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Objectives

Integrate data among Word, Excel, and Access
Import an Excel worksheet into Access

Copy a Word table to Access

Link an Access table to Excel and Word

Link an Access table to Word
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Integrate Data Among Word, Excel,

“fand Access

* Integrating data from three programs

Enter data into an Access database
Make calculations using data in Excel

Create Word report that includes Excel data and
Access table

Importing data from Excel spreadsheet into
Access

Copy a table from Word into a table in Access
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Integrate Data Among Word, Excel,
jand Access

Importing Excel worksheet into Access
« Enter data directly into Access database table
« Import data from other sources
« Use Get External Data command
Copying Word table into Access
« Copy and paste into new or existing table in Access

Linking Access table to Excel and Word

' « Keeps data current in all three applications
w‘ « Use Copy and Paste Special commands

* You cannot change structure of linked Access table in Excel

Linking Access table to Word
 You can reformat the linked table in Word
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Integrate Data Among Word, Excel,

and Access

Excel data imported to an Access table
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Integrate Data Among Word, Excel,
and Access

Word report with links to Excel and Access

Quest Specialty Tours

Vancouver Bronch

Overview

QST Vancouver 10w leaderns are based out of Varcowwer, Vicheria, and Kamvioops in Britiah Columbia,
Calgary in Alberta, and Wiwiiehare = the Yuton » 2004, Q5T Vancouwer offered tem towry. The two
MO populEr 10urs weve West Coast Eaysting st of Vierara snd Carboo Trad Rete out of €amioopt
Mere's 2 Snt of e bours

Tour Neme Price Stavt Lacation | Daps Reverve
horfieids Parkway Cyclrg $ 3 %00 00 12|Cagary 4] $ 42,000 00
Poweder Shang $ 4,000 00 1 MCagary 3§ 3 32,000 00
Uisnane Cyche Tonsr 5 4,000 00 VAl v ouwer 30§ § 54,000 00 Table linked to Excel
bom o Labes Advertors $ 4,000 00 13{amiveps #] § 48,000 00 |
West Coust Kayating S 3.000.00 D 5]  54,00000 and to Access
Whale Watching Adventers | $ 1.000.00 15} victaria 3] $ 15,000 00
SAs Whintler 3,000 00 13{Varcouver ] $ 19,000 00
G hlang Cruwng 1,500 00 15{vireria 4f'$ 32.500 00
{Cariboo Trad Rude 4.000 00 18{amioops 4] 3 75,000 00
VAon Adventue 3, %00 00 T8I WS arhor e 7] § 52.5900.00
Tour Leaders

The overwheiming suctess of Pae towr operated by Q5T Vancouver 13 3 dect reswit of the outitanding
efarts of our team of dedicated, perscnable, and shilled leaders. Shawn below it the lint of lesders who
led our 2016 roun.
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In ewery guest servey of every QST Vircowwer towr cperstnd i 2016, the Tour Lesdens category recetved
e hghest ranking. I a0ion. the head ofce of Cust Soecalty Travel has confirmed that theve
rankngs excred the rankings from 38 other Cuntomer survrys generated by ofl other Sranch offices
company wde
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Import an Excel Worksheet into
Access

« Ways to import Excel data to Access
« Import Excel data into new Access table
« Append Excel data to an existing table

Options in the Get External Data dialog box
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Import an Excel Worksheet into
Access

Changing a field name in an imported table

o gmcify rdrmmton seadt each of S Seis o are g tng. Seect Sk i P ares Dekow. Yoo can Bhen modiy Sekd
rhematon i Be Tl Conaw wes

CooDow fabe « Field name changes

. “““‘“”“”/ in column heading

. 7a : I", [Customers )
Customers” entered £ ] i :

in the Field Name box

Excel table imported to Access

BLE E sncouver T Datatae o s
HOME CREATE EXTERNAL DATA DATARASE TOOLS HELDs TABLE
— ez S BN lTefie | S MR MR M MR A Baces
» = Bir @ BF o, 9 S8 S0 99 G 3, s
Saved k Excel Access OQDEC - Seved Excel Tet XML POF Bl
Impocts  Ma Database B¢ More®  fooay Fle File oc)P5 & More -
import & Lnk Lpont
All Access Obje... ® « | 1w {3 Tous
— » 0 - Tour Name - Price - Customess - OickioAcd -
S s B scetields Parkway Cycling £2,000.00 2
T Tabier 2 Powder Skling $4,000.00 13
3 Ultimate Cydle Tour $6,000.00 14
2 our 4 Bowron Lakes Adventure $4,000.00 12
5 West Coast Kayaking $3,000.00 18
6 Whale Watching Adventure $1,000.00 15
7 Ski Whistier $3,000.00 13
8 Gulf island Crulsing $3,500.00 15
9 Cariboo Trall Ride $4,000.00 19
10 Yukon Adventure $3,500.00 15
- (New)
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' Copy a Word Table to Access

« Copy table in Word, Paste in Access

 Source Word table and destination Access table
not linked

 Two methods for adding Word table
‘ « Paste table into new, blank Access table
' | « Paste table into existing Access table

| * Rule for pasting into existing table Iin
‘ Access

« Word and Access tables must have same
number of records
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" Copy a Word Table to Access

Selecting the location for copied data
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Tables 2 1 icatieics parkway Cycting $2.000.00 12 Caigary 4
ot 2 Powder Skiing $4.000.00 13 Calgary 3
3 vt 3 Ultimate Cycle Tour $6,000.00 14 Vancouwer 30
3 toun 4 Bowron Lakes Adventure $4,000.00 12 Kamioops 8
5 West Coast Kayaking $3,000.00 18 Victona $
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» (New) e

Microsoft Office 2013-Illustrated Introductory, Windows 7 Edition



‘.‘

Renaming the ID field

' Copy a Word Table to Access

m Q - c s
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' Link an Access Table to Excel and
“MWord

« Benefits of linking three programs
« Reduce amount of data entry

 Use Copy and Paste Special commands
« Link Access object and Excel destination file
« Copy Excel data to Word file

' I+ Changing data in source Access database
y‘  Linked data in Excel and Word will update itself
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' Link an Access Table to Excel and

Word

Copied data formatted in Excel
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Tow Name
1 lefesic Parkway Cychng
2 Powder Shung
3 Ultimate Cycle Towr
& Bowron Lakes Adventure
5 West Coast fayaking
6 Whale Watching Adventure
7 Sk Whistler
B Gl miand Crunany
9 Cariboo Tradl Nide
10 Yuhon Adventure
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- SO ®m NS WA W

PAGE LAYDRLY

NT R AT VYerviowms Tow Fevervam st - Tl

[} LA SATA Hyia viwn
n A a ﬁ r ;.,‘-« Lararel PJ "
» . Ce ol o
*~ A . . L W 5 - . & 'l"':'h‘. '*:.
- - ey
o D $ o (o) ] r
Pouw Cotomes S0t Locaton Dyt Rervenue
$2.000.00 12 Calgary 4 52400000
$4,000.00 13 Calgary S $52,000.00
56,000 00 M Vancoueer 0 554.000.00
$4.000 00 12 Cameoopt § 54300000
$14000.00 3 Vioors & 53400000
S Looe.o 13 Vicsors 3 $15.000.00
$3,0m.00 1) Vancopwer 6 $¥.000.00
$1.5%00.00 15 Vicsorss 4 $32.500.00
$4,000 00 ¥ Ladooss 4 $76.000.00
$1.%0 0 15 Whalehorie 7 55250000
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' Link an Access Table to Excel and

Word

Excel data pasted in Word
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Quest Specialty Tours

Vancouver Bronch

Overview

QST Vancouver tour leaders are based out of Vancouver, Victoria, and Kamiloops in Britiah Cobumbla,
Calgary in Alberta, and Whitehorse in the Yukon. In 2016, QST Vancouver offered ten tours. The two
most popular tours were West Coast Kayaking out of Victoria and Cariboo Trall Ride out of Kaerdoops.

Mere's a list of the tours:

Microsoft Office 2013-Illustrated Introductory, Windows 7 Edition

Tour Name Price Customer Start Location Days Revenue
icefields Parkway Cyding $2.000.00 12 Calgary 4 52400000
Powder Skiing $4,000.00 13 Calgary S $52.00000
Ultimate Cyde Tour $6.000.00 14 Vancouver 10 $82.00000
- : Bowron Lake s Adventure $4,000.00 12 Xamloops 8 54800000
Linked table = wes cosst Kayaking $3,000.00 18 Victoria & $54.00000
Whale Watching Adventure  $1.000.00 15 Victoria 3 $1500000
Ski Whisther $3.000.00 13 Vancouver & 53900000
Gulf island Crulsing $3,500.00 15 Victoria 4 S$S2.5000
. Cariboo Traill Ride $4,000.00 15 Kamloops 4 S$7600000
Yukon Adventure $3.500.00 15 White horse 7 $52.500.00




Word

Paste options

command location

Paste Paste button in Word and Excel

Paste Special Paste button list shows Paste Special
selection in Word and Excel

Paste Link Paste button list shows Paste Link
button in Excel

' Link an Access Table to Excel and

use to

Paste an object without creating a link; the exception is a chart—when

you copy a chart from Excel and paste it into Word, the chart is, by
default, linked to the source file in Excel

Paste an object when you want to create a link or you want to select from a
variety of formatting options for the pasted object, whether linked or not

Paste an object such as a copied table from Access into Excel as a link
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' Link an Access Table to Word

Paste Access tables directly into Word if
Excel is not needed

« Use Copy and Paste Special tools

« Data will link between Access and Word

Access table can be formatted in Word

Opening linked files and enabling content
* Open linked files in order of creation

 Broken links occur when linked files are moved
to different locations
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" Link an Access Table to Word

Completed Word report

Quest Specialty Tours

Vancouver Branch

Overview

QST Varcowrer tour feaders are Ba0ed ovt of Yaniowwer, Victona, snd Kamicops n Sntivh Colambia,
Calgary in Mtwrta, and Whikebona in fhe Tuton. Iy 2036, 5T Vancowver oftered ten toun. The twe
st paoulir towrs were West Coast Kayabing ot of Victors and Cariboo Trad Ride out of Kardooos
Hete's & Tt of e 1oy

Towr Mo Price  Kustormen] Seart incation | Ouyy | Severse |
s od ehds Parkwary Cpibrg 150000 2 1 4] § 4200000
Powder Sing A 0060 llc-m 3|3 330000
Ubsere e Tons 6,000.00 A]Varcorer 10] § 84,000.00
Bowron Lites Advernere 4,000 00 p) e A § 4n000 00 Revenue llpdated
Wes Const Koy siong 100060 18[Varors ] 5 54,000 00 to $42,000
Wiale Witihng Advrriure 1,000.00 18] Vi toria 3 § 1500000
S Wt 1000 00 1) [Varcoswes 6] $ 3900000
Ot Ivand Cruning 3,500,600 13]vetona 4§ 32,50000
[Carstses 11l e 4,000 00 19[Caminopn ] § 7600 00
Tulor Advertere 1500 00 1| Whtehorye 71 § 52,50 00
Tour Leaders

The averwhabring seccest of e bours aparsted by QST Vanoowver b o dract et of the ovtslandng
APty ol 0ur o of Soduated, persensbie, and 1hitad daders. e betom 15 1ha It of leadery wha
bl nar 2016 biwrs.

Abte Mamiidi Vierne PRy —

1 Barrant Geran v ¢ « I
) Grevens bt Variowwer M ave s DA arc st e
M‘a H 4 B Qara Calgary UG VI Duver COm
ml Chang.w 5 Nwerra Sty Cambmps AU g e Oy wer Lo
to Aklta 0 Scwary Gore 0 Pewati Py som
7 Siagh I ¥ eh 0w o

0 every guatt Wrvey of every QAT Vaacouver 100 Oparated ia 2004, the Tour Lodders catagery fecehnd
e gt rashing. In sddtion, the heod offie of Quest Soecidty Toavel has corfirmed Dt thew
raskings waceed (e sankngy o a8 ather Catamer Wirveys peserated by of sther hoaned offue

B

Your Name
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Link an Access Table to Word

Unit B integration tasks

source destination
object commands program(s) program  result connection page no.

Excel file External Data/Excel Excel Access Excel spreadsheet is imported  Mone 22
into a new table in Access; the
spreadsheet must contain only
the rows and columns required
for the Access table

Word table  Copy/Paste Word Access Word table is pasted in a new  Mone 24
or existing table in Access; if
an existing table, the Word
table should contain the same
number of records as the

Access table
Access table  Copy/Paste Access Excel Access table is pasted into Linked 26
| Special/Paste Link Excel as a link; the linked data
g can be formatted in Excel
and included in formulas but
cannot be modified or deleted
Linked Access Copy/Paste Linkin  Access and Word Access table is linked to Excel  Linked 26
table im Excel Excel Excel and then to Word; changes
Copy/Paste Special/ made in Access appear in Excel
Paste Link in Word and Word
Access Copy/Paste Special/ Access Word Access table is pasted in Word  Linked 28
table Paste Link and can be formatted using
Word tools
f
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Summary

Integrating data among Word, Excel, and

Access
* Importing an Excel worksheet into Access

e Co
e Lin
e Lin

pying a Word table to Access
King an Access table to Excel and Word

King an Access table to Word
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