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 2016 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.

\
Access 2 Inthe ACCESS START WINDOW,
Recent click on OPEN OTHER FILES or in
S the BACKSTAGE VIEW click on the
Dot s OPEN option.

Last Week

E Movie Magic
Desktop

(@ Open Otherﬁﬂ Blank desktop database

@ 3 Click on BROWSE, access the
——— E—— e — ACCESS 2016 SUPPORT FILES
‘ folder, open the CHAPTER 2

| e e folder and click once on the BANK
RECORDS 2 file.

4 At the bottom right of the OPEN
dialogue box click on the arrow

next to the OPEN button and

select OPEN READ ONLY.

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.

- - Bank Records 2 : Database- C:\Users\GregBowden\Desktop\Access 2016 Support Files\Chapter 2\Bank Records 2.accdb (Access 2007 - 2016 file formi|

Create BExternal Data Database Tools Q Tell me what you want to do...
[ ]
]
Switch
Windows -
Views Clipboard [F} Sort & Filter Records Find Window 1
0 READ-ONLY This database has been opened read-only. You can only change data in linked tables. To make design changes, save a copy of the database. Save As ..
Tables D «
23 current Loans

| 1 Click on the SAVE AS button in the
yellow warning bar.

ng] Save As

©® ~ 4 L » ThisPC » Documents » AccessStorage

Organize v New felder

B Desktop A Name Date mods

& Downloads

] Recent places

Creative Cloud i

2 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.

% This PC

~ Hide Folders

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\GregBowden\Documents\Access Storage\Bank Recards Copy.accdb

Click on the ENABLE CONTENT button
to display the data.

Create External Data Database Toals Q Tell me what you want to do...

Views Clipboard 7] Sort & Filter Records
| SECURITY WARNING Some active content has been disabled. Click for mare details. Enable Content
M
Ly
Tables @ «

E current 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.

Tab

Create  BaernalData  DatabaseTools  Fields  Table Q@ Tell mewhatyou
b_/ o X Cut Y ‘%lAs:endmg T Selection - D 1= New > Totals p 3D Replace ED"] ol T
ER Copy %l Descending  TS] Advanced - Hsave U Speliing 3 GoTo~
View  Paste Filter Refresh Find Switth B 1 u A - b === 4. =
- - All- 27X Delete ~ 5] More~ [ Select - Windows - =
Views Clipboard & Sort & Filter Records Find Window Text Formatting [ -
Tables @ «
I3 current Loans
g-ﬁ; Current Loans
FirstName - LastName - -|loanDate -| Income - Loan -
Robinson ~ F 142 High Street Richmon 25,500.00  $2,550.00
Michael Smith M 79Charles Court Fitzroy 3065 08-Sep-16 000,
Gary Kane M 8Newell Road Surrey Hills 3127 04-Sep-16  $32,000.00 $3,200.00
lan Donaldson M 52 0liver Crescent Richmond 3121 06-Sep-16  $53,
Cheryl Webster F__ 89 Davis Street South Yarra 3141 03-Sep-16 539, -I Open the CURRENT LOANS table
the table window.
= oans - Acces 0
Home a alData  Databa ab
.
Y a e ab
be = o W thseeon [@ = s O e 2 Click on the LAST NAME field
& Copy il Daszs%mg Hsave "% Spelling 3 GoTo-
View  Paste Filter h I Find headin to h. . t t e
= g Ber. " b ighlight the LAST NAME
Views Clipbeard 5 Sort & Filter Recordy Find Wi g
FirstName - LastName Address an Date + | Inco a
Tables ® « | h h
- carel Robinson  |F 142 High suieetTT = 525, column then move the pointer over
Cument Loans Michael Smith M 79Charles Court Fitzroy 3065 [T . .
Gary Kane M 8Newell Road Surrey Hills 3127 04-Sep-16  $32,1 the ASCEN DING |c0n ln the SORT &
lan Donaldson M 520liver Crescent Richmond 3121 06-sep-16  $53,
Cheryl Webster F 89 Davis Street South Varra 3141 08-Sep-16 339, FILTER f h HOME b a h
Stuart Olsen M 33Rogers Court Malvern 3144 10-Sep-16 323, gl’OUp (0] t e ta n t e
Dianne Ross F 21HarcourtStreet Prahran 2181 10-Sep-16  $29,
Julia Barrett F 60 Border Road Malvern 3144 11-Sep-16  $42, RI B BO N
Rarhagl <7 4 ¢l 1+ Dick 12121 1 1 .
Table Toals Current Loans - Access ? 0

Create  BxternalData  Database Tools Fields  Table @ Tell mewhat you want to do.

When you click the mouse button

l\/ oy X Cut Y 2| Ascending T Selection - ” =1 New > Totals 3D Replace
— Fa Copy %1 Descending T Advanced - Hsave % spelling 3 GoTo~
View | pame P4, hemove Sor R s Deite - Elore Iy selet- the records are rea rranged so that
Views Clipboard I Sort & Filter Records Fin, — . .
- First Name - |LastName - Sex ~ Address wPIRte - | Incol th LAST NAM ES Iph b t I
Tables | Barrett £, 60 Coislammene T ICI 3140 11-Sep-16  $42. S areina abetica
0 current Loans lan Donaldson 52 Oliver Crescent Richmond 3121 06-Sep-16  $53,(
Gary Kane M 8Newell Road Surrey Hills 3127 0a-sep-16 $32, Order.
Stuart Olsen M 33Rogers Court Malvern 3144 10-Sep-16 523,
carol Robinson  F 142 High Street Richmond 3121 03-Sep-16 325,59
Dianne Ross F 21HarcourtStreet Prahran 3181 10-Sep-16  $29,500.00  $2,950.00
Alan Smith M 156 Alsop Street Werribee 3030 14-Sep-16  $45,000.00 $4,500.00
Michael smith M 79 Charles Court Fitzroy 3065 08-Sep-16  $28,000.00 $2,800.00
Rachael stevens F  32StElmocrescentRichmond 3121 12-Sep-16  $33,000.00 $3,300.00
Cheryl Webster F 89 Davis Street South Yarra 3141 08-Sep-16  $39,500.00 $3,950.00
* $0.00 $0.00
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Table Tc

Current Loans - Access

EdemalData  DafsbaseTools  Ficlds  Table @ Tell me what you want to do

4 Click on the arrow next to the SEX

(Y 2] Ascending Y Selection ” = New > Totals p 25 Replace
Descending 1] Advanced = Hsave T spelling 2 GoTo~ .

= =F v s oy, | T o , field heading and select SORT ATO
Views. Clipboard M Sort & Filter & Wi
Tab‘es S « First Name ~ LastName -t Sex-t ~ LoanDate v Income z.

Julia Barrett £ 115ep-16  $42,500.
£ curent Loans Carol Robinson F 03-5ep-16  $25,500.01

Dianne Ross F 10-Sep-16  $29,500.0 2,950.00

Rachael Stevens F 12-Sep-16  $33,000.00 $3,300.00

Cheryl Webster F v 08-5ep-16  $39,500.00  $3,950.00

lan Donaldson | M 06-Sep-16  $53,000.00  $5,300.00

Gary Kane M 04-5ep-16  $32,000.! B

Stuart Olsen M 10-Sep-16  $23,000.!

e s - 5 The records are rearranged so that

Michael Smith M 08-Sep-16 .

- “1  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 LARGESTTO
SMALLEST.

B - : Table T Current Loans - Access

Create External Data Database Tools Fields Table Q Tell me what you want to

Yl % Cut Y Ascending T Selection - ’—D 1= New 2 Totals p 2B Replace
v‘;w me; Bz Copy ey Rl Descenting TolAdvanced - e Hsave P speliing oy ST .
N N 44 Remove Sort Al X Delete ~ [T More~ [ Select~ Windows =
Views. Clipboard i) Sort & Filter Records Find Window
Tables 9 « FirstName - LastName - Sex<t Address - LoanDate - Income.
Julia Barrett F  60Border Road Malvern 3144 11-5ep-16  $42,500. 4| Sort Smallest to Largest
B curentLoans carol Robinson F 142 High Street Richmond 3121 03-Sep-16 825,500, eSSl
Dianne Ross F 21 Harcourt Street Prahran 3181 10-Sep-16  $29,500.
Rachael Stevens F 32StElmoCrescentRichmond3121  12-Sep-16  $33,000.
cheryl Webster F 89 Davis Street South Yarra 3141 08-Sep-16  $39,500. Number Eilters ’
lan Donaldson M 52 Oliver Crescent Richmond 3121 06-Sep-16 53,000, (select Al ®
Gary Kane M 8Newell Road Surrey Hills 3127 04-Sep-16  $32,000.
Stuart Olsen M 33 Rogers Court Malvern 3144 10-Sep-16 23,000,
Alan smith M 156 Alsop Street Werribee 3030 14-Sep-16  $45,000.
Michael smith M 79 Charles Court Fitzroy 3065 08-Sep-16  $28,000.
2 S0,

2 The records are rearranged so that
they start with the LARGEST income
and finish with the SMALLEST

Table Tc Current Loans - Access

External Data  Database Tools  Fields  Table  Q Tell me what you want to

Y £ Ascending Y Selection ” 1= New 3 Totals ,O 25 Replace H
%l Descending T Advanced - Hsave %7 Speliing 3 GoTo~ Income-
- - it £ Remove Sort Ri‘r‘eih X Delete - ] More - [ Select~ Wind
Views Clipboard i) Sort & Filter Records Find Window Text Formatting
Tables 9 « First Name - LastName - |Sexst Address -|LoanDate - | Income -l Loan -
lan Donaldson M 52 Oliver Crescent Richmond 3121 06-Sep-16  $53,000.00 $5,300.00
I current Losns Alan Smith M 156 Alsop Street Werribee 3030 14-Sep-16  $45,000.00 $4,500.00
Julia Barrett F  60Border Road Malvern 3144 11-Sep-16  $42,500.00 $4,250.00
Cheryl Webster F 89 Davis Street South Yarra 3141 08-Sep-16  $39,500.00 $3,350.00
Rachael Stevens F 32StElmo CrescentRichmond 3121 12-Sep-16  $33,000.00
Gary Kane M 8Newell Road Surrey Hills 3127 04-Sep-16  $32,000.00
Dianne Ross F 21 Harcourt Street Prahran 3181 10-Sep-16  $29,500.00 #0.00
Michael Smith M 79 Charles Court Fitzroy 3065 08-Sep-16  $28,000.00 $2,300.00
Carol Robinson  F 142 High Street Richmond 3121 03-Sep-16  $25,500.00 $2,550.00
Stuart Olsen M 33 Rogers Court Malvern 3144 10-Sep-16  $23,000.00  $2,300.00
* $0.00 $0.00
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