |Row Labels E‘ladies' pants Ladies' shoes irt Grand Total ‘Sear(h P‘
5 |amag > o
Sum of Sales price +
6 |Flygt Company
7 |Hanibal £0000 ItemName
3 |MAT 50000 [ Quantity
9 |Talbot Pumps 20000 Sales price
10 |Grand Total ItemMame =
1 30000 m Ladies’ pants
12 20000 W Ladies' shoes Drag fields between areas below:
3 i
S hi
e 10000 = Swestshit T Filters Ul Legend (Series)
s . il i
16
- Amag e fania MaT ;::“;‘ = Muis (Categories) | £ Values
18 L [ company = | |[ sum of Sales pri... ~ |
T —
19 [ Q -
Sheet! | salesdan | @ ol ] [y | [ DeferlayoutUpdate Update
Ready B M -———+ 100%

Pivot table with pivot chart

When you switch back to Access, the Export - Excel Spreadsheet window (page 107) is still

open. It isn't necessary to save the export steps. the window.

9.4 Excercise

Open the Customer management.accdb database and from the Price per customer and

course query, create a pivot chart in Excel (Insert tab) with the following details:

e Course name inthe Legend (Series) section
e Lastname in the Axis (Categories) section
e Price in the X Values section.

In the end, switch rows and columns (Design tab (PivotChart Tools)):

o] o) o]
Sum of Price
400
350
300
Last name ~
250 m Drury
m Hainsey
200 = Miller Q
m Quick
190 m Rafakki
mRose
100
50
0
Basics Databases Presentation Word Processing
Course name +
o o o]
Pivot chart after switching rows/columns
The solution can be found on page 151.
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12 Data Exchange

Data can be exported from Access to other applications in order to process them futher there,
e.g., in Excel. Similarily, data can be imported from other programs or linked.

Examples:
e Another Access database . HTML
) Excel ° Text file

Basic procedure:

On the External Data tab, you can find the Import & Link and Export groups.

External Data .
’ﬁ\ 7 Saved Imports ‘-)|_| @ @ g@ [El P Access

Linked Table Manager L—T’ﬂWord Merge
Mew Data R Saved Excel Text XML PDF  Email =
Source ™ Exports File  File orXPs 5 More~

Import & Link Export A

External Data tab

Select the required application. A dialog box appears which has to be confirmed with
after having entered the parameters.

12.1 Import — structure of a database

To archive the data at the end of each year, create a new database with the name Or-
der_archive.accdb which shall contain only the structure of the database. Therefore, only the
structure of the tables are to be imported.

1. Open a new, blank database and on the External Data tab, in the Import & Link group,
click the New Data Source button, point to From Database in the submenu, and select
Access.

D From Database L4 @'_‘? Access %
[% From Online Services » Id__B? dBASE File
E)_ From Other Sources  #

Submenu of the New Data Source button

2. In the following dialog box, enter the folder and Access file or click and select the
file in the File Open window.
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Get External Data - Access Database

Select the source and destination of the data 4

Specify the source of the definition of the objects.

Eile name: | coyUsers\Amy\Documents\Order.acedb Browse...

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

(®) 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.

O 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. MOTE: If the source database requires a password, the unencrypted password will be stored
with the linked table.

Importing a database

3. Selectthe ® Import... option and click [ ok ].

4. The Import Objects dialog box with the corresponding tables appears:

Import Objects

Tables Queries Forms Reports Macros Modules

Customers | o |

Item-Order

Items

ItemsNew Cancel

Orders

Orders induding dates Select All

Payment method

Purchase order statistics table Deselect Al
Options =>

Importing the tables

In this dialog box, click [options >>].

5. Select all the tables and below Import Tables, activate the ® Definition Only option, as
we don't want to insert the data until the end of each year.
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Import Objects

Tables Queries Forms Reports Macros  Modules

oustaners
Item-Order . .
Items c )
Itemshew anes
Orders
Orders induding dates Select All
Payment method
Purchase order statistics table Deselect Al
Options ==
Import Import Tables Import Queries
Relationships () Definition and Data (®) As Queries
[IMenus and Toolbars (®) Definition Only (C) As Tables
[1mport/Export Specs

|:| Mav Pane Groups
[ all Images and Themes

Importing only the definitions of the tables

6. After clicking [ oK ], you can also choose whether to save the import steps. This makes
sense, when the same import is to be carried out multiple times.

Get External Data - Access Database

Save Import Steps 4

All objects were imported successfully.

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

[] save import steps

Saving the import steps?

The structure of the tables is created in the new database. In the same way, you can im-
port all other objects of the selected database.

7. Save the database with the name Order_archive.accdb (File menu, Save As, Save Data-
base As).

12.2 Export

The Sales data query has already been exported to Excel as a table on page 107. Now, the
Sales per customer query is to be saved as an HTML document:
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1. Inthe Order.accdb database, select the Sales per customer query and on the External
Data tab, in the Export group, click the More button and select HTML Document from the
submenu.

a
=

IOre ™

Word

Export the selected object to Rich
Text

SharePoint List

Export the selected object to
SharePoint as a list

ODBC Database

Export selected object to an ODBC
Database, such as SOL Server
HTML Document

Export selected object to an L\\\

g G &1 gl

HTML document

dBASE File

'El Export selected object to a dBASE
file

Export — HTML document

2. The first dialog box appears. The file name of the destination file with its entire file path has
already been entered. If need be, change the path by clicking [Browse]. Select the first ex-
port option ] Export data ... and click [ ok |:

Export - HTML Document

Select the destination for the data you want to export q

Specify the destination file name and format.

File name: | c:\Users\Amy\Documents\Sales per customer,html Browse...

Specify export options.

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,

Exporting to HTML

3. Inthe following dialog box, keep the default settings:

Musterseite aus dem Dettmer-Verlag, D-76889 Kapellen 138
www.dettmer-verlag.de



http://www.dettmer-verlag.de/

Schulungsunterlage Access 2016 Weiterfihrung Englisch

4.

HTML Output Options

Browse...

Choose the encoding to use for saving this file:
(®) Default encoding
(O Unicode
(") Unicode (UTF-8)

Cancel

Default encoding

Here, you can save the export steps:

Export - HTML Decument

Save Export Steps ‘
Finished exporting ‘Sales per customer to file 'C:\Users\Uana\Documents\Sales per customer.html successfully.

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

Close

Here, you can save the export steps

To call up the file, open the file explorer, navigate to the folder in which you saved the file in

step 2, and double-click the file name.

E B ¢ - | Documents

File Home Share View

> Documents
> b Downloads
B Music

53 items

» u o cut x I T New item - Open +  F selectall
% Copy path = ﬂ Easy access = Edit 20 Select none
Pinto Quick Copy Paste _ Move Copy | Delete Rename = New Properties
access |1] Paste shortcut to to folder - 4 History DD Invert selection
Clipboard QOrganize MNew Open Select
« v P s> ThisPC s Documents > v | | Search Documents
~

Custom Office Templates

v [ Desktop
» & OneDrive My Data Sources
3 A OnelMote Motebooks
> m
= v Outlock Files
v El ThisPC 2] Sales per customerhtml
» [ Desktop

File explorer

The file is then opened in your default web browser, e.g., Internet Explorer.
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6 b aC:\Users\Amy\

Documentsy? O ~ =

& Sales per customer

Sales per customer

Customer ID| Company | Street | City |Sta‘l:e|2ip(nde| Contact | Telephone |Financid dil“licuh:iesl Sales
10 Amag 225 6th Ave. Pittsburgh PA  1521% Ms. Richards (412) 553-982 True $30,576.00
12 Talbot Pumps 420 W. Main 5t. Louisville KY 40202 Mr. Ford (502) 829-860 False $12,219.60
15 Flygt 414 E. Walnut Ave. Dalton GA 30720 Mr.Taylor (706) 684-900 True $53,400.00
34 Hanibal 3300 Dorr 5t. Toledo  OH 43615 Mr. Kennedy (419) 457-285 False $22,920.00
56 MAT 4020 Florissant Ave. St. Louis MO 63136  Ms. Williams (314) 932-650 False $34,380.00

12.3 Links

The Excel table Customers.xlIsx is to be linked to a new database table in the Order database.
Proceed as follows:

1.

2.

On the External Data tab, in the Import & Link group, click the New
Data Source button, point to From File in the submenu, and select
Excel. In the following dialog box, activate the @ Link to the data
source... option and select the path to the Excel table via the

button:

Sales per customer HTML file

Get External Data - Excel Spreadsheet

Excel

Select the sourc

File name: |

O Append a copy of the records to the table:

e and destination of the data

Specify the source of the definition of the objects.

UsershAmy\Documents',

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

O Import the source data into a new table in the current database.

If the specified table does not exist, Access will create it. If the specified table already exists, Access might overwrite its
contents with the imported data. Changes made to the source data will not be reflected in the database.

Customers

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

If the specified table exists, Access will add the records to the table. If the table does not exist, Access will create it.
Changes made to the source data will not be reflected in the database.

Erowse...

Access will create a table that will maintain a link to the source data in Excel. Changes made to the source data in Excel will
be reflected in the linked table. However, the source data cannot be changed from within Access.

Cancel

Linking an Excel table

Click [ ok _]. The data of the table are displayed.
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B Link Spreadsheet Wizard

row specified contain column headings?

[AFirst Row Contains Column Headings

Microsoft Access can use your column headings as field names for your table. Does the first

Customer ID [Company Street City State [ZipCode [Contact ITelephone

l: Fowler & Sons [573 Eddy S5t. [Providence RI 02903 s. King (401) 443- |~
2B Talbot Pumps 620 Union 5t. Mashwille [N 372138 r. Hutton [(615) Z258-

El

14

=

] v
< >

Customers Excel table

If the table contains a row with column headings, the First Row Contains Column
Headings option must be activated. Click [ Next ].

Enter a name for the new database table, for example, Customers from Excel, and click
the button.
B Link Spreadsheet Wizard

That's all the information the wizard needs to link to your data.

Linked Table Name:

Customers from Excel

Cancel < Back [Mext
New database table

Confirm the following message with [ ok ].

Link Spreadsheet Wizard

o Finished linking table "Customers from Excel' to file 'C\Users'Amy\Documents\Customers.xlsx’,

The linking is finished

Musterseite aus dem Dettmer-Verlag, D-76889 Kapellen
www.dettmer-verlag.de

141


http://www.dettmer-verlag.de/

Schulungsunterlage Access 2016 Weiterfihrung Englisch

6. The database table has been created and will automatically be updated, when the original
table — the Excel table — is altered.

CustomerID ~ | Company - Street - City - | State - ZipCode ~| Contact - | Telephone - Financial diff -
2 Fowler & Sons 573 Eddy St.  Providence Rl 02903 Ms. King (401) 443-9647 Yes
3 Blythe Brothers 620 Union St.  Nashville TN 37219 Mr. Hutton (615) 258-3415 No

Customers from Excel database table

Please note:
The path to the linked application must not be changed and the Excel table must not be moved.
Otherwise, a message appears.

12.4 Linked Table Manager
In the version of 2016, Access provides you with a manager to up-

date linked Excel tables: On the External Data tab, in the Import &
Link group, click the button shown on the right. The following dialog
box appears:

In the Import & Link group

% Linked Table Manager
Select the linked tables to be updated:

OK
I 4E Customers [C:\Users\Amy\Documents\Customers.xlsk\Customerss) _
r »E ftems (ChUsers\Amy\Documents\ltems.xlsx\ltemss)
v BE Orders [C:\Users\Amy'\Documents\Orders.xls\Orders$) Cancel
Select Al
Degelect All
Export To Excel

[[] Always prompt for new location

Dialog box for updating the linked Excet tables (example)

To update a linked table, select the corresponding line(s) and click the button.

12.5 Excercise
Importing an Excel table — adding records

Import the Participants_new.xlsx Excel table into the Course management database. It con-
tains new data that are to be added to the Participants table. Then save the import with a me-
aningful name.

= Participants — O X
CustomerID - | Lastname - | Firstname - Street - City - | State -| ZipCode -
1 Miller Ryan 433 E. Wardlow Rd Long Beach Ch 90807
2 Quick Megan 2908 Del Amo Blvd Lakewood CA 90712
3 Rafalski Craig 11279 Maple 5t Los Alamitos CA 90720
4 Hainsey Rachel 11261 Weatherby Rd  Los Alamitos Ch 90720
5 Drury Mary 2978 Tigertail Dr Rossmoor CA 50720
6 Rose Tim 1122 Bennet Ave Long Beach CA 90804
* (MNew)
Record: M 1ofb L Mo Filter | [Search 4 4

The Participants database table

The solution can be found on page 170.
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Calling up saved imports

After extending and updating the Participants_new.xlsx Excel table, =
- __Saved Imports
you can now call-up the import via the Saved Import button on the : .

External Data tab in the Import & Link group. In the Import & Link group

(External Data tab)
Select the relevant import and click the button.

Manage Data Tasks

5 | Saved Exports

ick to select the saved import to manage.

’? Import-Participants_new ChUsers\Amy\Documents\Participants_new.dsx
Import of the Participants_new.xlsx Excel table

To edit the name or description of the saved operation, select the operation and then click the text you want to edit,

Run Create Qutlook Task... Delete Close

Calling up saved imports

The data you have added to the Excel table are appended to the database table.
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