CREATING MICROSOFT ACCESS REPORTS
USING MICROSOFT EXCEL
IMPORTING SPREADSHEETS INTO ACCESS
PRODUCING MAILING LABELS

TRAINING GUIDE



OVERVIEW

The guide illustrates how to create a simple report in Microsoft Access using the Report Wizard, the
basics of Microsoft Excel, how to import a spreadsheet into a Microsoft Access table, and how to
produce mailing labels.

Examples used in this guide are geared towards union organizers and workers. lllustrative examples

will follow sample spreadsheets and databases that have been created. The guide applies to users
of Microsoft Office 2000.
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CREATING A MICROSOFT ACCESS REPORT

Using the Report Wizard

1. Open up the Microsoft Access database that will be used in creating a report. For the example
used in this section, a sample database named Worker-Info-DB will be used. Once the database
opens and the Database Main Menu appears (screen shown below), click on Reports, which is
located under the Objects section. Then double-click the area labeled Create report by using
wizard.

g2 Worker-Info-DB : Database

o o= L=b-

&Ereview [t Design "Zﬂﬂew o e et

Objects / iZreate repark in Design view

Create report by using wizard

g 0 % (B B E
‘.

Groups

b
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2. The first screen of the Report Wizard will allow you to select which database fields to include in the
report. Use the single, right-pointed “carrot” (>) to select specific fields from a table one at a time.
Use the double, right-pointed carrot (>>) to select all the fields from a table. For this example, all the
fields are selected from the Worker table. Click the Next > button when ready to proceed.

Report Wizard

Which Figlds do wou wank on your report?
iYou can choose from more than one table or query.
Tables)Queries
[Table: wwarker |
Available Fields: Selected Fields:
Wiorker State ”
Warker Zip Code
Wiarker Union Suppart Level
- |Waorker Trade
- Warker Wage Rate
Warker Wage Rate Unit
== | |Worker Signed authorization C:
SWarker Has Requested Card RyR
Cancel Mext = Finish
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3. The second screen of the Report Wizard allows you to group records together based on certain
fields and their values. For instance, records containing ‘Yes’ and ‘No’ responses could be grouped
together pertaining to whether a worker signed an authorization card. For this example, the Worker
Signed Authorization Card field is used to group report results. To select a grouping field, highlight
the appropriate field in the white scrolling text box and then click on the gingle, right-pointed carrot (>).
The field you selected should show at the top of the sheet located belew. When ready to move on to
the next step, |click on the Next >> button.

Report Wizard

Do wou want Bo add any grouping
levels?

Worker ID, Warker Firsk Mame, Waorker
Last Mame, Worker Address, Worker
Ciky, Waorker Skake, \Worker Zip Code,
Worker Union Support Lewel, Worker
Trade, \Worker \Wage Rate, Worker \Wage
Rate Unit, YWorker Signed Authorization
iZard, Warker Has Requested Card
Returned

Worker Addreds ﬂ
Warker Ciky
Worker State
Warker Zip Codg
Worker Union Syppart L
Worker Trade
Worker Wage Rate
Weorker Wage Rghe Unik
Swiorker Signed Authoriz
Worker Has Reguested j E—

Priarity

iZancel < Back Mext = Finish
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4. The third screen of the Report Wizard allows you to specify field(s) that can be used to sort the
records that will appear in the report. If a grouping was selected, as indicated in the last step for this
example, this filter acts as a supplemental sort where each group can be further sorted by specifying
fields as show below. For this example, Worker Last Name will be used to sort the records.

Select the field name from the first drop-down box and then indicate whether the sort should be in
ascending or descending order by clicking on the corresponding box to the right. By default, sorting
will go in ascending order. Click the Next > button when ready to proceed

Report Wizard

What sort order and surnmary infarmation do you want for detail records?

%ou can sork records by up ko Four Fields, in either

I, ascending or descending order.
o e e e v

W orker Lask Mame -1 8]

1 2 3 4

HEEE HEXX XXX XXEX H

HEEE HEXX XXX XXEX 2 - z.l

E.xxxx HEXNE XEHXEX XXEX

dommnn mman mExE mEEx

z HEEE HEXX XXX XXEX
HEEE HEXX XXX XXEX
HEEE HEXX XXX XXEX

3
F" MMM MMKX KK NEXX
* HEEE HEXX XXX XXEX
z HEEE HEXX XXX XXEX

q.
& HENE HEEE KEEE HEEX
HXAN XAXX XEXX XXXX
z HXAN XAXX XEXX XXXX

Surnmary Opkions ...
Cancel < Back. Mext = Finish
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5. The fourth screen of the Report Wizard allows you to specify the layout of the report. Click on
each of the radio buttons located under the Layout section to view and/or select a layout. Then
select how the report page(s) should be printed under the Orieptation section. NOTE: If many fields
will be included in the report, the Landscape ofjientation is the bgst choice since more fields can be fit
across one page. Click the Next > button whenh ready to proceed.

Report Wizard

How would wou like ko lay out wour report?

rientation

(" Stepped " Portrait

O Block & andscape
K XXX I:H_ . -
HHXXX Cwtline 1 E
A KX " Outline 2
HHHE XXX HIHK XEXX XX =
MR RMMME WMMME MMEEE MM ™ Align Left 1

MM WM RN MM R
W RN R W (* align Left 2
W N R M :
M A M e
WA R R M
WM WM RN M

[v Adjust the field width sa all fields fit on
a page,

iZancel < Back Mext = Finish
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6. The fifth screen of the Report Wizard allows you to specify the general style formatting of the
report. For this example, Bold was chosen. Click the Next > button when ready to proceed.

Report Wizard

What stvle would you like?
‘Bold
eI Casual
Compack
HREHX KHKH CDrpDTatE
R MR Forma
Soft Gray
L ]
Title
Label above Detail
Control frorn Detail
Cancel < Back. Mext = Finish
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7. Finally specify a title for the report. For this example, the title ‘Worker Information Report’ was
used. When ready to complete the report setup process, click on the Finish button.

Report Wizard

What title do wou wank For wour reporty?

|'-.-'-.-'|:|r|=:.n3r Information Report|

That's all the information the wizard needs to create wour
repork,

Do wou want ko preview the report or modify the report's
design?

(¥ Preview the report,

" Madify the report's design.

[ Display Help an working with the report?

Cancel < Back Finizh
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8. When the report is previewed or open, you may need to use the Multiple Pages button or zoom
drop-down box to adjust the viewing size of the report.

Wiew Tools  Windd

Iﬂlﬁmﬁ‘ﬁﬂ\ F-DiE- 0
BB &
BlE|@
1x3 Pages
Worker Informatio

Worker Signed Auth

Worker L Ker ID Worker |

Baker 1 Jahn
England 4 Bk
Cmnitfern 3 shuley
Logan 5 Hamry
Wrard 2 Mhna
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BASICS OF MICROSOFT EXCEL

This next section will cover some of the basic, more common functions of Microsoft Excel. In this
Guide, a sample spreadsheet that lists a worker’s contact information, union support level, and wage
rate will be used to illustrate some of the functions that are covered. The sample spreadsheet is
shown below:

E3 Microsoft Excel - Excel-Training,

File Edit “iew Insert Format Tools Data Window Help Acrobat
NS SRY 2R @ = £ 2 E B oo -

rd
F1g A =

A, B © O E F (5
1 First Name Last Name Address City State Zip Code Union Suppq
2 John Baker b3Z2 5. Bluff Rd. Indianapolis 1N 46225
3 Fick England 1031 Maple Drive Fort Wayne | 45505
4 Shirley (Sriften 1717 5. Michigan oouth Bend 1N 466159
5 Derek Johnson 10022 Green Fiver Rd. Evansville 1N 47714
b Harry Lagan 4260 Broadway Gary I AbA07
/ Patricia Ferkins 897 Kentucky St. Mew Albany 11N 47150
8 Angela Richardson 2324 E. 158th St Lafayette I 4739059
8 Chris Ward 7B52 Indian Hills Drive  Kokoma I 45502
10 Jody White 233 College Awe. Bloomington 1M 47401
11 'Sam ' oung 975 Larry Bird Rd. Terre Haute (M 47802
12

NOTE: An Excel file is also referred as a Workbook since it contains multiple spreadsheets.
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Setting up the page for printing

Based on the number of columns (fields) of data that exist in a spreadsheet, you will need to set the
spreadsheet orientation to either Portrait or Landscape. To fit as many columns across one page as
possible, choose Landscape. To fit as many rows down one page as possible, choose Portrait.

1. Click on the Microsoft Excel File menu and select Page Setup.

2. Select the Page tab and then make the appropriate orientation choice.

3. Click on the OK button.

Page Setup
Fage lr'-“largins l Header/Footer l Sheek l
Orientation
Prink...
j ~ _ o g
A— F'Drl;ralt A— s LEIFIEISEEII:IE-_ Prink F'rE'-.-'iEﬂ
Scaling Qpkions. ..
 adjustbor  |100 <3 %% normal size
" Fik ko |1 3: pagels) wide by |1 3: Eall
Paper size: Letter -
Print quality: (500 dpi hd
First page number: |F'.|_|I:|:|
2K, Zancel
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Inserting New Spreadsheets into a Workbook (Excel file)

If you would like to insert a new spreadsheet into a current Excel file that is opened:
1. Right-click on one of the current spreadsheet tabs.
2. Select Insert from the pop-up menu.

3. In the resulting pop-up box, make sure Wprksheet is selected and then select OK.

41
42
43 Delete
44 Eename
45 Mowve or Copy...
4k
Select All Sheets
47
45 Wiew Code
M4 4 » MY Sheetl £ Sheet2 ' Sheet37
Ready

Renaming a Spreadsheet

1. Double-click on the spreadsheet tab that you want to rename.

2. Enter the new name for the spreadsheet.
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Inserting New Rows into a Spreadsheet

1. Move the cursor over the row number that is just below the point where you would like a new
row to be inserted.

2. Right-click and select Insert from the drop-down menu.

B C
First Name Last Name Address
Baker E32 5. Bluff Rd.

England 1031 Maple Drive
(Sriften 1717 5. Michigan
Johnsaon 10022 Green River Hd.
Locan 4206 Broadway
Parkineg ady Kentucky St
son 2324 E. 18th 5t

7652 Indian Hills Drive

233 College Awe.

975 Larry Bird Rd.

13 Insert

14 Deleke

15 Clear Contents
16

17 Format Cells. ..
18 Row Height...

19 Hide
20 Unhide
21
22
Introduction to Databases Using Microsoft Access Page 14 of 14

© 2004 Indiana University Division of Labor Studies



Inserting New Columns into a Spreadsheet

1. Move the cursor over the column letter that is just to the right of the point where you would
like a new column to be inserted.

2. Right-click and select Insert from the drop-down menu.

B i =
Ete

Last Hamelﬂddres& & cut
Baker B32 5. Bluff Rd. Copy

England 1031 Maple Drive  BR, paste
(Griften 1717 5. Michigan Paste Special. ..
Johnsan 10022 Green Hiver
Lagan 4260 Broadway Insert
Ferkins 1597 Kentucky St Delete
Fichardson (2324 E. 18th St. Clear Contents
YWard /B52 Indian Hills D
Wihite 233 College Ave. Format Cels. ..
Y oung {275 Larry Bird Rd. Colurnn Width, ..
Hide
Unhide
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Freezing Window Panes

If you would like a specific row to remain stationary while scrolling up or down a spreadsheet, you can

“freeze” the row. In the example below, the column header row (featuring First Name, Last Name,
Address) can be configured so the row always remains visible at the top as you scroll across or down

a spreadsheet.

1. Click on the left-most cell in the row just below the row that will be frozen in place. For the
example below, cell A2 is selected, which will indicate the first row should be frozen.

2. Go to the Microsoft Excel Window menu and select Freeze Panes. This action should freeze

the first row.

T

File Edit Wiew Insert Format Tools Data | ‘Window Help Acrobat

v 1 Excel-Training

¥

LEES &V & BER< Hbe
rd
| A2 A = John
A B
1 First Name Last Name Address
2 |Jahn !Elaker 32 5. Bluff R
3 Rick England 1031 Maple Drive
4 Shirley Griften 1717 5. Michigan
5 Derek Johnsaon 10022 Green River Rd.
b Harry Lagan 4250 Broadway
{ Patricia Ferkins 857 Kentucky St.
8 Angela Richardson 2324 E. 15th St
8 Chris Ward 652 Indian Hills Drive
10 Jody White 233 College Ave.
11 'Sam f oung 975 Larry Bird Rd.
12

Fort Wayne
oouth Bend
Evansville
Sary

Mew Albany
Lafayette
Kokaomo
Bloomington
Terre Haute

If you would like to “unfreeze” any rows, simply click on any cell and then go to the Microsoft Excel
Window menu. Select Unfreeze Panes from the drop-down menu.
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Sorting Data

You can sort data in an Excel spreadsheet based on a certain column, or field, of data such as a
worker’s Last Name. Here is how you can sort data:

1. Click in the small box that is between Row 1 and Column A. This will highlight the entire
spreadsSheet and will indicate all data will be inclusive in a sort.

ilFirst Name Last Name Address

rll|lohn Baker b3 5. Bluff Rd.

B Fick England 1031 Maple Drive

L =hirley Griffen 1717 5. Michigan

il Cerek Johnson 10022 Green River Rd.
(| Harry Logan 4266 Broadway

[ |Fatricia Ferkins 897 Kentucky St.

il Angela Richardson 2324 E. 168th St

Ll Chris Ward /B52 Indian Hills Drive
(LR Jody White 233 College Awe.

11 |EEL Y oung 975 Larry Bird Rd.

12
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2. Go to the Microsoft Excel Data menu and select Sort from the drop-down menu.

Format Tools  Data Window Help Acrobat

¥ % B 24 2
Filker »
. Farm...
= First Mar Yalidation. .. m
[
ame Address Texk o Columns. .. State
lson 2324 E. I
7652 Ind iGet External Data I
y 10022 I |
4256 Bre - I
233 College Ave. Bloomingtan M
b32 . Bluff Rd. Indianapalis M
; 8597 Kentucky St. Mew Albany 1M
1 1031 Maple Drive Fort Wayne M
975 Larry Bird Rd. Terre Haute M
1717 5. Michigan =outh Bend 1M
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3. On the Sort screen, choose a field you would like to sort by from the first drop-down menu. Then
select whether to sort the field values in ascending or descending order. In this example, the City
field was used. When ready to proceed, click the OK button.

Sort by
(¢ fAscending
(" Descending
Thien by
| j (¢ Ascending
(" Descending
Then by
| j {+ Ascending
{" Descending
My lisk has
{* Header row (" Mo header row
Cpkions. .. I Cancel
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Basic Mathematical Function: Finding an Average

One of the more common math functions used in Excel is to find the average for a group of numbers.
In the example to follow, calculating the average for union support level will be shown. To calculate
an average, do the following:

1. Click on the cell where you would like the outputted average to be placed.

2. Click on the fx button in the toolbar.

% 2l 2] il 45 100 - (2], Al

E F G

State Zip Code Union Support Level |
I 47401

I 47714

I A4bEl5

I ABA07

I AR5

I 465902

I 47905

I 47150

I 46613

I 47802

l 1

Introduction to Databases Using Microsoft Access Page 20 of 20

© 2004 Indiana University Division of Labor Studies



3. In the resulting pop-up box, make sure Most Recently Used is selected on the left-hand side
scrolling text box and Average is selected on the right-hand side text box. Then click on OK.

Paste Function

Function category: Function name:
Mosk Recently Used BVERAGE
all T |aUmM
Financial IF
Dake & Time HYPERLIME
Math & Trig COUNT
Skatiskical P,
Lookup & Reference SIn
Database SUMIF
Text | |PMT
Logical STDEY
Information j J

AYERAGE(number1,numberz,...)

Returns the average {arithretic mean) of its arguments, which can be
nurbers or names, arrays, of references that contain numbers.,

@ QK Cancel
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4. Select the range of cells to be included in calculating the average. Click on the first cell to be
included in the range. Then hold the left mouse key and drag downward until the last cell to be in the
range is selected. Click OK.

G

Union Support Level
|Gz:611] el = 4i20315404;2;3;3;0 T
L]
| i = 2
3\
=2.9 1}
& [arithrmekic mean) of its arguments, which can be numbers or names, i
2z that conkain numbers, :
nurmberl, numberz, ... are 1 ko 30 numeric arguments For which wou want !
the average. 21
L]
aresylk =20 oIk Cancel 3:
Gl
. L]
¥ 975 Larry Bird Rd. Terre Haute M 47802 3

=AVERAGE[GZG11)
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Making a Chart in Excel

A variety of charts are offered in Excel, which allow you to illustrate selected data in a graphical
format. For the example in this section, all worker data for union support level and wage rate will be
associated with a chart. To begin the chart creation process:

1. Select a range of cells with data that will be represented in the chart. Click on first cell to be
included in the range and then hold the left mouse key down while dragging down and across until
the last cell in the desired range is selected.

G | H |
Union Support Level Waqge Rate
10.00
12.00
11.50
12.25
9.00
11.00
10.25
8.75
10.25
11.25.

LT T T T S Y S = AT [ A R =
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2. Go to the Microsoft Excel Insert menu and select Chart from the drop-down menu.

File Edit View  Insert Format Tools Data Window

SHa| o s
Rows
EI 5 Zolurnmns b1
o a Worksheet —:I
First Name L L chart..
éﬂdyk W Page Break ;!'_3- -

Ere . wer .

: K Functian. .. _
T
John F La Comment i}
VN LT
Patricia  F _ 2diedt.. St.
Shirley W& Hyperlink...  Chrl4k A
=arm Y oung 975 Larry Bird Rd.
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3. In the resulting pop-up box, make sure the Standard Types tab is selected. Choose the type of
chart you desire from the left-hand side scrolling text box and the chart sub-type at the right. For
this example, a line chart will be used. Click the Next > button when ready to move on.

Chart Wizard - Step 1 of 4 - Chart Type

Standard Types l iZuskom Types

Chart bype: Chart sub-kbype:

|_H_ Column -
E Bar

2 I
B Pie

o BY [Scatker)

‘ Area

@ Doughnut

il Radar

@ Surface s

@+ Eubble

|t Stock j

Pl
Al

Line with markers displayed at each data
value,

Press and Hold to Yiew Sample

@ Cancel Mext = Finish
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4. For the next step, make sure the Data Range tab is selected. For this example, Columns will be
selected for Series in: Click the Next > button when ready to move on.

Chart Wizard - Step 2 of 4 - Chart Source Data E]§|
Daka Range l Series ]
14
<
10 4 hl-__v__li
Crg
] —— Eeries]
g —B— Zeries2
' M / ‘ e * *
2 ¥ ¥
=7
0 . . . .
1 2 3 4 5 I & 3 1
Data range:
SEries in: [ Rows
(¢ Columns
@ iZancel < Back Mext = Finish
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5. For the next step, give the chart a tile and label both sides of the graph. The data represented
along the horizontal line is the (X) axis. The data represented along vertical line is the (Y) axis. Click
the Next > button when ready to move on.

Chart Wizard - Step 3 of 4 - Chart Options

iZhart Litle:
|wage Rate vs, Union Suppaort Wage Rate vs. Union Support Level
Category (1) axis: 14
|Llni|:|n Suppart Level = = T\
B 10 /-\*l.__'__.li
- - "
Yalue () axis: S & —— Eeries]
|'-.-'u'age Rake (Hourly) E g —=— Zeries?
o4l e —
f NN
| 4
1
1 2 % 4 5 B 7 & 8 10
| Union Support Level
@ Zancel < Back. Mext = Finish

6. In the final step, indicate where the chart should be placed. For this example, the chart will be
placed in a new spreadsheet. Click the Finish button when you’re ready to complete the process.

Chart Wizard - Step 4 of 4 - Chart Location

Place chart:

(" As new sheet:

"

(" as object in: |5|'IE.'E.'|21 ﬂ
Zancel | < Back | Finish
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IMPORTING A SPREADSHEET INTO ACCESS

Because of the good integration between Microsoft Excel and Microsoft Access, spreadsheets can be
imported into a Microsoft Access database table. The following example will show how to import a
worker information spreadsheet into an Access table called Workers. The process:

1. Open up Microsoft Access from Start >> Programs.

2. Select Blank Access Database from the resulting box and then click on OK.

3. Select the location to save the new database from the Save in: drop-down box and then type a
name for the database in the File name: textbox. Click the Create button when you’re ready

to create the new database. For this example, Workers was the file name used.

4. Once the new database opens, go to the Microsoft Access File menu, select Get External
Data, and then select Import (see next page).
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File Edit Yew Insert Tools ‘Window Help

Mew, ., ZEFl4-1
Chrl+D

Y 5

» Link Tables, ..

ZEr4-5

Database Properties

1 CHDocuments and Settings\rkdiekho\DeskiophWaorkers

2 CH\Documents and Settings\rkdiekho\DeskiophWarker-Info-DE
3 C\Documents and Settings\rkdiekho\DeskiophWaorker-Contacts
4 \Worker-Info

Macros

Modules

E3  Favorites
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5. In the resulting pop-up box, select the location of the spreadsheet that will be imported from the
Look in: drop-down box. Be sure to select Microsoft Excel from the Files of type: drop-down box.
Click on the correct Excel file in the middle white area and then click the Import button.

Import

Look, in: I@ Deskkop

_JMy Documents
.'":':". o,

a My Compuker
Hiskory

ﬁ

My Documents

File narne: - [ Import
Files of bype:  |Microsoft Access - Cancel
dBASE S -
dBASE III
dBASE IV
Exchange
HTML Documents hl

Introduction to Databases Using Microsoft Access
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6. The next screen shows the columns of data that will represent fields in the new database table.
Click the Next > button.

& Import Spreadsheet Wizard &|

Your spreadsheet file contains more than one worksheet or range, Which worksheet or range
would vou like?

o+ Show \Worksheets

‘Sheetl

Sheetz

~
Show Marmed Ranges heats

Sample data For worksheet 'Sheekl’,

1 First MName Last Name |bddress _ity -
2 Jody Thite 5353 College Ave. Eloomi

3 [Derek John=son 10022 Green BRiver EREd. Evanzwv

4 Rick Encland 1031 Maple Driwve Fort T

E Harrvy Logan 1256 Broadway Tary

& John FEaker 632 3. Bluff ERd. Indianj

2| i

iZancel Mext = Finish |

Introduction to Databases Using Microsoft Access
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7. The next screen will allow you to specify whether to use the column headings (if available) in the
imported Excel spreadsheets as field names in the new table. In this example, the column headings

will be used. Click the Next > button when ready to proceed.

& Import Spreadsheet Wizard E|

Microsoft Access can use wour column headings as field names For your table, Does the First
row specified contain colurmn headings?

v EFi_rsI: Fiow Contains Column Headings

First HNamwe |[Last Name |[Lddress City
1 Jody Thite 233 College Ave., Eloomi| =~
z Derek John=on 10022 Green Eiwver Ed. Eransw
3 Rick England 1031 Maple Driwve Fort T
4 Harry Logan d-256 Broadway i
5 John Faker 632 3. Bluff ERd. Indiarn
g fchris Mard (652 Indian Hills Driwve K-:u}-:n:urm:rj
2l l
Cancel < Back Mext = Finizh |
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8. The next screen will allow you to specify which table to store the imported data. Since there
haven’t been any tables created yet in this example, In a New Table is selected. Click the Next >

button when ready to proceed.

&2 Import Spreadsheet Wizard E|
You can skore wour daka in a new kable or in an existing table,
Where would wou like ko skore wour datar?
(¥ In a Mew Table
-~ InanEglstlngTaI:-Ie .......... j
Firast MName (Last Name |Address City
1 Jody Thite 233 College Awve. Eloomi| =
2z Derek John=on 10022 Green EBEiwver Ed. Eransw
3 Rick Encland 10531 Maple Driwve Fort T
4 Harry Logan d-256 Broadway i
5 John Faker 632 3. Bluff ERd. Indiarn
g fchris Mard (652 Indian Hills Driwve K-:u}-:n:urm:rj
K1 2
Cancel < Back Mext = Finizh |
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9. The next screen is used to specify certain attributes for each field that will be imported. Microsoft
Access tends to “auto-identify” the data type for each field, which may disallow you from changing the
data type. You can check out the attributes for each field by clicking on each of the columns shown
below: Click the Next > button when ready to proceed.

& Import Spreadsheet Wizard @

You can specify information about each of the fields vou are importing.  Select fields in the
area below, You can then modify field information in the 'Field Options' area.

Field COptions
Figld Mame:  |SlenEunS | 1
Indexed: |Nn:| j [ Do not import Field {Skip)

Natwe [Last Nawmwe [(Lddress City
Jody i 5353 College bve. Eloomi| =
Derek ohnson 10022 Green BEiver ERd. VAanswv
Rick Eng land 1031 Maple Driwve E:urt T
Harry L ogan 1256 EBroadway ary
John aker 632 3. Bluff ERd. Indian
Chris ard 7652 Indian Hills Driwve KDkDI’[‘IDj

ol

Cancel < Back Mext = Finish |
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9. The next screen allows you to specify a primary key for the new table that will be created. Make
the appropriate choice by clicking on one of the radio buttons. For this example, Access will be
adding a primary key simply called ID. Click the Next > button when ready to proceed.

B Import Spreadsheet Wizard E]

Microsoft Access recommends that you define a primary key faor
[ wour new kable, & primary key is used to uniquely identify each

1w o w record in your bable, It allows you ko retrieve data mare quickly,
2 nEn HuE AN
: ::: ::: ::: I:‘;" LEI:FII—E Eessaddprlmarykeyl ........
i i ki (" Choose my own primary kev.  [First Mame |
" Mo primary key,
1D Fir=st HNamwe (Last Namwe |Address r
1 ody Thite 2353 College Ave. | -
z erek Johnson 10022 Green BRiwver BRd. E
3 ick Ercland 1031 Maple Driwve
4 arrvy L ocpan 1256 Broadway r
5 ohn FEaker 632 3. Bluff ERd. I
A hris Mo d 7652 Indian Hills Driwve Kj
K1 i
Cancel < Back Mext = Finish |
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10. The final screen in the process will ask you to name the table that will store the imported Excel
spreadsheet data. In this example, Workers was the name used. Then, click Finish to complete the

process.

& Import Spreadsheet Wizard

That's all the inFormation the wizard needs to import vour daka,

Import to Table:
|'-.-'u'|:|rker5|

[ Iwould like a wizard to analyze my kable after impaorting the
data.

[ Display Help after the wizard is finished,

iZancel < Back Finish
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CREATING MAILING LABELS FROM EXCEL

1. Open up an Excel spreadsheet containing contact information.

2. Highlight the range of cells that will be used in the mailing labels, including column headings.
Click on first cell to be included in the range and then hold down the left mouse key while
dragging down and across until the last cell in the desired range is selected.

A | B | C | D | E| F
1 |First Name Last Name Address City State fip Code
2 |ody White 233 College Ave. Bloomington 11 47401
3 |Derek Johnsaon 10022 Green River Rd. Ewvanswville 1N 47714
4 JRick England 1031 Maple Drive Fort Wayne [N ABE05
3 |Harry Lagan 4260 Broadway (Sary I 4RA07
b |lahn Baker 32 5. Bluff Rd. Indianapaolis 11 46225
{ |Chris Ward 7B52 Indian Hills Drive  Kokomao I AR50
8 JAngela Richardson 2324 E. 16th St Lafayette I 47905
9 |Fatricia Ferkins 897 Kentucky St. Mew Albany 1M 47150
10 |Shirley (sriffen 1717 5. Michigan =outh Bend 1N 4BE15
11 |Sam Y ouni 975 Larry Bird Bd. Terre Haute M 47802

3. In the box located just above Column A, name the range of cells just highlighted. In this
example, Mailing_Info is used.

E3 Microsoft Excel - Excel-Training

File Edit “iew Insegt” Formakt Tools Data Window |
DEeEs SV & BR

Mailing_Info | = First Name
A B C
1 |First Name Last Name Address
2 |ody White 233 College Awe.
3 |Derek Johnson 10022 Green River RHd.
4 |Rick England 1031 Maple Drive
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4. Open up Microsoft Word by going to the Start Menu, selecting Programs, and finally
selecting Microsoft Word.

5. Go to the Microsoft Word Too enu and select Mail Merge from the drop-down menu.

Format | Tools Table Window Help  Acrobat

| E v Speling and Grammar...  F7

]
Mew Rorr kanguage
Word Counk. ..
‘@ AutoSummarize. ..
autoCarrect, .,
Track Changes »

Merge Documents, ..
Protect Document. ..

2nline Collaborakion »

T

=1 Envelopes and Labels, ..
Lekter Wizard. ..

Macro k
Templates and Add-Ins. ..

Cuskamize., ..

Cpkions...
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6. For Step 1 of the Mail Merge Helper, click on the Create button and select Mailing Labels from the
drop-down.

Mail Merge Helper

IUse this checklist ko sek up a mail merge. Begin by choosing the Create
bukton,

Form Letkers. ..

_ Mailing Labels. ..
2
Envelopes...

i_atalog...

3
Merge the data wikth the document

Cancel |
7. Click the Active Window button from the pop-up box.
Microsoft Word E|
¥ | Tocreate the mailing labels, you can use the active document window Documents or
“*--"',) a nesy docurnent window,
e tewManpowument |
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8. For Step 2 of the Mail Merge Helper, click the Get Data button and select Open Data Source from
the drop-down menu.

Mail Merge Helper

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

=]
] Main docurnenk

Create ™

Merge bype: Mailing Labels
Main docurment: Docurments

e
2 Data source

.........................................................

reate Daka Source, .

Cpen Data Source. ..
3
Use Address Book. .. Mk

Header QOptions. ..

Close
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9. Find the location of the Excel file containing the contact information. Be sure to select MS Excel
Worksheets from the Files of\type: drop-down box. Once the file is found, click on the file in the
middle white area and then cligk the Open button.

|@' Deskkop \ j =] @ > ﬁ *~ Tools =

My Documents

vj My Computer

. My MNetwork Places
Zpk250
Labor-Studies
Misc
Projects
Excel-Training
Worker-Table

File name: hd MS Query. .. (& Open

Files af kvpe:  |MS Excel '.,.'g.'.;.,«|;5|-|EE|;5l - | Seleck method Cancel

Rich Text Format -
Text Files
M5 Access Databases

M5 Excel Waorksheets
M3 Query Files
dBase Files
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10. In the resulting pop-up box, type in the name used to identify the range of cells selected in the
Excel spreadsheet. In this example, Mailing_Info is entered since this was the name specified. Click

the OK button.

Microsoft Excel |E| b__<|

Marmed or cell range:
|Mai|ing_InFn:|

Entire Spreadshest J
iZonkacks

(0] 4 Cancel |

11. Click Set Up Main Document

[x]

2 \ Woard needs to set up your main document, Choose the Set Up Main Document
-t butkon ko Finish sekting up wour main docurment.,

Microsoft Word

2t Up Main Document
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12. The next screen will allow you to choose the specific type of labels you will printing. Make the
appropriate selection and then click the OK button.

Label Options

Printer information
_ K,
{ " Dot matrix
(¢ Laser and ink. jet Trany: |Defaulk tray (Autormatically SE|L Cancel
Dekails. ..
Label products: Avery standard il
Mew Label, ..
Product nurmber: L abel inf ¢
abel information
2160 Mini - Address i‘ .
2162 Mini - Address Type: Shipping
2163 Mini - Height: o
2164 - Shipping . "
2180 Mini - File Folder Width: 4
2181 Mini - File Folder Page size:  Mini {4 14 % 5in)
2186 Mini - Disketke ﬂ
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13. The next screen will allow you to insert the appropriate fields into the Sample label: area. Click
on the Insert Merge File button to insert a merged field. Lay out the merged fields on the sample
label as needed. When ready to proceed, click on the OK button.

Mail Merge Helper

Choose the Insert Merge Field button to insert merge fields inko the
zample label, %ou can edit and Format the merge fields and text in the
Sample Label box,

Inserk Merge Field = Insert Postal Bar Code...
Sample label:
gFirst Matnes «Last MNames |
whddresss =
#iCib, aotaten {{Eip_C{:dEt}>|
W |
0] 4 iZancel
i~ i
Close
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14. For the third and final step of the Mail Merge Helper, click the Merge button.

Mail Merge Helper

The main document and data source are ready ko merge, Choose the Merge
button ko complete the merge.

=]
] Main docurnenk

Creake ™ Edit ~

Merge bype: Mailing Labels
Main docurment: Docurments

e
2 Data source

iaek Data - | Edit = |

Data: Excel-Training!Mailing_Info

3
Merge the data with the document

Merge, ., Query Opkions. .. |

iopkions in effect:
Suppress Blank Lines in Addresses
Merge to new docurment

Close
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15. In the resulting box, make sure the selection in the Merge to: drop-down list says New
Document and then click the Merge button. This will merge the selected data from the Excel

spreadsheet into labels that will be dynamically created.

Merge bo: Merge
icancel
Records to be merged
& gl ® Fo Ii it iZheck Errors. ..
Cuery Opkions. ..

When merging records
+ Don't print blank lines when data fields are empty.

" Print blank lines when data fields are empty.

Mo query options have been set,
=r—— P
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Here is a small example of what the resulting labels should look like:

Tools Table ‘Window Help Acrobat

B <t AEOE=a

g--u--w---.---z---.

T

Fady White
233 College Bwve.
Bloorungtor, IN 47401

Derek Johnson
10022 Green Brrer Bd.
Brrarenille, IM 47714
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CREATING MAILING LABELS FROM ACCESS

Creating mailing labels from a Microsoft Access Database table is similar to creating mailing labels
from an Excel spreadsheet. Just follow steps 4 — 15 from the “Creating Mailing Labels from Excel”
section with these modifications:

On Step #9, specify MS Access Databases instead of MS Excel Worksheets.

On Step #10, specify a Microsoft Access table to merge instead of an Excel worksheet or a named
range in a worksheet.
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CONTACT INFORMATION

For questions on this quide, contact:

Ryan Diekhoff

Technology Specialist

Indiana University Division of Labor Studies
Direct Line: (317) 278-9954

Toll-Free Main Line: 1-800-822-4743

Fax: (317) 278-2280

Email: rkdiekho@iupui.edu

For questions on the Organize Indiana Project, contact:

David Williams

Lecturer and Non-Credit Program Coordinator
Indiana University Division of Labor Studies
Direct Line: (317) 274-2518

Toll-Free Main Line: 1-800-822-4743

Fax: (317) 278-2280

Email: dawilli1@iupui.edu
http://www.organizeindiana.org
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