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Field Properties
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Field Size 255 -
Format I
Input Mask
Caption oy nplad
Default Value An index speeds up searches and sorting on
Validation Rule the field, bit may s'\aow updates. sele:tmg Yes
Validation Text _ Mo Duplicates” prohibits duplicate values in
Required No the field. Press F1 for help on indexed fields.
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Lookup Wizard

This wizard creates a lookup field, which displays a list of values you
can choose from. How do you want your lookup field to getits
values?

1 want the lookup field to get the values from another table or

query.

I will type in the values that I want.
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Lookup Wizard
Which table or query should provide the values for your lookup
field?
Table: Contacts
View
@ Tables () Queries (7) Both
Cancel ] [ < Back }[ Next > ]
.
c 35S Gasuine | 3T Gl led cand 33 e 9835 Ol 1) 395 algseds alid . 398 g0 ol OT (slasks pb
Lookup Wizard

Available Fields:

Which fields of dity contain the values you want induded in your
lookup field? The fields you select become columns in your lookup
field.

Selected Fields:

ID

[ Cancel ] [ < Back ][ Mext =
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What sort order do you want for the items in your list box?

You can sort records by up to four fields, in either ascending or descending order.

 m 5 [remis |
B 5] [remis |

3 _ e

Cancel | | <Back | Next> |

chapter3-new4
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Lookup Wizard

How wide would you like the columns in your lookup field?

To adjust the width of a column, drag its right edge to the width you want, or double-dlick the
right edge of the column heading to get the best fit.

Hide key column (recommended)

Field1
ahvaz
| bam
dity
| esfehan
|rasht
| sari
| shiraz -

]

| Cancel | | <Back | Next> | [ Finish

chapter3-new5

s 2183, el 8 sl Jgaz us 1) 393 (Semima U9z sk jl 03,5 ssliiwl OISl Lo Leial) (s (5 25w o8 30 L

www.Modirlran.ir |

www.takbook.com

bl

iyl Uiy



WwwWw.takbook.com

Access 2010 (i) sl

S (50 e Lo 45 (6 2 3liely 929 Cumnr 3L Sl

31 o3kl 35S o5 paas plaeg Camsl 09 Lsanss Cans 108 (ol 9 3 Ol |y 2id S5 sl (saw 169 Olio Sl Ol 3dlgs 00 &S 5iloj

« b duto lad (sl 0 35195 50 lOOKUPWiIZard

S US 0359 b 0y (59 SIS L 2ubly awils (sl Caw g3 3uplg3 (0 4 (s3kd sl Data type ogaw s Design sles s SISl sl
O JS ol 4 G aws SIS 1, T will type in the values that | want ;951 (s 4055 Leial) (s 8 p2mis 0ab L b . suiS Ol | lookupwizard

35S ol 1) el Cannd 3 39290 p3lie U393 3udlys o loub 45 2uiS pllel 4ol

323 0L 1) 393 algsds yuslie b (seoeiuns 3bd sl SIS FINISH Gugw 9 NEXE 035 L 9 348 ol 1) G QU pis 30 45 (5 05l g

Lookup Wizard

This wizard creates a lookup field, which displays a list of values you
can choose from. How do you want your lookup field to getits
values?

() I want the lookup field to get the values from another table or
query.

@) I will type in the values that I want.
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Lookup Wizard W

What values do you want to see in your lookup field? Enter the number of columns you want
in the list, and then type the values you want in each cell.

To adjust the width of a column, drag its right edge to the width you want, or double-click the
right edge of the column heading to get the best fit.

Number of columns: r[

Coll
*

Cancel | | <Back | Next> | [ Finish
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Tables 2 (New)
1 Tablel This wizard creates a lookup field, which displays a list of values you
can choose from. How do you want your lookup field to getits
values?

(©) Twant the lookup field to get the values from another table or
query.
@) I will type in the values that T want.
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When you select a row in the lookup field, you can store a value

& Tabler from that row in your database, or you can use the value later to
perform an action. Choose a field that uniquely identifies the row.
Which column in your lockup field contains the value you want to
store or use in your database?

Available Fields:
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Simple Query Wizard
Which fields do you want in your guery?
You can choose from more than one table or query.
Tables/Queries
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Simple Query Wizard

What title do vou want for your query? ‘

Guardians Query

That's all the information the wizard needs to create your
query.

Do you want to open the query or modify the query's design?

(@ Open the query to view information.

() Modify the query design.
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Label Wizard

This wizard creates standard labels or custom labels,

What label size would you like?

Product number: Dimensions: Mumber across:
52 ¥ 70 mm 2
21 mm x 15 mm 3
C2294 72 mm x 72 mm 2
2245 245 mm x 166 mm 1
C2353 110 mm x 145 mm 1 -
Unit of Measure Label Type
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Filter by manufacturer: Avery El
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Label Wizard

What font and color would you like your text to be?

Text appearance

Font name: Font size:
e [=]
Font weight: Text color:

B ] )
[ Ttalic [ Underline

[ Cancel ]’ < Back ][ Mext = ]

Pl S

Prototype caomsd 4 0lSw 3o b |) 3uS 03kl camz p Olgic 4 OT 1395 ) i1 Sl )13 45 (63kd Cannl oo (5322 0 20ty U3
S Jaxe Label

Label Wizard
7 What would you like on your mailing label?
» Construct your label on the right by choosing fields from the left. You may also
- type text that you would like to see on every label right onto the prototype.
Available fields: Prototype label:
{Fields}
’ Cancel ] [ < Back ][ MNext = ] ’ Einish
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Label Wizard

‘You can sort your labels by one or mare fields in your database. You might
want to sort by mare than one field (such as last name, then first name), or by
just one field (such as postal code).

Which fields would you like to sort by?

Available fields: Sort by:

[ Cancel ] ’ < Back ][ Mext = ] [ Einish

D-) . JSs

U &S o oz 12 3595 (00 050ty (2] 03 45 b (0 Culad b w0 4 g o 03ty (23T 4 NEXT 4w 55 0,b95 b3l b

d9b oo Lz &S yshilod |) L w0 30l95 o0 Se€ the Labels as they will look Printed 4 33 ol b .awiS puss pb 3l 03,8

Label Wizard

What name would you like for your report?

Labels Query1

That's all the information the wizard needs to create your labels!

What do you want to do?

(@ See the labels as they will look printed.
(7) Modify the label design.
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Import cwws 5 External Data «b; 5 45 Import Excel Spreadsheet 4, 38 olsl @i b jl.owS sl 2315 8550 )5 35290

39 0 0bLs Get External Data — Excel Spreadsheet 4 by jo » pxiy 5,15 1,8 & Link

Get External Data - Excel Spreadencet =

Select the source and destination of the data

Specify the source of the data.

Flle name: |c:\Users\User\Documents),

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

@ 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.

' Append a copy of the records to the table: |G ardians
If the spedified table exists, Access wil 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.

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

Cancel
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@l = = Taskl : Database (Access 2007 - 2010) - Microsoft Access

Home Create External Data Database Tools

- = 25 ] TextFile L L L 9y @bAces =l
;j ! I'j; Iifg 1y = e ;,nj s S0 we v = g 5=
saved Excel Access ODBC Saved FEwcel Text XML PDE E-mail o Cieale Manage

kgt More +
Imports _ Database 2 E=] Import Spreadshest Wizard ==
Import & Link

» | -=| Student List
A% Student List

New Student  Collect Data via E-mail  Add From:

Your spreadsheet file contains mare than one worksheet or range. Which worksheet or range would you like?

@) Show Worksheets

(©) Show Named Ranges

ID - | FirstName - LastName -

*| [New)
Total 0

Sample dat for worksheet'28 sjs).
] Loz, 000 i|
[2ess opssis fans o558 swd Lol fen€hs dans Elas ez pead 2565L8 dess Flao ge
3P go E ]
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] E3 g4 E 35,350

i |6 R3 2 la2,420

= g 2 E 29, 490

= 11l g1 E 56, 560

2 ] po k 63, 630

K] l13pho ] k e4,840
1411 1§} 23 91,910 -|
] ]

Yo gss

L9323 g0 OLis 1) JuuST 49y )18 )3 35290 sl S 18 Show WOrkbook 433 515 3529 4335 95 8 iy ¢l GYL Caomasd >
I, Show Named Range 4 33 45 5905 .39 (50 8313 Olis b 510 0T 1> Zoie Jglaz 9 Gl b abgy )8 jl plaS o Colsul
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pae b Ol s SISl b 3 1650 JLS s paw Olgie 40 JuuST S )15 43 39290 Cin sy gl LT 45 3iS Ol silgs (0 Loid

2309 a2y > e 319 U o Ceolle ) NEXT 4535 0L Js 598 0 s First Row Contains Column Headings 435 ol

@ = - Taskl : Database (Access 2007 - 2010) - Microsoft Access
Home Create External Data Database Tools

E‘j ,T"Q @ I:; ] Text File E‘j FL L B L 0y @aces 7 |

az v B B @ me 57 S w0 v s =g

Saved Excel Access ODBC :M saved  Excel  Text XL BDE__E-mail oo Llcale Manage

#3 More -
fzeoits ot At Dlorosc =] tmport Spreadsheet Wizard ===
mport & Lin

» || =3 Student List
Microsoft Access can use your column headings as field names for your table. Does the first

) 8|8) Student List row specified contain column headings?
S [CFretRow Contains Column FHeadings
NewStudent ~ Collect Data via E-mail  Add From Eh ..

ID - FirstName -| LastName -

*| (New|
Total 0

1 lo1, 000 -
[2hees ool fonz opLs mf Latso [ dany flos gar (el 9L der Flis ez j
3 ] =4 939,300
Lk bs o6, 070 b, om0
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@l 5 Taskl : Database (Access 2007 - 2010) - Microsoft Access
Home  Create | ExteralData | Database Tools
E;‘j .,:Q @ :.:;;; o] Text File IEJ IE!‘ B B B 0y Ehaces |
57 EF B oF aune 57 SE S0 SE S9 = g Er
Saved Bucel Access ODBC o Saved Fxcel Text XML _PDE E-mail Create Manage
13 ore ™ by
Lol | Datsbese =] Import Spreadsheet Wizard .
Import & Link
» |4 Student List
0 g e You can specify information about each of the fields you are importing. Select fields in the area below. You can then modify field
A ﬂ Student LISt information in the Field Options’ area.
N Field Options
New Student  Collect Data via E-mail  Add From! Field Nae: Data Type: [Text [=]
ID - | FirstName -| lastName - Indexed:  |No [=] [F]Donetimport field {Skip)
*| (New)
Total 0
[FielaqFields Fields
As 35S LS paS [Lol30 foan €55 dasy Glao Zar pekd 33 6)LS day Els zar :‘
e 939,300
b 816,070 7,070
b 892,840 f14,140
k 69,610 1,210
b 46,380 pe, 280
o b 823,150 5,350
& o 199,920 a2, 420
H e 176,690 29, 490
= b 153,460 6,560
2 o 623,770 63, 630
& k 660,540 B4,840
p 637,310 91,910 |
»
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9o 3315 Lo 4 Shol 3ulS s Ol 3 poxiy ol ) 39940 50 SPreadsheet Wizard

Canl 8355 i 1) Huol 23S 4ol o 395 45 sl > 2 Jl 4y 35

3455 0 e Sl 3418 Olsie 4 1) sk 1 Sy 39750 slb Md (2 1 45 Sl > 1p9> iy 5

363l 413 ol 3405 9 35S (uas |y ol 35 31055 5 Lo 45l 5o spgms o

@ = v Taskl : Database (Access 2007 - 2010) - Microsoft Access
Home Create External Data Database Tools
B ] textFile [5== === === === [ T YT |

7 S g N F
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Saved Excel Access ODBC ;jM Saved  Fxcel  Text XML PDF__E-mail Cleale Manage

i3 more -
Imports . Database =] Import Spreadsheet Wizard &
mport & Lin

» || 2| student List Microsoft Access recommends that you define a primary key for your new table. A primary key is used to

= uniquely identify each record in your table. It allows you to retrieve data more quickly.

A28} ) Student List T

New Student  Collect Data via E-mail ~ Add From 2 v v v 7)Let Access add primary key.
v n @ Choose my own primary key. =

ID - | FirstName -| LastName -
No primary key.
*| (New) - aprmary ey Figld2

Total 0 Figld3
Fieldd

FieldS

Fieldz FieldiFie FieldS
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Saved Linked Table Excel Access ODBC ﬁM Saved  Excel  Text XML PDF__E-mail oo - iigaie Manage
anage 3 More -
Imports g o =] Import Spreadshest Wizard o]
Import & Link
» || 5| Student List | That's all the information the wizard needs to import your data.
I B y
A%E] ) Student List
New Student  Collect Data via E-mail ~ Add From:
ID - | FirstName - | LastName -~
. Impart to Table:
(New) 5 0ms
Total 0
o
=
£
=
2 [T would like a wizard to analyze my table after importing the data.
¥
=
5
=
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Get External Data - Excel Spreadsheet m

Select the source and destination of the data <

Specify the source of the definition of the objects.
File name: | co\Users\user\Documents)|

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

@ 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.
' Append a copy of the records to the table: | ity
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.

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

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
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S

-
5] Link Spreadsheet Wizard —
Your spreadsheet file contains more than one worksheet or range. Which worksheet or range would you like?
@ Show Worksheets
(©) Show Named Ranges
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S5 S (50 319 ST o303 35L 4 1) Jobb 451 glle S o 2adline 45 shilen .3 Cwolle |) DY Creating a linked table

@ d -

| Taskl_Backup : Database (Access 2007 - 2010) - Microsoft Access

Create External Data Database Tools Fields Table
] B3 o Text File 4] (AP Access imm| G
% h% LS A-’E o B = & ﬂl

— = B EF [@ ¥ XML File I (= )y word Merge e

Saved Linked Table Excel Access ODBC Saved Excel Text XML PDF  E-mail = Create Manage
Imports  Manager Database XA More ™ | Exports File  File orXps “p More - E-mail Replies

Import & Link Export Collect Data
All Access Objects =) % |2} Student List | | pemeattl L =T, ==
Search. 0 D - Get External Data - Excel Spreadsheet m
Tables x|~ 1
= 2 Select the source and destination of the data
EH s
E cuardians E
a

EH sheett s Spedfy the source of the data.

B3 students 6 )

E Tabler 7 =

B3 ot 8

* (New) Specify how and where you want to store the data in the current database.
B users
Q[f;! R T ) Import the source data into a new table in the current database.
Q_ If the specified table does not exist, Access will create it. If the specified table already exists, Access might overwrite its contents

Queries ES with the imported data. Changes made to the source data will not be reflected in the database,

‘E Guardians Extended _

= _' Append a copy of the records to the table: |, v
‘; Guardians Query
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

£ Guardians Queryl to the source data will not be reflected in the database.

B Quent .G Link to the data source by creating a linked table.

@ students Extended 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.

‘; Students Query

Forms ES

El Guardians Subform

F5] student Details

55| student List

a Students Extended

= 2
& Anstudents X

D -1 JSi

4 (sl o iy 3 9 S Ol cul g@élg External Data 4b; s Import & Links cuewd )5 451, Linked Table Manager 4 ;3

S Ol ) OK 458 3ol sl g 9 OL! ) JB5 5590 S 398 50 b

Al = | [ Taskl_Backup : Database (Access 2007 - 2010) - Microsoft Access
Create External Data Database Tools Fields Table
ﬂ @ .:.::; #] Text File \‘:‘:j [:'IL === === === 8- ]‘ (A} Access LEE! |_.3M
= @y = XML File | s sl sE o wiE = B word Merge =
Excel Access ODBC Saved Excel Text XML PDF  E-mail Create Manage
Database %# More = Exports Filz File orXps B2y More - E-mail Replies
Import & Link Export Collect Data
All Access Objects @ <« ||i=2)-Student List-| ] Sheetl A== students"l.__J Users"l.__J Tablel | | Rationale for project
Searc. = F1
=P Rationale for, and use of, Asset Management Maturity Assessments
Tables ES =4
B assr= Document date 4 Apr 2012 -
EH Guardians 5] Linked Table Manager =
= Background —Management of Select the linked tables to be updated:
Shestl The Government’s maiden Invi - -
B stugents r for project (D: gmt-maturity-apr12.xisy for projects’)
B Tabler Under New Zealand’s public s&
EH TtotaL
B users The devolved public sector ma
+ .
] Rationale for project In 2010 Cabinet confirmed tha
Queries B http:/fwww.treasury.govt.nz/
£ Guardians Extended
B Guardians Query 1 The NIU has been working witl
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“ il

Create

External Data

.28 Import 1, W JData\lmport & Links\Access
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.38 plaslExternal Data\lmport & Links\Text File ju,sT @b 1 ¢l sl 2

Taskl : Database (Access 2007 - 2010) - Microsoft Access

Database Tools

p =22 ===l === (A Access i

T & --., Qi =5 =1 L =. d
E}j s LS, @ T e 57 S s % $3 g & word Merge
Saved Lin e Excel Access ODBC Saved Excel Text XML PDF  E-mail = ale Manage
Imports Database XA More ™ | Exports File  File orXps Sk More - E-mail Replies

Import & Link Export Collect Data
All Tables () <« | =2 Student List

Get External Data - Text File &Iﬂ
\Search.. 2 =TEY
ASE) ) Stu

Students & |- L ——

B3 students: Table
All Students
Allergies and Medications

Copy of Student List

Student Address Book
Student Details
Student List

Student Phone List
Students by Level
Students by Room
Students Extended
Students Extended
Students Extended

Students Query

Emergency Contact Inform...

»

rdians
Guardians : Table
Guardian Information
Guardians Extended
Guardians Query

Guardians Queryl

1 GG EHfGHEUpIfdUHUEE W EE

Mew Student i

*

ID - | FirstN

(New)
Total

Select the source and destination of the data

Specify the source of the data.

Eile name: C:\WUsers\User\Documents

Browse...

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

@ 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.

() Append a copy of the records to the table: |, g
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.

(71 Link to the data source by creating a linked table.

Access will create a table that will maintain a link to the source data. You cannot change or delete data that is linked to a text file.
However, you can add new records.
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@l - = Taskd : Database (Access 2007 - 2010) - Microsoft Access
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Copy of Student List Total
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File format: | Excel workbook (=, xdsx) [=]
Student Details Eccel Binary Workbook (*.xisb)
Student List Specify export op Workbaok (*,xlsx)
Vicrosoft Excel 5.0/35 Workbook (*.xis)
Student Phone List Export dExcel 97 - Excel 2003 Workbook (*.xi5)

Students by Level

Select this option to preserve most formatting and layout information when exporting a table, query, form, or report.
Students by Room
[] Open the destination file after the export operation is complete.

Students Extended Select this option to view the results of the export operation. This option is available anly when you expart formatted data.

Students Extended
Export only the selected records.
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I8 Emergency Contact Inform...
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8 student Phone List
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Guardians A
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I8  Guardian Information
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File name: ¢\ sers\User\Documents\Student List. bxt|

Browse...

Specify expart options.

Export data with formatting and layout.
Select this option to preserve most formatting and layout information when exporting a table, query, farm, or repart,

("] open the tination file after the export operation is ph
Select this option to view the resuits of the export operation. This option is available only when you export formatted data.
Export only the selected records.

Select this option to export anly the selected records. This aption is orly available when you export formatted data and have records
selected.
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Import & Link Export Collect Data
All Tables @ «
T P Get External Data - Excel Spreadsheet .2 [

— -
5] students Extended
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[ Allergies and Medications
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Bl student address Book
[ student Phone List
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2 Guardians Query
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B Guardian Information
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TOTAL ES
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Save Import Steps

Finished importing file 'D:\download \PEMM_Matrices.s' to table ‘Enterprise’.

Saye import steps

Save asi Import-PEMM_Matrices

Description:

Create an Outlook Task.

(] Create Qutiook Task

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

1f you reguiarly repeat this saved aperation, you can create an Cutiook task that reminds you when itis time to repeat this operation.
The Cutiook task will indude a Run Import button that runs the import operation in Access.

Hint: To create a recurring task, open the task in Outiook and ciick the Recurrence button on the Task tab.
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. H Save Object As Access 2002-2003.
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n Y
3] Task.accdb Publish Access 2000, template (ACCDT).
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4 Z—p‘j Publish to Access Services s i
(&) Taski_Backup.accdb (] Package and Sign & Make ACCDE
Package the database and apply a digital File will be compiled into an executable
@] patabase12.acedd Package and Distribute signature. only file,
Info 7 ] | 2% Back Up Database il SharePoint
i"L"_j Package Solution Back up important databases regularly to Share the database by saving itto a
ny prevent data loss. document management server.
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Save As
Print
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Save Object As

Information about Taskl
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Access Options

General

Datasheet

Proofing

Language

Add-ins

Trust Center

Current Database

Object Designers

Client Settings

Customize Ribbon

Quick Access Toolbar

I % General options for working with Access.

User Interface options

Enable Live Preview (i

Always use ClearType

ScreenTip style: | Show feature descriptions in ScreenTips [=]
Show shorteut keys in ScreenTips

Color scheme: | Silver[= |

Creating databases

Default file format for Blank Database: | Access 2007 Iz‘
Default database folder: Ch\Users

Mew database sort order:

Personalize your copy of Microsoft Office

User name: | User

Initials: u
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H Save

[ save Object As

File Types

Save Database As

[&] save Database As

[@_-1 Save Database As

% Database File Types
2] Access 2002-2003 Database

[ Open

[ Close Database

H Save Object As

Publish

@I Publish to Access Services

Package and Distribute

(&) Taski.acedb
(@] Task1_Backup.accdb
(@] patabase12.accdb

(@] patabasell.accdb

Info Package Solution

Recent
New
Print
Help

|1 options

B Exit

Default database format. Save a copy that will be compatible with

Access 2002-2003.

@J Template
Save the current database as a database
template (ACCDT).

FJ Access Database

B Access 2000 Database
Save a copy that will be compatible with
Access 2000
Advanced
(8] Package and Sign

Package the database and apply 2 digital
signature.

L_-: Back Up Database
Back up important databases regularly to
prevent data loss,

R

Save As

& Make ACCDE
File will be compiled into an executable
only file,

il SharePoint
Share the database b ingittoa
document management server,
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