7.04 Export

Total Points: 10

Now, let's do the reverse and export a database file into a spreadsheet file. The process is similar
to importing.

There are two versions of 7.04 Export Assignment — one for Microsoft Access and the other for
OpenOffice Base; below are the instructions for using Microsoft Access to complete this
assignment.

Instructions if you're using Microsoft Access:

1. Open your database software and open the “Student Tests” file from Task 1.
2. Click on the External Data tab.

3. Select Excel under the Export section.
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4. Select Export data with formatting and layout.
a. Use the defaults for File Name and File Format.
b. Make sure you know where the file is being saved to in the File Name box. If you
want it in a different location, select the browse button and select the file folder
where the new Excel file to be exported.

5. Click OK

6. Click Close
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7. Now go to the file folder where the file was exported to and open it.

=10]%]
Fie Edt Vew Favortes Tooks Help | &
Qs - © - F| e | v | [T
ddvess [ GH\ACCESS BTA UNITS\Unk 5 EI=E
& | Name | ﬂul Type: |
File and Folder Tasks % [ies: | SKE Microscft Office Exc...
- his e 7] Scet and Fiker 11K8 Mirosoft Office Exc...
. & Align [ Type: Microsaft Office Excel Worksheet 16 KB Camitasia Studia Pro...
[H Move this file )it § Author: 1. Craddock 82KB Microsoft Office Wo...
[y Copy this file 3] class | 5282 7.71 kB 14KB Mirosoft Cffice Exc...
5 Date Modified: 7| 10 10:24 AM
& Publish this File to the ) Chart e, 126120 23KB  Microsoft Office Wo...
Wb Uit 5 - Lesson 5.03b spreadshest formulas 84 KB  Microsoft Office Wo...
() E-mail this file )it 5 Objectives 22KB  Microsoft Office Wo...
iy Prink this file ) Excel Uit Test- key 13KB  Microsoft Office Wo...
% Delete this file ) Excel Unit Test 111 KB Microsoft Office Wo...
(2 HOW TO VIDEOS 1-3 Fie Folder
(C3IHOW TO VIDEDS 4-6 File Folder
Other Places 2 (22 Align and merge cells File Folder
- () Revised Unit 5 Lessons Fil Folder
B ACCESS BTA LINITS (C)Excel Templates 5.06 Fie Folder
~_} My Documents
@ty Conputr
W My Network Places
Details &
Tests
Microsaft Office Excel
wirksheet
Dake Modified: Today, Juby
26, 2010, 10:24 AM
Size: 7.71 KB
A 3 " addnrl ~|4] | ﬁ

8. This is the new file.
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