Chapter

Processing Data

A database allows you to extract information quickly and accurately from the data you
have entered, and to arrange it into required orders. This chapter will involve sorting
(arranging) data into various orders, finding specific information and counting the
number of times data items occur.

Loading the Sample File

For this chapter you will be using prepared databases to save you the time of entering
data. A copy of the database will need to be opened from the ACCESS 2010 SUPPORT
FILES, then the database saved in your STORAGE folder. It is a similar database to the one
you created in the previous chapter.

1 Load Microsoft Access or close the current database using the FILE tab.

e _Gese st 2 In the BACKSTAGE VIEW click on the
H . Available Templates OPEN Optlon.

3 Access the ACCESS 2010 SUPPORT

ook in: | [ Chapter
% FILES folder, open the CHAPTER 2 folder
7 kil and click on the BANK RECORDS 2 file.
Deskbop
IE"E‘g"cuments
g MY -
};?,“’ND”:” . 4 Click on the arrow next to the OPEN
(> etwor
S button and select OPEN READ ONLY.
Open
File name: Open Read-Only /
Files of t¥Pe! | Micrasaft Office Access LoenExcuae
: Open Exclusive Rea ly
|5 open 'VKCancel ]

NOTE: This will open the file for viewing only and prevent any changes being

made to the data.
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Saving the Database

The database can now be saved in your STORAGE folder.

{all gank Recardd 2 1 Database [Access X007 Read-Only) - Microsall Acceds

_F 1 Click on the FILE tab and select SAVE

Information about Bank Records 2

T SERII I memaesuspatocey  DATABASE AS.
Gowm
o Cete Database @
@} Bank Reeoeds 2se j-::.-:
| 0 Bank Recoedoace o
Save As il
Savei 3 Aouess Forage « @3 X -
Dy Nl )tk pcords
= 2 Access your STORAGE folder and the
o file will be given a slightly different
o name. Set the FILE NAME to BANK

RECORDS COPY and click on SAVE to
save the database.

Fla pame: Bark, Recods copy bt
Sovw s Lriel | Meygeoft aroess Databae ~

oo

File Security

1 There will probably be a SECURITY WARNING bar at the base of the RIBBON
indicating that certain content has been disabled. This is because the file is an
external file and Microsoft is being cautious with the data. The message can be

turned off.
:ﬂ] ol x. Bank Records copy Database (Accets 2007)
_ b Eri D Dutabaze Tooh .
2 Click on the ENABLE CONTENT button
to display the data.
: 1} Socurity Waming  Some astive taptent hat been siabled. Cick for mare detaits Erabie F:;u
| Tables SRS

| T cusrent taans
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Sorting Data

Sorting is the process of arranging the data into a particular order. Microsoft Access
allows you to arrange data into alphabetical, numerical or chronological (date) order.

A Alphabetical Sorting

At the moment the names are in no particular order. Text fields such as FIRST NAME and
LAST NAME can be placed into alphabetical order.

] il | Micrasaft Access = @8
_ Wome | Creste  CeernalOwis  DutebmisTosls  Mielc  Table
b = ) e O soenaing T etption = - N ¥ Peplae [ (i = Calion = i
ke | ==
__i'- Sl dacopy f' §l Oesemang Tyadvanced - gl il Save ‘9‘ peiling }} = GoTo- B I U EE M = -
View | Baite Veter = "::if_’" W Gricte = 7 iore - ne & Sriect a- ESE B
fecora Find ting
Tables = _Icur #nt Loans ==
I cunent laam — Frst e+ Lestame « |56 » Adoress T LoenOete =] Ineome .+ Loan 1
Richmond 3121 Gisapii 10000 39850
Michae| Emith M 78 Charbes Cowrt Fitzroy Tom Ghengerc1] 3R DOO.O0 53 AOOUOG
Bary Kane M B Newell Aoad Surrey Hills 3137 Cd-Zep-11  £33.000.00 S
fan Dionaldson L] 52 Miver Crescent Richmond 3121
Cheryl Websier F &% Davis Street South Yama 3141 1 Open the CURRENT LOANS table
Stuart Hgan M F el Rf‘rﬂr‘ Court Malvern 3148
Manng Ross F &1 Harcourt 5 ratiran 3181

by double clicking on it in the

Julia Barrelt F &0 Border Road Malvern 3142

b NAVIGATION pane and MAXIMIZE
- the table window.
] il - L : Cusrent Loams - Micrasof Arcess O <

_ Mo Creste Esternal Duts Datsbans Tool Fizles Tagle (

iq‘.-x" = i ( 3| 2aeerding Seindtion = &= Hirw X Totah ﬁ Ep Ren 2 C“Ck on the LAST NAME ﬁeld

=a U by copy %] oe h ng A - "—'— e O Speling - GaTl . o o

| - - g e s heading to highlight the LAST NAME
Lo 5 = e G —| column then move the pointer over
[ 3 carmtiom Corel Robinsen 122 Hign Trrewt TS

Michoel  [SMMRLSUNN M 75 Charles Court Fitzoy 3065 the ASCENDING icon in the SORT &

Gary Kane M B Newell Road Surrey Hills 3127

a0 Donaldsen M 52OliverCrescent Richmeond 3121 FILTER group of the HOME tab in the
charyl Wabstar - 59 DhaviE Strest South vara 3141
(] il - L : Cusrent Loans - MicrasoR Access
n snme Create hm'l'lulltmr;1 Cratatiane T ::H Fields Tanle 3 When you CIICk the mouse button
b’ 2 Aow 2aeering tian = & tirw  E Totah £, Repl
4 i g o
= | ) Qacen et ;” 7ws TH e the records are rearranged so that
. o Drtete - B8 M -
= T the LAST NAMES are in alphabetical
| Tabies 2w First Name - Lﬂﬁlil =1f Sex -
B Raerett 60 Border Road Malvern 3128 order
o Dondldson M 52 Oliver Crescent Richmiond 3121 )
cary xang L B Mewell Road Surrey Hills 3127
Stuart Olson M 31 Rogers Court Malvern 1144 10-Sep.11  £33,000.00 43 300000
Carcl Robinson F b1 Wigh Street Richmond 3121 03-Sep-11  525500.00 5255000
Dianna Kose F 11 Harcourt Streat Prahran 3181 10-56p-11  5325,500.00 5295000
aAlan Senith M 155 AR SIEET Werribed 3030 M-5eR-11 53500000 54,500.00
Kicharl Emith M 79 Charles Court Fitzroy 3065 08-Sop-11  S22,000.00 52.800.00
Rachael Sievens '] 2351 Eimo Crescent Richmond 3171 12-Sep-11  $33,000,00  £3,300.00
Cheryl Weabster F B9 Diavis Street South Yams 3141 05-5ep-11  533,500.00 53350000
* 50.00 50,00
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(] il - L : Cusvent Loams - Wicrasofl Access "
_ Home Creste Esternal Duts Dutsbans Toul L Table 4 CIle On the arrOW neXt to the SEX
kS = Cut O | aseenciing| 'V Seipaian - - Hrw &, Repl .
‘.’i.-: _-T" :J:nm r "[l.’flrn Ny "‘_| Awaned = '|r§] o e peiling ﬁ ﬁeld headlng and Select SORTATO
Tabkes = l- First Mame = Last Name « Sl
BN cursint taan julia Rarretl F 4l senate
Carol Robinson B %l semitea h‘ 03-5ep-11  525.500.00 52.550.00
Dlanne Ross F & 10-5ep-11 529,500,006 52950000
Rachael Stevens F i B ir-Sep-1l  533,000.00 53,300.00
Cheryl Webster =
o ooies B || B 5 The records are rearranged so that
e - IS the females are listed first.
Michae! Smith M
-

NOTE: Itis personal choice whether you use the ASCENDING icon in the

RIBBON or the arrow next to the field name to sort data.

B Numerical Sorting

Number fields can be sorted into ascending order (lowest to highest) or descending
order (highest to lowest).

(1 Click on the INCOME field heading
arrow and select SORT LARGEST TO

I!J id - T I Current Loans - Micrasoft Azcess

_ Heme Create Esternal Duts Crgbabane Tasl Fieldy Tasle

b et 8 | aseencing U Sedectian - e E Totah £ hepif
_, — _;J app ( ‘Elr-m-._-.-.., T hetearseed » ) i e T rpating W @ oy SMALLEST.

View | Pantr Fmer . :ulm.r\ Fana
. g ; § Pemuve 10 7 J‘Dnr' o M o St
wbumd 4 Soid & File I.I;

| Tabies 5 % FirstNEme - LastName -1 Sex-l ~Agdress + LoanDate - M";f

Ean -
|"'j Ceeries 1ulia Barrett ¥ 60 Border Road Malvern 3144 11-5ep-11 BRSO 1 Sart Smaiient fogdgffe

Carol Eobincon F 142 High Stre ichmond 3121 03500110 BI8500. {1 sgeinasgr tf Smadest
Drlaming Ross F 21 Harcaurt St Prafran 1181 10-5ep-110 S39500. “

Rachael Slrvens F 32 51 Elino Cre ichmond 3131 13 5ep-110 533,000,

[Cherl Webster T 83 Davis Street South Yars 3141 oe5ec11 Spsgg  MmerEim

(2 The records are rearranged so that

f bl 9= - = Current Loans - Micrasoft Access they Start Wlth the LARGEST InCOme
Home Cresty Esternal Duty Datsbans Toul Fizles Table Q Q
? Sl . e nes and finish with the SMALLEST
L8 L] .
'-'.:-: ﬂl—'- 4 copy ol ianrMuu’ '“'j Avaned - .-u o i o e ‘7 pelling = Gl |nC0me.
- f i ,,rrn-n K Driete = FHibore = L el
hasd a o s Pt Rrrorm Fina .
Tables . First Name = Last Name <1 |Sex- Address = LoanDate - DiRCOS "=
B Cartent Loam lan Donaldson M 52 Oliver Crescent Richmond 3121 06-Sep-11 S50,000,00 55,3
Alam Smith M 156 Alsop Strest Werribes 3030 ld-Sep-11 545 00000 00
iulla Bamett F G0 Border Road Malvern 3144 1l-5ep-11 S42.500. 54,250.00
Charyl Wabgter F 59 Davit Straat South Yama 1141 0256011 SARS0O.00 53950000
Rachael Stewerr E ¥2 81 Elmo Creseent Richmond 5121 12-5ep-110 SALO00.00 53, 300,00
Gary Kang M B Mewell Rosd Surrey Mills 3127 04-Sep-11°0 SIR00G.00  53,200.00
Dianne Foss F 21 Harcourt Street Prahran 3181 10-5ep-110 Sa9.500.00 52.550.00
Michas] Smith M 74 Charles Court Fitrroy 3065 06-Sep-11 SIRO00.00 52 600.00
Carol Robinson F 141 High street Richmond 3121 G3-5ep-11 SIRS00.00 52.550.00
Stuart Dlten M 33 Rogere Court Malvain 3144 10-560-110 SILO00.00 52.300.00
# .00 £0.00
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