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 2013 SUPPORT
FILES, then the database saved in your STORAGE folder. It is a similar database to the one
you created in the previous chapter with more data entered.

1 Load Microsoft Access or close the current database and click on the FILE tab.

" | 2 Inthe ACCESS START WINDOW,
| AN click on OPEN OTHER FILES or in the

gs BACKSTAGE VIEW click on the OPEN
!- - option.

3 Click on COMPUTER, access the
ACCESS 2013 SUPPORT FILES folder,
“@’" ~— open the CHAPTER 2 folder and click
Fe—— on the BANK RECORDS 2 file.
B Merssolt Aceess [ ™
a%ﬂM 4 Click on the arrow next to the OPEN
button and select OPEN READ ONLY.
. o, =

NOTE: READ-ONLY 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.

1 Click on the FILE tab to open the BACKSTAGE VIEW.

Save As
S e oo | 2 Click on SAVE AS, leave SAVE
- s o DATABASE AS and ACCESS
DATABASE selected and click on the
e SAVE AS icon.

[ Save As =]
G o[ v Accesstonge - - [ | [ Search Accesz Sterage o]
Qrganize « New folder o

B Microsoft Access (o

Q1] Bank Records

Access your STORAGE folder and the
file will be given a slightly different
name. Set the FILE NAME to BANK
RECORDS COPY and click on SAVE to
save the database.

IT Favorites
B Deskiop
1 Downloads
%] Recent Places

& SkyDrive

4 Libraries
[%| Documents
& Music
|| Pictures

B videos

I File name: | Bank Records Copy

Save ss type: | Microsoft Access Database -
= Hide Folders Tools ~ Cancel

File Security

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.

Bank Records Copy : Database- C:\Users\GE\Desktop\Access Storage\Bank Records Capy.accdb (Access 2007 - zm*

HOME CREATE EXTERNAL DATA DATABASE TOOLS

* . | Click on the ENABLE CONTENT button

Pas RehEh s in
armat Pair T 0 X Delete More 5 d' I h d
i1}

Views Clipboard [ Sort & Filter Records ind to |Sp ay t e ata'
1 SECURITY WARNING Some active content has been disabled. Click for more details. Enable Content

lag”
Tables
EH curent Loans
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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.

E G AN TABLETOOLS Access 2 = O EX
HOME = CREATE  EXTERNALDATA  DATABASETOOLS  FIELDS  TABLE Sign in
| A AL . s . a : .
b“/ = X, Cut Y ElA,(Endmg Y Selection =1 New > Totals 2 Replace F‘Ej o e
= v il Descending T Advanced~ H save 7 Spelling 2 GoTo~ —
View Filter Refres| Find ize Swith | g ru A-%-M. === =H-.
E r RemoveSort ¥ ToggleFilter | aye 2% Delete = EMore~ I3 Select= | Fit Form Windows + = T
Views Clipboard 5 Sort & Filter Records Find Window Text Formatting n ~
Tables ® «
Z cument Loans g
== Current Loans X
T
FirstName - | Last Name - |Sex - ~ | Loan Date ~| Income - M
aximize
Robinson  F 142 High Street 3121
Michael Smith M 79 Charles Court Fitzroy 3065 08-Sep-14  $28,000.00 Bijuap
Gary Kane M 8 Newell Road surrey Hills 3127 04-5ep-14 ~4as-anaan—daannan -
lan Donaldson M 520Oliver Crescent Richmond 3121 06-Sep-
Cheryl Webster F 89 Davis Street South Yarra 3141 08-Sep- 1 Open the CU R R ENT LOA N S ta b I e
Stuart Olsen M 33 Rogers Court Malvern 3144 10-Sep-

by double clicking on it in the
NAVIGATION pane and MAXIMIZE
the table window.

EAd = TABLETOOLS Current Loans - Access 7 - 0O X |
HOME ~ CREATE  EXTERNALDATA  DATABASETOOLS  FELDS  TABLE
.
4 M Cut Y Selection - = New X Totals 25c Replace 2 CI k h LAST NAME ﬁ Id
bﬁ - E Copy g B Save F spelling H 3 GoTo~ IC on t e e
View | Paste cfresh ind . . .
: et DL heading to highlight the LAST NAME
Views Clipboard [
- = Y ST .
Tables o « [ Frmane - IR column then move the pointer over
& cument Loans Michael Smith M 79 Charles Court Fitzroy 3065 - . .
Gary Kane M 8 Newell Road Surrey Hills 3127 04-Sep-14, the ASCEN DING Icon in the SORT &
lan Donaldson M 520liver Crescent Richmond 3121 06-Sep-14 .
Cheryl Webster F 89 Davis Street South Yarra 3141 08-5ep-14 FILTER group Of the HOME tab N the
Stuart Qlsen M 33 Rogers Court Malvern 3144 10-5ep-14
Dianne Ross F 21 Harcourt Street Prahran 3181 10-Sep-14] RIBBON
.
EdHo- TABLETOOLS Current Loans - Access 2 e B x|
HOME ~ CREATE  EXTERNALDATA  DATABASETOOLS  FELDS  TABLE ( .
vire' e ks Vi[5 one s wre | 3 VWhen you click the mouse button
&% | B Ep copy ' ElDescending ToAdvancedw | ' Hsae  Fopeling > GoTo-
VI | PAS ot P | P B e St Y Toagle ke | " 3¢ bt < BWre= | ™y s the records are rearranged so that
views Clipboard & Sort & Filter Records Find . .
Tables o «| [ FEtName - mmW the LAST NAMES are in alphabetical
Julia Barrett E ad Malvern 3144 11-Sep-14
= cument Loans lan Donaldson 52 Oliver Crescent Richmond 3121 06-5ep-14
Gary Kane M 8 Newell Road Surrey Hills 3127 04-Sep-14
Stuart Olsen M 33Rogers Court Malvern 3144 10-Sep-14
carol Robinson F 142 High Street Richmond 3121 03-Sep-14  525,500.00  $2,550.00
Dianne Ross F 21 Harcourt Street Prahran 3181 10-Sep-14  $29,500.00 52,950.00
Alan Smith ™M 156 Alsop Street Werribee 3030 14-Sep-14  $45,000.00  $4,500.00
Michael Smith M 79 Charles Court Fitzroy 3065 08-Sep-14  $28,000.00 $2,800.00
Rachael Stevens. F 325t Elmo Crescent Richmond 3121 12-Sep-14  $33,000.00  $3,300.00
Cheryl ‘Webster F 89 Davis Street South Yarra 3141 08-Sep-14  $39,500.00 $3,950.00
* $0.00 $0.00
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BEdo e
HOME

TABLE TOOLS

Current Loans - Access

CREATE  EXTERNALDATA  DATABASETOOLS  FIELDS  TABLE CI k h h SEX
b/ = X, Cut 2l Ascending Y Selection~ =1 New > Totals 2 Replace 4 Ic On t e aI'I'OW neXt to t e
"%L'" - EmCopy . hlDescending To]Advanced~ "" o Save 7 Spelling 2 GoTo~ ﬁ Id h d' d I SOR TO
Vieg ! @ ot | e RemoveSot T Toggle Filter Ri{rj X Delete ~ [ More~ e €a Ing and se eCt T A
Views Chp{hnard ) Sort & Filter ind Z
Tables B« First Name - | LastName -1 Sek-- Address Loan Date .
. Julia Barrett F |[2]| SotAtoz '
S cumenttoans Carol Robinson E Il SeiZioA I} i ooy
Dianne Ross F $29,500.00  $2,950.00
Rachael Stevens F h 12-Sep-14  $33,000.00 $3,300.00
Cheryl Webster F Ted Filters 4 08-Sep-14  $39,500.00 $3,950.00
lan Donaldson | M 06-Sep-14 .
Gary Kane M (Blanks) 04-5ep-14 h d d h
e e wl  mr =+ 5 The records are rearranged so that
Alan Smith M g 14-Sep- .
wicnael  smith m o sep 14 the females are listed first.
*

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

- = B R TABLL TG Cuament Leans - Accest
HOME CREATE EXTERNAL DATA DATABASE TOOLS FELDS TABLE SMALLEST
b X cut Y ; T T S lew X Totsh & Peplace :
oo ! B Copy Finer 4 Descending = Advanced = Eorsard R Spelling iy -o GaTo=
= 2p Remove Sen T an- M Delete = [ More = [ Select =
Tables & First Name - LastName <1 Ses Address + LoanDate - [income /
Jubia Barren F 60 Border Road Malvern 3148 11-%ep14 542,500, 1 Snallet to 1
3. cumentLouny Carel Robinson P 142 High Street Richmond 3121 03-5ep-14L SIB00! 71 <ot ot Eemalant
Dianne Rass F 21Harcourt Street Prahran 3181 10-sep-14 SIS0, O 3
Rachael Stevant F 27 5t Elma Crescent Richmond 3121 12-5ep-18  $33,000, ™~
Cheryl Wiebrter E &9 Davis Street South Yarra 3141 O8-Sep-1s 539,500, Humber fitess
lan Donaldson M 52Oliver Crescent Richmond 3121 06-Sep-14, 553,000, 3] etect All
Gary Kang ("] 8 Newell Road Surrey Hills 3127 M4-Sep-14 532,000, 7] Mlanks]
Stuart Olsen ('] 33 Rogers Court Malvern 3144 10-3ep-1a $23,000, 7 $23,000.00
alan smith M 156 alsop Street Wirmibee 3030 14-5ep-14 %48 000, 1 52550000 Y
Michael Smith M 73 Charles Court Fittroy 3065 08-Sep-14 528,000, : ﬁﬁ::
* 0 Wm0
2 The records are rearranged so that
they start with the LARGEST income
@E S TABLL 10 Cumern Loans - Accest . .
and finish with the SMALLEST
bf X Cut taaan T . Mew 3 Ttk 3 Feplace .
oo Ba Copy T Advanced - Eorsard R Spllng | -o GaTo= I nco me_
= e Remove Sen all- % Delete = [l More = [y Select =
phbosid - et B Filer Necords Find
Tables N FirstName - LastName « | Ses Address + Loan Date - JIRCOMET]
tan Donaldson M 52 Cliver Crescent Richmand 3121 06-%ep-18  S53,000.00 53, 300.00
3 cunent Loan Alan smith M 155Als0p Street Werribee 3030 14-Sep-14)  545.000.00  %4,500.00
Julia Barrett F 60 Berder Aoad Malvern 3144 11-Sep-14  $42,500.00 54,250.00
Charyl Wabtter F 9 Davic Straet South Yarra 3141 Of-5ep-14  §39,500.00
Rachael Stevens F 32 5t Eimo Crescent Richmond 3121 12-5ep-14 &!,m.m
Gary Kane M 8Newell Road Surrey Hills 3127 04-Sep-14 532,000.00 g
Dianne Ross F 21 Harcourt Street Prahran 3181 10-Sep-14 529,500, 950
Michaal smith M 79 Charles Court Fitzroy 3065 OR-Sep-13)  $38,000.00  %2,300.00
Carol Robinsan E 142 High Street Richmond 3121 03-Sep-14 535,500.00  42,550.00
Stuart Olsen M 33 Rogers Court Malvern 3144 10-Sep-14) 5235,000.00 52,300.00
* $0.00 50.00
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