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Overview

This guide is intended to teach you how to access data from a SedonaOffice database. Data
extracted from a database can be used for many different purposes both internally and
externally for an organization. While this guide will review a variety of different
techniques, it is impractical to detail each and every method that can be used to extract
data.

Each Company is a Database

Each SedonaOffice company is its own unique database within the SQL server. In addition
to the various company databases, there is an additional database that helps to controls
access to the company databases. This access control database is named SedonaMaster.
SedonaMaster contains a list of company names and the database associated with each
name. All other data about a company is contained within the company database. All of
the setup information, names, addresses, part numbers, service tickets, etc., for a company,
are stored within the same database. The structure of the database will remain the same
for all companies. The differences in how companies operate are contained in the setup
tables. If a feature of SedonaOffice is not used, the data structure will still exist but may be
empty of data.

Databases Contain Tables, Views, and Stored Procedures

The main structures in a database are tables, views and stored procedures. Tables contain
the raw data, the actual names, addresses, etc.

Views are premade queries that will return sets of data automatically. If there is a set of
data you are going to regularly extract, you may want to think about making a view.
SedonaOffice uses several views in supplying data to the client. Do NOT alter these or your
system may cease to operate correctly?.

Stored procedures are routines containing SQL code. They can be created to act as a view
but are usually used to manipulate the data. Stored procedures can also take parameters;
values that modify how the stored procedure will operate. Most of the business logic in
SedonaOffice is handled by stored procedures. They are encrypted and locked for safety
and security. Do NOT delete or replace a stored procedure or your system will cease to
operate correctly?.

Tables Contain Fields
Fields contain your actual data. There are different types:
¢ Textincluding varchar, nvarchar and char. The length of the field in characters
(including spaces and punctuation) is defined when the field is created.
* Numeric including integer, double and money. What range, and if a fractional
decimal amount is supported, is defined when the field is created.

1 Unless directed to by a SedonaOffice support person.
2 Unless directed to by a SedonaOffice support person.
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* Datetime. Microsoft SQL server does not contain a field type for date and a separate
field for time. All date and time related fields are Datetime fields.

Linking Tables

Tables are linked via fields that end in Id. In each table, the first field is the Identity field for
that table. Identity fields are not editable nor should you try. Identity fields are unique.
This number is automatically assigned by the SQL server. Once assigned, a number is never
reused, not even if it was previously deleted. This Identity field is the “Address” of the
record. Other tables that point to this table will have an Id that matches the “Address” of
the record. IE Customer_Id in the AR_Customer_Bill record will point to the Customer_Id
field in the AR_Customer table. The Customer_Id in the AR_Customer table is the Identity
or “Address” of that record. Notice that the name of an Id is the same as the table name in
our example. This is true of all ID’s with very few exceptions.

Link Types

Table links are defined by the relationship of records in one table to the records in another
table. There are three basic link models.

One to one: Each record in one table matches to exactly one record in the other table. IE
AR _Customer and AR_Customer_Userdef

One to many: Each record in one table matches to many records in the other table. IE

AR Invoice and AR _Invoice_Item

Many to one: Many records in one table match to one record in the other table. IE

AR _Customer and AR_Branch

The following diagrams are not meant to be completely accurate or to be used as a
definition of the database structure. They are simplified diagrams to give an outline of the
relationship of the various tables that combine to make up a data structure.
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Customer Structure
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Invoice Structure

Site

AR_Customer_

AR_Customer

AR_Customer_Bil

ﬁ_‘} AR_Category GL_Account AR_Term GL_Register ADz_sI gr\ilgtli(:)?'n_
AR_Invoice = ‘
| =)
!
! i "
OE_Job SV_$erwce_ IN_Warehouse AR TIERIgL
- Ticket - Group
AR_Deposit_ AR_Invoice_ —N\
Check_Detail Item =/
| |
AR_ltem IN_Part
AR_Advance_
Deposit_Detail ARACH
| GL_Deferred_
Income
AR_Unapplied_ |
Cash_Detail AR_SalesTax
| | [H
IN_Journal
AR_Credit_ AR_Cancel_ b
Detail Queue
| |
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Cash Structure

AR_Deposit GL_Account
AR_Deposit_ .
Batch GL_Register
ARUieppilEal AR_Invoice GL_Account
Cash
AR_Deposit_ AR_Deposit_ I I |
Check Check_Detail | | |
AR_Advar.me_ AR_Branch GL_Register
Deposit
AR_Payment_
SS_Employee —— Method
AR_Branch —— AR_Customer
GL_Register —— AP_Vendor
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Vendor Structure
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Vendor Bills Structure

GL_Account AP_Vendor AR_Term AR_Category
AP_Invoice —E‘[> [ ‘ [ ‘ [ ‘ [ ‘ ‘
AR_Branch GL_Register IN_Warehouse OE_Job SV_Serwce_
Ticket
A
N |
N UIriE G OE_Job GL_Register IN_Journal
Measure
AP_Invoice_ ”4|:1f> [ ‘ ‘ !
Parts [ [ [ [ |
I —— AP_Purchase_ IN_Repair_ SV_Service_
IRLIFEEr! AR Gt Order_Parts Order_Parts Ticket
AP_Check_ |||
Invoices I |
| q i
AP_Invoice GL_Register .
AR_Customer SV_S_erwce_
Ticket
AP_Invoice_ ||| I |
Expense I I | \
g — GL_Account GL_Register AR_Category OE_Job
AP_Credit_ L
Detail I I I |
e AR_Branch GL_Register GL_Account AP_Credit
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Check Structure

GL_Account AP_Vendor SY_Employee AR_Category
AP_Check —C‘,> [ [ [ [ |
GL_Register ARUGETRIEEL AR_Credit ARG AR_Branch
Cash Deposit
IN_Warehouse OE_Job SV_S'ervice_ AR_Customer
- = Ticket -
(5
N |
" IN_Journal
IN_Part IR G AR_Customer
- Measure -
L —
AP_Check_ || [ \ \
Parts | | ‘
I —— SV_Service_ AP_Invoice_ ;
Ticket Parts GL_Register OE_Job
AP_Check_ || |
Invoices [ |
] AP_Invoice GL_Register AP_Credit
AP_Check_ |||
Credit_Detail
p—
GL_Account GL_Register AR_Customer
AP_Check_ ||| [ [ [
Expense | | | |
I ——— SV_Service_ AP_lInvoice_
Ticket CI= JKth Expense AR (CEUEEE
SedonaOffice’ Page 11 of 55

The #1 Financial Software for Security Companies



2014 SedonaOffice Users Conference

Marco Island, Florida

Data Mining 1

Presented By: Matt Howe

Job Structure

M
N |
AR_Customer AR—Cgﬁte"me'— OE_Job_Status OE_Job_Type OE_Job
R — | | | |
q q AR_Credit
SYAEmployes SY_Department SV_Service_Tec OE_Install_ AR_Taxing_
h Company Group
A
N [ [ [ [ [ |
OE_Job_ OE_Job_ AR_Customer_
1= o Tl Schedule QI dtth Il TimeSheet = Ousip Equipment
! ! ! ! ! !
[ ! [ ! [ [
-
N [ [ [ [ [ |
OE_Job_ OE_Job_ OE_Job_ OE_Job_ OE_Job_ AR_Customer_
System Recurring Parts Issue Commission Recurring
! ! ! ! ! !
! ! ! ! ! !
-
N [ [ [ [ [ |
AR_RMR_ . L IN_Requisition_ AR_Customer_
Tracking GL_Register IN_Journal IN_Requisition Parts System
! ! ! ! ! !
! ! ! ! ! !
{5
N [ [ [ [ [ |
AP_Check_ AP_Check_ " AP_Credit_ AP_Credit_
APECheCK Expense Parts ARACiEdt Expense Parts
! ! ! ! ! !
[ ! [ ! [ [
H
N [ [ [ [ [ |
o AP_lInvoice_ AP_lInvoice_ AP_Purchase_ AP_Purchase_ q
AP etz Expense Parts Order Order_Expense AR etz
! ! ! ! ! !
! ! ! ! ! !
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Service Ticket Structure

AR_Customer

AR_Invoice SS_Priority AR_Category
AR_Customer_ SV_Service_
Site
BY_SErwiEn, SV_Problem SV_Resolution
Company = -
AR_Customer_ SV_Service_ —\
System Ticket_Parts =/
|
SY_Employee IN_Part GL_Register AR_Item
AR ltem SV_Service_ SV_Service_
= Ticket_Other Ticket_Notes
e e
AP_Purchase_ AP_Purchase_ SV_Service_ SV_Service_Tec SY Employee
Order_Expense Order Ticket_Dispatch h —=mploys
! !
[ [
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Inventory structure

IN_Part

AR_Item lN—Pr.OdUCt— INL Uit i AP_Vendor IN_Manufacturer
- Line Measure - -
=) \ \ \ \ \
A
N [ [ [ |
AP_Credit_ AP_Check_ AP_Invoice_ AP_Purchase_
Parts Parts Parts Orders_Parts
! ! ! ! ! ! ! !
s
N [ [ [ |
AR_Credit AR_Customer. AR_Invoice s ClisiEier.
ltem Equipment Tltem SypiEm Az
quip Card
[ [ [ !
T T T T
IN—A:;Z:?a'e— IN_Cost_Layer IN_Inventory IN_Journal
! ! ! ! ! ! ! !
s
N
IN_Part_ . IN_Physical_ IN_Repair_
Supplier LI Ui Part Order_Parts
5 5 5 5
A
N [ [ [ [ |
OE_Job_ OE_Pricebook_ OE_Quote_ OE_Sales_ OE_Sales_
Parts Part Part Package_Part Part_Part
! ! ! ! ! ! ! ! ! !
s
N [ |
SV_Service_ SY_Package_
Ticket_Parts Parts
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General Ledger Structure

@ \
AR_Customer SS_I;;giester_ AP_Vendor SY_Employee AR_Branch GL_Register
GL_Register } } } } } |
GL_Accounting_ SV_Service_
OE_Job Period GL_Account Ticket AR_Category
AR_Customer_ OE_Job_
AR_Customer Site Status
\ \ \
\ \ |
OE_Job_Type SY_Employee SY_Department
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Open Database Connectivity (ODBC)

Open Database Connectivity is the methodology created by Microsoft for different
applications to talk to different kinds of databases. With ODBC you can connect Excel to
Microsoft SQL server or MS Word to Excel for example. The first step in connecting any
application to your Microsoft SQL database is to create an ODBC connection. There is a
utility for setting up ODBC connections. Itis located in the Control Panel under ODBC.
Many applications contain an implementation of the ODBC Data Source Administrator. In
our example we are going to use Excel to create an ODBC connection.

Creating an ODBC Connection with Excel

Let’s now review how to import Data into Microsoft Excel. In this example we are going to
use the feature in Excel to Query an External Data Source using Microsoft Query. This
feature is available in most recent versions of Excel but may need to be installed as Excel
does not install it by default in the standard install.

41

O 0E9 C SRl E

33
—/ Home Insert Page Layout Formulas Data Review View

2 3 N 3 3 ﬂ 5] Connections Al ﬁ
= e Lol _is Ol & properties za
From From From |From Other Existing Refresh - Z] sort
Access Web  Text | Sources~ || Connections All~ == EditLInKs
Get Ext - From SQL Server B¢
Al =z Create a connection to a SQL Server table. Import data
- into Excel as a Table or PivotTable report. -
A B N From Analysis Services E
1 :I (g Create a connection to a SQL Server Analysis Services cube, |
H - Import data into Excel as a Table or PivotTable report.
2 s From XML Data Import
3 ﬁ Open or map a XML file into Excel.
4 0N From Data Connection Wizard
5 2] Import data for an unlisted format by using the Data
6 — Connection Wizard and OLEDB.
7 )I From Microsoft Query
=] Import data for an unlisted format by using the Microsoft
8 — Query Wizard and ODBC.

If you have not already done so, you will need to create a Data Source connection to your
SedonaOffice database.
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TestSedona
Visio Database Samples®

Choose Data Source @

Databases l Queries | OLAP Cubes | 0

£

M ememle Motab oo 44 Cx

™ Use the Query Wizard to create/edit queries

Cancel
Browse...

Options...

i

To create the new Data Source:
1) Name the data source appropriately (Here we are using “SedonaOffice GL Data” but
the same connection can be used for all of your queries so you might want a more

general name).

2) Select ‘SQL Server’ as the driver to connect to the database.
3) Press the Connect button.

a. On the SQL Server Login Screen select the name of the SQL Server for

SedonaOffice.

b. Use “SedonaReports” as the Login ID, no password is needed.

c. Select the Options tab and select the name of your production SedonaOffice

database.
4) Press OK.

Create New Data Source

What name do you want to give your data source?
ISedonanfice GL Data

Select a driver for the type of database you want to access:
I SOL Server Ll

Click Connect and enter any information requested by the driver:

3. Plymouthdlarm

Select a default table for your data source [optional):
| =l

™ Save my user ID and password in the data source definition

@l 0K | Cancel I

x]

SedonaOffice
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Server. |[Iocal] LI oK |
™ Use Trusted Connection Cancel |
Login ID: |SedonaRepotls Help |
Password: l :
Options
Database: v
Language: I [Default) LI
Application Name: ]2007 Microsoft Office system
WorkStation [D: ]MKMLAPTDP

You now have an ODBC connection to your database.

Building a Query Using Excel and MS Query
Select the data source you have previously created to create the Query. Uncheck the “Use
the Query Wizard...” this will take you directly to Microsoft Query to create the Query.

Choose Data Source @

Databases I Queries | OLAP Cubes |
<MNew Data Source> A~

dBASE Files” A | Cancel |
Excel Files*

MKMLAPTOP Browse... I
MS Access Database®

Sedonalffice GL Data Options... I
test”

TestSedona g Delete
Visio Database Samples* v _I

QI [V Use the Query Wizard to create/edit queries

To begin, you need to select the Table file to use in the Query. Select the
“SO_Complete_GL_Total_YTD"” table. Then click Close.

SedonaOffice Page 18 of 55
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== Microsoft Query

File Edit View Format Table Criteria Records Window Help

BRI <[] &z T

*w Query from SedonaOffice GL Data

Add Tables

_I—I Table Add
SM_UserDef_, ~
SM_UserDef_3 | Cli
SM_UserDef_4 _ Cese |

$0_Complete_GL_Summary
SO_Complete_GL_Total

S0 _Complete GL Total YTD
SS_Account_Type -

S5_Audit_Table
Owner: | <aall> |
Database: | Plymouthdlarm ;I

The next step is to select the data fields and criteria for the data to be returned. Select all
the data elements in the Table. While it doesn’t really matter what order to display the
data fields, using the order as shown below will be more logical when viewed with Excel.

== Microsoft Query r-— rﬁ‘—‘ )
Fie Edt View Format Table Criterid Records Window Help

(S[=[@%) [ (#FlF) G F=[z] Ez (70 (@)

* = Query from SedonaOffice GL Data

———————————
SO, GL_Total YTD

Crtena Fiekd [YTD Net ‘[chd Year iFm:al Year
Value: [>30 >=2006 <2008

>

<

=l
rd4
<
=l
(=
g

YTD_Credit YTD_Net alance_R account Fi Year | Period Number |

1000 10000-10-000 2007 8
10000-10000 2007 9
10000-10-000 2007 10
10000-10-000 2007 n
1000010000 2007 12
1001010000 2006 0
10010-10-000 2006 1
1001010000 2006 2

Cast D
10000-10-000-2007-8  1000.0000
10000-10-000-2007-3 0000
10000-10-000-2007-10 0000
10000-10-000-2007-11 0000
10000-10-000-2007-12 0000 .0000
10010-10:000-2006-0  50000.0000 2500.0000 47500.0000 50000.0000
10010-10-000-2006-1 0000 .0000 .0000 500000000
10010-10:000-2006-2 0000 J

1000.0000

88888
8
g
g

T

8

8

:

g%g&%ﬁéé
i
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Since this table can contain thousands (or hundreds of thousands) of records, it is best to
use some criteria to limit the data that is returned.
Criteria Selections:
1) YTD_Net <> $0 - By selecting this option only data with values will be returned.
2) Fiscal Year >= 2006 - In this case only years 2006 and 2007 are needed so limit the
data to only these fiscal years.
3) Fiscal Year < 2008 - In this case since 2008 has been created we can remove these
entries since we are only reporting on 2006 and 2007.
4) Net_Amount <>$0 - This is included as an ‘OR’ selection. This is necessary to return
the Retained Earnings account (more on this later).

| | |
Criteria Field: [YTD Net | Fiscal Year [ Net Amount |
Value: [<>$0 »>=2006
or ($0 »=2006 <>$0

Now that we have completed the Query, click the Return Data icon, and the GL Data will be
returned to Excel.

== Microsoft Query

File Edit View Format Table Criteria Records Window Help

s7]¢¥] %] [v=] =] (2

“fice GL Data

SO_Complete_GL_Total YTD

®

account

29 10010-10-000-2007-9 0 19744 19744 50100 22364 27736 1 10010-10-000 2007

30 10010-10-000-2007-10 0 0 0 50100 22364 27736 1 10010-10-000 2007 10
31 10010-10-000-2007-11 0 0 0 50100 22364 27736 1 10010-10-000 2007 11
32 10010-10-000-2007-12 750000 0 750000 800100 22364 777736 1 10010-10-000 2007 12
33 10010-20-000-2007-9 750000 980 74595020 752425 5325 747100 1 10010-20-000 2007 9
34 10010-20-000-2007-10 0 0 0 752425 5325 747100 1 10010-20-000 2007 10
SedonaOffice’ Page 20 of 55
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Using Microsoft Access to Review Your Data

Why use Access instead of Excel? Excel has a row limit. The maximum number of rows you
can have in a spreadsheet varies with what version you use, from as little as 32,767 rows
for older versions to 1,048,576 rows in Excel 2007. This may seem like a lot of rows and
for most queries it will be sufficient. But, queries involving the GL_Register for a company
that has several years of history can easily exceed these limitations.

Excel treats all fields containing only numeric characters (0-9) as numbers unless prefaced
with a ‘ character. By treating things like postal codes as numbers postal codes starting
with a 0 are truncated. Thus a postal code of 01234 becomes 1234.

Finally, Access has a built in report generator. With Access you can make complex reports
with groups, subtotals, totals, etc.

*** Caution *** ONLY use SedonaReports for an ODBC connection to Access. Otherwise
changes you make in Access can change your SQL Server data and corrupt your
database.

Connecting Access via ODBC

When using an ODBC connection with Access you have two options on how to connect the
data; Import or Link.

When you Import data into Access, you create a copy of the data stored within the Access
database. This allows you to review the data when not connected to the database. Like
Excel, you have to periodically refresh the data to keep it up to date.

When you Link data to Access, the data remains in the SQL Server but Access can use it in
queries and reports. This method constantly refreshes as the data in the SQL server
changes but it will not function if it is disconnected from the SQL Server.

Choose the External Data tab. Then choose More. Finally choose ODBC Database.

Home Create External Data Database Toaols

:;j @ @ JJJ:;I o= Text File ;‘:j -

¥ ¥ML File ||

Saved Access  Excel SharePoint Saved Excel ShareFoint
Imports List ?;j Mare *| || Eyports List

Import ODBC Database
Import or link to an ODBC
Database, such as SQL Server.
HTML Document
Import orlink to an HTML
Document
Outlook Folder
Import or link to an Outlook
folder
dBASE File
Impaort or link to a dBASE file

¥.

All Tables

Paradox File

Import or link to a Paradox
file

Lotus 1-2-3 File

Import a Lotus 1-2-3 file

a T By G S Bk

B2
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Choose Import or Link and then click OK.

Select the source and destination of the data

Spedfy 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.

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

source and vice versa.

S 0 0N

If the specified object does not exist, Access will create it. If the specified object already exists, Access will append a number to the
name of the imported object. Changes made to source objects (induding data in tables) will not be reflected in the current database.

Access will create a table that will maintain a link to the source data. Changes made to the data in Access will be reflected in the

Get External Data - ODBC Database 20 XS

] [ Cancel

Choose your Data Source.

File Data Source | Machine Data Source |

Look in: IDEﬁa Sources ;I ﬂl

?| Manitou_Canv dsn B | SQL2000Server dsn
" | NewFields.dsn B | SQL2005Server dsn
" |Perennial Customers.dsn B | Temp dsn

" | SandBowx.dsn

" Sedona Development dsn

DS Name:

Select the file data source that describes the driver that you wish to connect to.

You can use any file data source that refers to an ODBC driver which is installed
on your machine.

QK I Cancel Help
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Then choose the tables you wish to Import or Link and click OK. You can choose multiple
tables but do not select all. Access is not as large or as powerful as SQL Server. Choosing

all will probably crash Access.

Import Objects

Tables

N

B

h (0

dbo. AR _Credit_auto
dbo.AR_Credit_Detail
dbo.AR_Credit_Item
dbo.AR._Credit_Item Tax
dbo.AR_Customer
dbo.AR_Customer_Aging
dbo.AR_Customer_Aging_Invoice
dbo.AR_Customer_Aging_RetroActive
dbo.AR._Customer_Bank
dbo.AR_Customer_Bill
dbo.AR_Customer_Bill_Aging
dbo.AR._Customer_CC
dbo.AR_Customer_Contact

dbo. AR _Customer_EFT
dbo.AR._Customer_Equipment
dbo.AR._Customer_Group

dbo. AR _Customer_Item
dbo.AR_Customer_Motes
dbo.AR_Customer_Recurring
dbo.AR._Customer_Relation
dbo.AR_Customer_Site

dbo. AR _Customer_Site_Ttem
dbo.AR._Customer_Site_Userdef
dbo.AR._Customer_System
dbo.AR._Customer_System_Userdef
dbo. AR _Customer_Userdef
dbo.AR_Cycle
dbo.AR_Cycle_Branches

& O

Cancel

Select Al

Deselect Al

|

If you chose to Link, you will be asked to “Select Unique Record Identifier”. This is always

the top item in SedonaOffice.

Select Unique Record Identifier

Fields in table 'dbo_AR_Branch':

Branch.Id

Branch_Code
Description
Last_Cyde_Id
Inactive
AlternateAddress_Id

GL_Code J

|

To ensure data integrity and to update records, you must
choose a field or fields that uniguely identify each record.
Select up to ten fields.

e Do)

If you chose Import, when the operation is complete a window will be displayed showing
the success of the operation. Here you can also Save the steps you just completed so that
refreshing the data will be easier.
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Get External Data - ODBC Database e
Save Import Steps ‘ ', 7 N

All objects were imported successfully.

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

|:| Save import steps

Your tables will then be accessible in Access. You may mix Import and Link in the same
Access database. In the example, [ have Imported several customer tables and linked the
branch table. Notice the different icons for imported versus linked tables. The highlighted
table is the linked branch table.

Import

All Tables AR
dbo_AR._Customer
E dbo_AR_Customer : Table
dbo_AR._Customer_Bill -3
E dbo_AR_Customer_Eill : Table
dbo_AR_Customer_Recurring 2
FH dbo_AR_Custeme—Returring ...
dbo_AR_Customer_Site -3
FH dbo_AR_Customer Site: Table
dbo_AR_Customer_System -3
E dbo_AR_Customer_System: T..
dbo_AR_Branch -3
*@ dbo AR Branch

»

SedonaOffice’ Page 24 of 55

The #1 Financial Software for Security Companies



2014 SedonaOffice Users Conference Data Mining 1
Marco Island, Florida Presented By: Matt Howe

Writing a query with Access
Click on the Create tab and then on Query design.

Sample : Database (Access 2007) - Microsoft Access

Home Create External Data Database Tools (Z]

fl E j E E Te=] [l PivotChart E fe=| [ Labels =] Eﬁ @
===| == 0= H £
o == = "] Blank Form ] f_| Blank Report ™= 2N ol
Table Table SharePoint Table Form  Split Multiple m Report

Fo Report Query Query
&2 report wizara Design | Wizard Design
Tables Forms Reports Other

]

Templates~  Lists~  Design Form  Items E_EI More Forms = pesign

Choose the tables you wish to include in your query. A table can be selected more than
once if you need to join it to more than one Id. For our example we are going to choose all
of the tables.

ﬁow Table L% | 2% |

Tables | Queries | Both

dbo_AR_Branch
dbo_AR_Customer
dbo_AR_Customer_Bill
dbo_AR_Customer_Recurring
dbo_AR_Customer_Site
dbo_AR_Customer_System

[ Add ][ Close ]

Delete all of the joins that access automatically creates.
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dbo_AR_Branch
*

% Branch_Id
Branch_Code
Description
Last_Cyele_Id
Inactive

GL_Code

AlternateAddress_I

dbo_AR_Customer
®
Customer_Id
Customer_Numl
Customer_Statul
Customer_Type_|
Collection_Staty
Drealer_Id
Owned_By_Dea
Salesperson_Id
Term_Id
Tax_Exempt_Nuw
Elanket_PO
Elanket_PO_Exp
Old_Customer_|
Total_RMR
OK_To_Incr_Dat
Mo_Late_Fees

DT,

&

Customer_Id
Commercial
Honaorific
First_Name
Last_MName
Middle_Initial

Address_1
Address_2
Address_3
GE_Tablel_Id
GE_Table2_Id
GE_Table3_Id
GE_Tabled_Id
GE_Table5_Id

dbo_AR_Customer_Bill

Customer_Bill_I[ |

Business_Mame

T e de Pl

Y

b
a

Create the joins according to the structure of SedonaOffice. In this case
AR Branch.Branch_Id to AR_Customer.Branch_Id and AR_Customer.Customer_Id to
AR _Customer Bill.Customer _id.
We are going to create a mailing list, so we need to drag the name and address information
to the lower pane. We are also going to drag down the branch code so we can sort on

branch.

dbo_AR_Branch

*

7 Eranch_Id
Eranch_Code
Description
Last_Cycle_Id
Inactive
Alternatedddress_I
GL_Code

dbo_AR_Customer

&

| »

/]

Customer_Id
Customer_MNuml
Customer_Statu
Customer_Type._
Collection_5taty
Drealer_Id
Owned_By Dea
Salesperson_Id
Term_Id
Tax_Exempt_MNuw
Elanket_PC
Elanket_PO_Exg
Old_Customer_|
Total_RMR

dbo_AR_Customer_Bill

O Ui

GE_Tabled_1d
GE_Table5_1d
Zip_Code_Plus4
Country_Id
Phone_1
Phone_2

Fax

E_Mail Ll
GE1_Descriptior
GE2_Descriptior
GE2_Short
GE3_Descriptior
GE4_Descriptior
GES_Descriptior

s

Is_Primary
OFK_To_Incr_Dat .
Mo Late F Inactive
. o_ma IE— eesl Branch_Id =
4w
Field: |Business_MName Address_1 GE1_Description GE2_Short GES_Description Branch_Code E|
Table: | dbo_AR_Customer_Bi dbo_AR_Customer_Bi| dbo_AR_Customer_Bi| dbo_AR_Customer_Bi| dbo_AR_Customer_Bi| dbo_AR_Branch
Sort:
Show: B
Criteria:
ar
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Address_1 may not be all of the address information needed, but if there is no address_2 we
don’t want to add a blank line. So we create a formula. Click in the Address_1 cell and then
click On the formula button.

] @ @ IIJ' E::' ﬁ E f‘\' D Union -L‘Ffl ZalnsertRows 3 Insert Columns
L] [ ] L] ioe -
n 5

- »‘ Pass-Through = Delete Rows }'u Delete Calumns
+  Ru elect | Make Append Update Crosstab Delete Show .
Table Iki Data Definition Table °3\ Builder E&I Return: | All =
2sults Query Type
3] Queryl
dbo_AR_Branch dbo_AR_Customer dbo_AR_Customer_Bill
. . n S uie_aa
9B h 1d cust W GE_Table4_Id
B'a”ch—c 4 Cust"me'—w ! GE_Table5_Id
ranc. . ade ustamer_Mum Zip_Code_Plusé
Description Customer_Statu
Last_Cycle_Id Cust T Country_Id
as - yele] us orqer_ ype, ]| Phone 1
Inactive Collection_Stati| =
Phone_2
AlternateAddress_I Dealer_Id Fax -
GL_Code E]bltrned_By_DIila E_Mail Ll
Ta es;;:rson_ GE1_Descriptior
TermE_x N GE2_Descriptior
Bal"-k Etmppo- U GE2_Shart
Blanket_F‘O Ex GE3_Descriptior =
Oladn Ce _t - FI GE4_Descriptior
- -ustomer GES_Descriptior
Total_RMR i
- Is_Primary
OF_To_Incr_Dat )
Mo_Late_Fees Inactive =
T | Branch_Id =
< fu)
Field: | Business_Mame Address_1 ElGEl_Descriptic-n GE2_Short GE3_Description Branch_Code
Table: | dbo_AR_Customer_Bil dbo_AR_Customer_Bi| dbo_AR_Customer_Bi dbo_AR_Customer_Bi| dbo_AR_Customer_Bi| dbo_AR_Branch
Sort:
Showr:
Criteria:

an

Enter the following into the builder window.

Address: [dbo_AR_Customer_Bill]![Address_1] & lIf([dbo_AR_Customer_Bill]![Address_2]=
""" Chr$(13) & Chr$(10) & [dbo_AR_Customer_Bill]![Address_2]) &
[If([dbo_AR_Customer_Bill]![Address_3]="","",Chr$(13) & Chr$(10) &
[dbo_AR_Customer_Bill]![Address_3])
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-

I‘

EE / *| 8] => <<>| And or Net Like| ()|

(2 Addresses
(= Tables
(3 dbo_AR_Branch
(1 dbo_AR_Customer
=Yoo AR Customer Bl
(32 dbo_AR_Customer_Recurring
(1 dbo_AR_Customer_Site
(1 dbo_AR_Customer_System
3] Queries
[ Forms
(3] Reports
(¥ Functions
(3 Constants
(2 Operators
(1 common Expressions

Customer_Bill_Id
Customer_Id
Commerdial
Honorific
First_Name
Last_Name
Middle_Initial
Business_Name
Address_1
Address_2
Address_3
GE_Table1_Id
GE_Table2_Id
GE_Table3_Id
GE_Table4_Id
GE_Table5_Id
Zip_Code_Plus4
Country_Id
Phone_1
Phone_2

E_Mail
GE1_Description
GE2_Description
GE2_Short
GE3_Description
GE4_Description
GES_Description
Is_Primary
Inactive
Branch_Id

<Value>

Expression Builder l ?| R
‘Address: [dbo_AR _Customer_Bill]! [Address_1] & IIf([dbo_AR _Customer_Bill]![ WL&%' ,Chr$(13) & Chr$(10) & OK
[dbo_AR_Customer _Bill]! [Address_2]) & IIf{[dbo_AR_Customer_Bill]! [Address_3]="",",Chr$(13) & Chr$({10) & [dbo_AR_Customer_Bill]! [Address_3]) Cancel

| Undo |
Paste | Help |

Click view to test our results.

Home

Results

Create

SedonaOffice
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Business_Name - Address + | GE1_Description - | GE2_Short - |GE3_Descrip ~ |Branch_Codi =

N/A NJA N/A NfA

George Washington 1234 Mount Vernon Lane Colorado Springs co 80919
John Adams 5411 2nd Street Colorado Springs co 80919
Mega Mart 2154 Mountain Springs Road Colorado Springs co 80919
Mega Mart #200 7415 Union Blvd Colorado Springs co 80919
John Wayne 4521 Mountain View Terrace Colorado Springs co 80919

Apartment #315

Roy Rogers 7411 Bullet Lane Colorado Springs co 80919
Gene Autry 7466 Carter Vall[kRmad Colorado Springs co 80919
Clint Eastwood 12445 Happy Acres Drive Colorado Springs co 80919
Andrew Marriott 123 Main Street Colorado Springs co 80919
Rocky Mountain High School 421 Falcon Way Colorado Springs co 80919
TELUS 1234 Main Street Colorado Springs co 80919
Win-Pak 421 Windchime PI Colorado Springs co 80919

e ~~  annan

Main Division

Major

Major

Major

Major

Major

Major

Major

Major

Major

Major

Major

Major

Now, let’s remove the N/A row and add a method to select which branch we want.
Under business_Name add <>"N/A”. Then under Branch_Code add =[Select Branch].

dbo_AR_Customer_Bi

<= TNJAT

5 ®

Business_Mame Address: [dbo_AR_Cu| GE1_Description GE2_Short GE3_Description
dbo_AR_Customer_Bi dbo_AR_Customer_Bi| dbo_aAR_Customer_Bi

Now when we return the results we are asked to select a Branch.

Enter Parameter Value |_¥ XS

Select Branch

[ OKm [ Cancel ]

Entering a branch we get results with no N/A.

Branch_Code
dbo_AR_Branch

=[Select Branch]
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Business_MName o

TELUS

Dealer X

George Washington
John Adams
Mega Mart {n;
Mega Mart #200

John Wayne

Roy Rogers

Gene Autry

Clint Eastwood
Andrew Marriott

Rocky Mountain High School

Win-Pak

Address
1234 Main Street

1234 Main Street

1234 Mount Vernon Lane
5411 2nd Street

2154 Mountain Springs Road
7415 Union Blvd

4521 Mountain View Terrace
Apartment # 315

7411 Bullet Lane

7466 Carter Valley Road
12445 Happy Acres Drive
123 Main Street

421 Falcon Way

421 Windchime PI

Creating a Report with Access

-

GE1_Description -
Colorado Springs

Colorado Springs

Colorado Springs

Colorado Springs

Colorado Springs

Colorado Springs

Colorado Springs

Colorado Springs

Colorado Springs

Colorado Springs

Colorado Springs

Colorado Springs

Colorado Springs

GE2_Short - |GE3_Descrip - |Branch_Codi ~

co

co

co

co

co

co

Cco

co

co

co

co

co

Cco

80919

80919

80919

80919

80919

80919

80919

80919

80919

80919

80919

80919

80919

Major

Major

Major

Major

Major

Major

Major

Major

Major

Major

Major

Major

Major

Displaying the results on the screen is useful but Access allows us to create reports. The
report we are going to create will be used to create mailing labels.
First make sure the new query you created is selected and then launch the label wizard.

All Access Objects -

4

Tables
dbo_AR_Customer

Lk

dbao_AR_Customer_Eill

dbo_AR_Customer_Site

=
=
=
= dbao_AR_Customer_System

'@

dbo_AR_Branch

b

dbo_AR_Customer_Recurring

Queries
'ﬁj Addresses

»
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Sample : Database (Access 2007) - Microsoft Access

- Home Create External Data Database Tools
il E ] E:_EI — . fil3) PivotChart @ E:u = Labels & @
= = __|BlankForm == f_| Blank Rep e R
Table Table SharePoint Table Form  Split  Multiple Form Report Query Query Macro
Templates =  Lists=  Design Form  [tems EIMWE Forms ~ pasign &REDUVEW'ZE’ Desi ard Design =

Tables Forms Reports Other

Choose your label. You can choose by the form number if you bought labels from a major
manufacturer or just choose a label of the same size as the ones you are using.

Label Wizard [\

Iax™
This wizard creates standard labels or custom labels.

What label size would you like?

— i
— ] O f 12
If’ §| ’§ Product number: Dimensions: Number across:
— §| |§ 8167 1/2"x 13/4" 4 R
\_—_g; ‘e 8186 35X 33 3
= § 2 L
— ¢ 12 8253 2'x4 2
== H IS, 34555 {4 3 -
- <
w Unit of Measure Label Type
@ English () Metric @) Sheetfeed () Continuous
Filter by manufacturer: Avery E]

Choose your font.
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e ——
What font and"color would you like your text to be?
Text appearance
Font name: Font size:
el El o [
Font weight: Text color:
[Normal E _ [E]
Italic Underline
| cancel | | <Back | mext> | | moen

Setup the fields how you want them to appear on the label.

o W, —

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:
Address - {Business_Name}
GE1_Description {Address}
GE2_Short

{GE1_Description} {GE2_Short} {GE3_Description}

GE3_Description

1 [

G ) [C<me e ) (Lo ]

Select any fields you want to sort on. Here I've selected the GE3_Description so we can get
a presorted discount from the post office.
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Label Wizard

You can sort your labels by one or more fields in your database. You might

Al

b | e want to sort by more than one field (such as last name, then first name), or by

° < o

s s just one field (such as postal code).

$-2 12

g 3 Which fields would you like to sort by?

o 1o

§1 3 2 Available fields: Sort by:

| °

m Business_Name GE3_Description
Address
GE1_Description
GE2_Short

Branch_Code

R )

| cancel | |

A
5
Q

I Next > ] [ Finish

Give your report a name and save it.

Label Wizard

What name would you like for your report?
Labels Addresses

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.

I R

Click Finish and see a preview.
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Win-Pak
421 Windchime PI
Colorado Springs CO 80919

Clint Eastwood
12445 Happy Acres Drive
Colorado Springs CO 80919

John Wayne
4521 Mountain View Terrace

Apartmemt# 315
Cnluradurl}prings CO 80919

John Adams
5411 2nd Street
Caolorade Springs CO 80919

TELUS
1234 Main Street
Caolorade Springs CO 80919

Rocky Mountain High School
421 Falcon Way
Colorado Springs CO 80919

Gene Autry
7466 Carter Valley Road
Colorado Springs CO 80919

Mega Mart #200
7415 Union Bivd
Colorado Springs CO 80919

Gearge Washington
1234 Mount Vernon Lane
Colorade Springs CO 80919

Andrew Marriott
123 Main Street
Colorado Springs CO 80919

Roy Rogers
7411 Bullet Lane
Colorado Springs CO 80919

Mega Mart
2154 Mountain Springs Road
Colorado Springs CO 60919

Dealer X
1234 Main Street
Colorade Springs COC 80919

Creating a Grouped and Sub Totaled Report
First we will need some additional data. Again select the ODBC database import item. Add
these additional tables:
e SV Service Ticket
e SV Problem
e SV _Resolution
e AR Invoice
e SV Service Tech
* SY_Employee
Create a new Query and add these tables.
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Tables |Queries I Both |

dbo_AR_Branch
dbo_AR_Customer
dbo_AR_Customer_Fill
dbo_AR_Customer_Recurring
dbo_AR_Customer_Site
dbo_AR_Customer_System
dbo_AR_Invoice

Add Close

Link the tables as shown.

dbo_SV_Service_Ticket dbo_SV_Problem dbo_AR_Invoice
® L, ® *
Service_Ticket_Id W Prablem_Id Invoice_ld
Ticket_Status Problem_Code Type_ISCO
Ticket_Number Description Invoice_Number
Customer_Id Estimated_Time Customer_Id
Customer_Site_Id Inactive Customer_Site_Id
Customer_System_Id Priority_Id Invoice_Date
Multiple_Systems Expertise_Level Issue_Date
Creation_Date i Is_Master / Category_Id
Requested_By J AR_Account_Id
Requested_By_Phone Amount
Problem_Id dbo_SV_Resolution Credit
Scheduled_For * Payment
Last_Service_Tech_1d »—/ Resalution Id Met_Due
Estimated_Length f Resolution_Code Tax_Amount
Resolution_Id Descriptiun_ Term_Id
Billable Billable Advance_Deposit
Billed 1 Inactive PO_Number
Equipment_Charge Salesperson_Id
Labor_Charge Department_Id
Other_Charge Job_Id
TaxTotal Invoice_Description_Id
FieldComments Service_Start_Date
Regular_Hours Service_End_Date
Overtime_Hours Payment_Date
Holiday_Hours Memo
Trip_Charge Last_Aging_Bucket
Invoice_Id Register_Id
Regular_Rate IsFinanceCharge
Overtime_Rate IsTaxable
Holiday_Rate L1 Alternate_TaxGroup_Id
= - In Print Queue

I3

dbo_SV_Service_Tech
*
Service_Tech_Id
Emp_or_Vendar
Employee_Id
Vendor_ld
Service_Company_Id
Inactive
‘Warehouse_Id
Address 1
GE_Tablel_Id
GE_Table2_Id
GE_Table3_Id
Country_Id
Address_2
Address 3
GE_Tabled_Td
GE_Table5_1d
Zip_Code_Plus4
Service
Installer
RegularPayRate
OvertimePayRate
HolidayPayRate
Expertise_Level
Install_Company_id
Text_Message_Address

Add these fields.
* dbo_SY_Employee.Employee_Code
e dbo_SV Service_Ticket.Ticket Number
e dbo_SV _Problem.Problem_Code
e dbo_SV_Resolution.Resolution_Code

* dbo_SV_Service_Ticket.Equipment_Charge

* dbo_SV_Service_Ticket.Labor_Charge

dbo_SY_Employee
®
Employee_Id
Employee_Code
Employee_Type_ld
First_Name
Last_Name
Middle_Init
Social_Security
Department_Id
Supervisor_Id
UserCode
Receive_Inventory
Inactive
Branch_ld
Category Id
Payroll_Account_Id
Is_Salary
Salary
Regular_Rate
Overtime_Rate
Payroll_File_No
Entered_By
Entered_Date
Updated_By
Updated_Date
Hire_Date
Termination_Date
Overtime_Mult
User_Id
Supervisor_Commission_Pctg
Job_Approval_Group_Id
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* dbo_SV_Service_Ticket.Other_Charge

* dbo_SV_Service_Ticket.Trip_Charge

e dbo_AR _Invoice.Invoice Number

e dbo_AR_Invoice.Amount

e dbo_SV Service_Ticket.Ticket_Status

e dbo_SV Service_Ticket.Service Ticket_Id
Now we need to create a calculated field. We want a field that will be the sum of all of the
charges on the ticket. So open the Build dialog and enter these fields.

* dbo_SV_Service_Ticket.Equipment_Charge

* dbo_SV_Service_Ticket.Labor_Charge

* dbo_SV_Service_Ticket.Other_Charge

* dbo_SV_Service_Ticket.Trip_Charge

TicketTotal:

[dbo_5V_Service_Ticket]! [Equipment_Charge] +[dbo_5V_Service_Ticket]![Labar_Charge] +

[dbo_sV_Service_Ticket]![Other_Charge] +[dbo_SV_Service_Ticket]![Trip_Charge] CLCEI
Urda |
+ -/ *|a|=> << and or not tke| ()] paste | Help |
ServiceBilled Employee_Code <Value =
(3] Tables Ticket_Mumber
- Problem_Code
% SUEHES Resolution_Code
orms

Fouinment Charne

And select OK.
Also add criteria for Ticket_Status and Service Ticket_Id.

Ticket_5tatus Service_Ticket_Id
dbo_5V Service_Ticke| dbo_ 5V _Service_Ticke

O O
"L <=l

Save the query as ServiceBilledQ. Create a new report and select ServiceBilledQ as the data
source, select all of the fields and press next.
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Which fields do you want on your report?

You can choose from maore than one table or query.

Tables/Queries

|Query: ServiceBilledQ |

Available Fields: Selected Fields:

Resolution_Code :I
Equipment_Charge

Labor_Charge

Other_Charge

Trip_Charge

TicketTotal

= Invoice _Mumber

Al ]

Cancel | = Back | Mext = | Einish

We are going to group by Employee_Code. Select the right pointing arrow while
Employee_Code is highlighted. The result should look like the image below.

Do you want to add any grouping
levels? Employee_Code

Ticket_Mumber, Problem_Code,
Resolution_Code, Equipment_Charge,
- i| Labor_Charge, Other_Charge,

Problem_Code Trip_Charge, TicketTotal,
Resolution_Code _l Invoice_Mumber, Amaount
Equipment_Charge <
Labor_Charge
Other_Charge LI

Trip_Charge S
TicketTotal P
Invoice_Mumber >
Amount ;I _I
Grouping Options ... | Cancel < Back Mext = Einish
- e Page 37 of 55
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Press Next. We want to sort the tickets by Ticket_Number for each Service_Tech which we
can do on the next page of the wizard.

What sort order and summary information do you want for detail records?

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

1 |nd<.et_Nurnber -] Ascending |
2 | ~|  Ascending |
3 | d Ascending |
4 I | Ascending |

Summary Options ... |

Cancel < Back | Mext = | Finish

Select Finish. A preview of the report will display. Close the preview for now and you will
get the report designer. We can now make changes to the basic report to suit our needs.
Click on any blank spot on the report to deselect everything. Now select the
Employee_Code label.

SRR RN R KRN

J # Report Header

..... e e e e E e

N
J ¥ Employee_Code Header
J

# Detail

-| # Paqe Footer
Delete the label. If you delete the Field just drag it back from the fields list. Continue moving

fields till your layout looks like the image below.
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R T T T e T R

J & Report Header

J # Page Header

J & Employee_Code Header

Now we are going to add subtotals. Select the TicketTotal field in the report detail section,
then choose the Totals menu and Sum in the Design bar.

Design Arrange Page Setup

[m HH = width 5] Title

B m Sum == Style “1' |9 Page Numbers

Group Logo ]

& Sort Average & Color EDate and Time
Groy ines

Count Records

Count Values -

Max

hin

Standard Deviation

Variance

Do the same for the Amount field from the invoice. We will now have a subtotal by service
tech and a grand total for all service techs.
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g [T,

e Py
:| Equipment_Chaneg L

L R | (B LR

DR [Tkt B

And then in the Properties dialog, choose “Currency” for the format.

Property Sheet 4
Selection type: Multiple selection

! [

Format | Data | Event | Other | anl |

Format
Decimal Places
Visible
Width
Height 0.1875"

Add a line above the subtotals and set it to black. Add one line above and two lines below
the grand total and set their color to black. Save the report and preview it.
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ServiceBilledQ
Ticket # Problem Equipment Labor Other Trip Invoice #
Resolution Ticket Total Amount
Barney Barber
7007 Keypad Trouble 554210 5770.00 50.00 50.00 51,007.00
Add Equipment $1,312.10 51,393.60
$1,312.10 $1,393.60
Ben Bainbridge
J000 Keypad Trouble 5275.85 530.00 565.00 565.00 51,001.00
Replace Equipment 543585 5397.06
T001 Inspection 52202 590.00 565.00 565.00 $1,003.00
Insp Comp. 5242.02 5179.11
7016 Keypad Trouble 50.00 $0.00 50.00 50.00 $0.00
Replace Equipment 50.00 50.00
S677.87 $576.17
Cain Cabe
7013 Keypad Trouble 5125.00 530.00 565.00 565.00 51,014.00
Replace Equipment %285.00 523188
7014 Keypad Trouble 5202.20 590.00 565.00 565.00 51,038.00
Replace Equipment 542230 $376.41
5707.20 5608.29
$2,607.17 $2,578.06

There are a number of improvements that could be added to the report. The title should be
changed. Dates could be added. Perhaps some additional Customer information could be
included.

In this report we have learned how to group and total. We have learned how to expand the
detail section to show more data than will fit on one line.

Using SedonaOffice Data in a Microsoft Mail Merge

Now we will create a mail merge using Access and Word. For our example, let’s create a
query of customers that do not have a service contract and were charged for a service call
last year. From this data we will create letters offering these customers a service contract.

Creating the List of Customers
We will use the query we created in our last example as a starting point. Open the
ServiceBilledQ query from the last example and save it as MailMergeQ.
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®H=‘
F

7 Open

@ Convert
H Save

H Save As

Again select the ODBC database import item. Add these additional tables:
* AR_Customer_Recurring

e

* AR Item
Then, using the table list, add these tables to the new query:

e AR _Item
Remove these tables:

4l

Cluery Tools

=

AR_Customer
AR_Customer_Bill
AR_Customer_Recuurring

SV_Problem
SV_Resolution

e SV Service_Tech
* SY_Employee
Link the tables as shown:

—] Save Object As
Save the current database object as a new

AN

Save the database in another format

ff—‘ Access 2007 Database
E-"J

Save a copy that will be compatible with
Access 2007,

object.

Save the current database object

@_H Access 2002 - 2003 Database

4
1_‘% ZraInsert Rows
=" Delete Row:
Show
In | Table _':::\Buil-:ler

Que

£ ServiceBilled))

dbo_SV_Servic

&

Service_Tit
Ticket_5tal
Tirkat B

dbo_AR_Customer

Customer_Id

¥ customer_Humber
Customer_Status_ld
Customer_Type_ld
Collection_Status_Id
Dealer_ld
Owned_By_Dealer_Id | =
Salesperson_Id
Term_ld
Tan_Exempt_Num
Blanket_PO
Blanket PO_Expire
Oid_Customer_Numbe.
Total_RMR
OK_To_Incr_Date
Mo_Late_Fees
Mo_Statements
Last_Statement_Date
StatementBalance
Print_Sites_On_Bills

Print Statements b4

d

Add and remove fields till you have this list:
AR_Customer.Customer_Number
AR_Customer_Bill.Business_Name
AR_Customer_Bill.Address_1

e CSZ

dbo_AR_Customes_Bill

Customer_Bill_ld
Customer_id
Commercial
Henarific
First_Name
Last_Name
Middle_Initial
Business_Name
Address 1
Address_2
Address 3
GE_Tablel 14
GE_Table2 1d
GE_Table3_ld
GE_Tabled_ld
GE_Table5 _1d
Zip_Code_Plusd
Country_ld
Phone_1
Phone_2

Fax

dbo_SV_Service_Ticket

Service_Ticket_id
Ticket_Status
Ticket_Number
Customer_td
Customer_Site_ld
Customer_System_Id
Muttiple_Systems
Creation_Date
Requested By
Requested_By_Phone
Problem_ld
Scheduled_For
Last_Service_Tech_Id
Estimated_Length
Resolution_ld
Billable

Billed
Equipment_Charge
Labor_Charge
Other_Charge
TaxTotal

—

dbo_AR_Invoice
g a
Invoice_Id
Type_J5C0 Customer_Id

¥ Invoice_Number

Customer_td
Customer_Site Id  |= Ttem_ld
Invoice_Date Bill_Cycle
Issue_Date Bill_Month
Categony_ld
AR_Account Td
Amount Cyde_End_Date
Credit Last_Cycle_Date
Payment Next_Cycle_Date
Met_Due Pending_Amt
Tax_Amount Job_ld
Term_id Cancelled
Advance_Deposit
PO_Mumber
Salesperson_Td Master_Ttem_Id
Department_Id External_Link
Job_td s Master_Account_ld
.................. [T ——

dbo_AR_Customer_Recurring
Customer_Recurring_ld

Customer_Site_ld
Customer_System_d

Monthly_Amaunt

Cycle_Start_Date

Cancelled_RMR_Tracking,
Last_Rate_Increase

-

-

Trem_ld

¥ em_code
Destription
Account_td
Taxable

dbo_AR_ftem

Default_Rate
Unit_Of_Measure_I
Sub_Ttem_Of
Tem_Type_Id
Tnactive
Category_ld
Job_Expense_Type
Mon_Deferred_Incc
rowguid
Sales_ltem
Deferred_Account_
Expense_Type_ld
Default_Cost
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¢ AR Invoice.Amount

e AR Customer_Bill.Customer Bill Id

e SV ServiceTicket.Creation_Date

e AR Item,Item_Code
Name the Business_Name field “Name” and the Address_1 field “Address”. The CSZ field is a
calculated or formula field. You create it with the Builder function.

— =" Delete Rows W' Delete Columns | 'jT:
Show . . Totals -
Tahle \ Builder B2 Return: |All =~ [21 P:
¥, etup Show,
dbo_AR_Customer_Bill dbo_SV_Service_Ticket
® ) | &
Customer_Bill_Id Service_Ticket_Id
Customer_Id Ticket_Status
Expression Builder @
CSZ: [dbo_AR_Customer_Bill]! [GE1_Description] &' ' & [dbo_AR._Customer_Bill]![GE2_Short] &'' & Ok
[dbo_AR_Customer _Bill]! [GE3_Description] & If{IsMull{[dbo_AR_Customer_Bill]! [Zip_Code_Plus4]) Or Cancel
[dbo_AR _Customer _Bill]'[Zip_Code_Plus4] =",","" & [dbo_AR _Customer_Bill]! [Zip_Code_Plus4])

Undo
F =|ﬁ = > << And Or Mot Like |ﬂ Paste Help

Customer Number  <ake>
(¥ Tables Mame
3] Queries Address
C5Z
(¥ Forms Amount
E3] Reports
(& Functions
1 Constants
58 Operators
{23 Commen Expressions

This formula could be simpler but [ added an IIf function to format the City State and Zip
differently if there was a Zip Plus 4. Add the following “Where” entries:

L Amount: Amount Customer_Bill_Id Creation_Date Item_Code
dbo_AR_Invoice dbo_AR_Customer_Bi dbo_SV_Service_Ticket dbao_AR_ltem
[ [ [
<=0 <=1 =»=CDate(01/01/20107) And <=CDate(01/01/20117  Is Mull
<=0 =1 »=CDate(01/01/20107) And < =CDate("01,01,/20117) <> "Service Contract”

Under the item code we have the “Is Null” check which is true if they have no
AR_Customer_Recurring records and the <> “Service Contract” which is only true if they do
not have a Service Contract. Of course this will have to be changed to the code or codes that
you use for service contracts. Finally turn on grouping.
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S Insert Rows J,f Insert Columns z 'ﬁ;Pr-Jperty Sheet
K Delete Rows 3 Delete Columns % Table Mames

- Totals | 5
» Builder 2 Return: |All - arameters
Cluery Setup Hide

Unlike the last report, here we want to use some of the special features of grouping. So for
each column, select the grouping actions as follows:

Field: | Customer_Number MName: Business_Nami Address: Address_1 | CSZ: First([dbo_AR_Cv. Amount: Amount Customer_Bill_Id Creation_Date Item_Code
Table: |dbo_AR_Customer | dbo_AR_Customer_Bi| dba_AR_Customer_Bi dbo_AR_Invaice dbo_AR_Customer_Bi dbo_SV_Serviee_Ticket dbo_AR_ftem
Total: | Group By First First Expression Sum Where Where Where

Let’s discuss these options. “Group By” is the default and basically it says create a record
for each unique row. “First” means to not create a record for each unique row, but create a
record only for the first row generated for that group. Notice that “First” can be either in
the Total row or in the formula as it is in the CSZ column. When this appears in the formula,
then “Expression” is used on the total line to show that the option is in the Formula. “Sum”
means to create a sum of the values rather than a separate record or row for each value.
This allows us to get a record with the sum of all of the invoices rather than a record for
each invoice. Finally we have the “Where” option. This tells the query not to create a row
based on these values but to use these values to see if it is included at all. Thus we can
exclude invoices from other years, people with service contracts or people that did not
receive an invoice. Once this is completed, save your query, and open Word.

Creating the Letter

[ like to start my mail merges by creating my letter as if it were not a mail merge. [ used a
template downloaded from Microsoft as my base letter. Below is the basic letter after |
modified the Microsoft template:

Sandbox Alarm Company

1234 Main St

Plymouth, MI 48170

January 8, 2011

[Company Name]
[Street Address]
[City, ST ZIP Code]

[Recipient Name]:

Our records show that last year you were invoiced $0.00 for service calls. You might like to
know more about our service contract, which covers the cost of parts and labor for normal
repairs. The actual cost varies, depending on your alarm system, but it is usually less than the
time and materials costs of a service call without a service contract.
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Mr. Jonathan Haas, the professional responsible for your alarm installation, will be happy to

meet with you and give you a free estimate.

Sincerely,

Mathew S. Howe
General Manager

Now, go to the mailings tab and choose “Start Mail Merge” and “Letters”:

[e=ssa _—
il
- Home Insert Page Layout References Mailings Review View Add-Ins
2 LD S
o = Match Field
Envelopes Labels Start Mail Select Edit Highlight Address Greeting Insert Merge
Merge ~ |Recipients = Recipient List || Merge Fields Block  Line Field #] Update Lab,
Create |E| Letters I Write & Insert Fields
E s E-Maill\-‘lessages\ S
=1 Enyelopes...
— I___-] Labels...
E Directory
@ Mormal Word Document
E;g Step by Step Mail Merge Wizard..,

Sandbox Alarm Company
1234 Main St

Next choose your recipients:
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(On) 9 -0 =
Wiciaa
Insert

Start Mail Edit Highlight
Merge ~ |Recipients =| Recipient List

Home References

Page Layout

Mailings

Envelopes Labels

Create Type New List... i

Review

View

Y = =
g = === =
Address Greeting Insert Merge

Merge Fields EBlock Line
‘Write & Insert Fields

Add-Ins

=? Rules

2 Match Fi

.z Match Fields .
2] Update Labels || g

Use Existing List...

Select from Cutlook Cont

1

Sandbox Alarm Company
1234 Main St

Locate and select your Access database and choose the MailMergeQ query:

1/8/2011 2:23:29PM  1/3/2011 %01:50 PM
Ns;znn 4:07:23PM  1/15/2009 12:44:08 PM

4 Ll

Select Table
MName Description  Modified Created Type
Ei||TOLabE|SQ 1/3/2011 40141 PM  1/23/2009 11:26:07 AM  VIEW
MailMergeq) VIEW
ServiceBiledq VIEW

Highlight the text you wish to replace with a field from your query, click on “Insert Merge

Field” and choose the field you want:
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'@!3' H9-& )+

Home Insert Page Layout References Mailings Review View Add-Ins
& 2 =T == O e o v
Envelopes Labels Start Mail Select Edit Highlight Address Greeting [Insert Merge e Preview
Merge * Recipients ~ Recipient List || Merge Fields Block  Line Field~ | #] Update Labels || pesults | &
Create Start Mail Merge Write B Ir1 Customer_Number F
B e 1] Name 2
Address
Sandbox Alarm
_ 1234 Main St Amount
. Plymouth, MI 48170
' January 8, 2011
[Street Address]
[City, ST ZIP Code]
The selected text will be replaced with the name of the field:
«Namey|
[Street A(ms]
[City, ST ZIP Code]
[Recipient Name]:
Our records show that last year you
T e
Insert the rest of the fields till your letter looks like this:
g ® P 47 of 55
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Sandbox Alarm Company
1234 Main St

Plymouth, MI 48170
January 8. 2011

«Name»
«Address»
«CSZ»

«Name»:

Our records show that last year you were mvoiced $«Amount» for service calls. You
might like to know more about our service contract, which covers the cost of parts and
labor for normal repairs. The actual cost varies depending on your alarm system, but it 1s
usually less than the time and materials costs of a service call without a service contract.

Mr. Jonathan Haas, the professional responsible for your alarm installation, will be happy
to meet with you and give you a free estimate.

Sincerely,
Notice I replaced the 0.00 with the Amount field but left the dollar sign in place. Now we
can preview our letter:
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e e e Ly -~ | L
t

=
ﬂjMatch Fields 4= Find Recipient i
Highlight Address Greeting Insert Merge

Preview Finish &
it List || Merge Fields Block Line Field = Results to Check for Errors || perge =
Write & Insert Fields PrifiieiMgsults Finish

Sandbox Alarm Company
1234 Main St

Plymouth, MI 48170
January 8, 2011

A & L. Renna Service
66 N Park St
E Orange NJ 07017

A & L Renna Service:

Our records show that last year you were invoiced $606.24 for service calls. You might
like to know more about our service contract, which covers the cost of parts and labor for
normal repairs. The actual cost varies depending on your alarm system, but 1t 1s usually
less than the time and materials costs of a service call without a service contract.

M. Jonathan Haas, the professional responsible for your alarm installation, will be happy
to meet with you and give you a free estimate.

Sincerely,

We are now ready to print our form letters. You have three choices. If you want to keep a
copy of the letters on your computer choose the first choice. That will create a document
containing all of the merged letters. Or you can just print them using the second option.
Finally there is a function to Email the letters but we won’t be covering that here.
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Merging and Creating the Letters

MAilMergeExample.docx - Microsoft Word

References Mailings Review View Add-Ins
= - <3 - e B
.‘._’J/: j j j j "_3 Rules “ﬁ%ﬂ |]4 4|1 b ;;..—'"
@ J_J Match Fields 4 Find Recipient -
Edit Highlight Address Greeting Insert Merge Preview 2 Finish &
pient List || Merge Fields Block  Line Field = Results || S Auto Check for Errors | [ perge -
Write & Insert Fields Preview Results .;j Edit IndWid ocuments...
! E ! ! ! .' ! ! ! — ! ! ! .' ! ! ! < ! ! ! .' ! ‘Jg Print Documents... !
>, Send E-mail Messages...
./ o | . W 2
Sandbox Alarm Company
4 = F *
1234 Main St

Plymouth, MI 48170
January 8, 2011

A & L Renna Service
66 N Park St
E Orange NJ 07017

In this section we have learned more about grouping in queries. We have also learned how
to use our queries in mail merges to create form letters.

Basic SQL Language
The majority of SQL queries can be created with just four commands; Select, From, Where
and Order By.

Select Keyword

The “Select” keyword prefaces the list of data to return. This data can be; fields, calculated
fields, constants or sub queries. Each of these data items must be separated by a comma.
Fields are the individual fields from the records in the tables. They are collected and
displayed as they are in the database. This is the most common use for the select keyword;
examples might be Quantity, Rate, Part_Code, Business_Name, etc.

Calculated fields are fields that have had a process applied to them. For instance a
calculated field might be Quantity * Rate to get the extended price. Another example would
be GE3_Description + ‘-* + ZipPlus4 to get a complete U.S. zipcode.

Constants are numbers or characters that you want to show in your query and will be the
same for the entire column. The ‘- above is a constant. So that GE3_Description, ‘-‘ and
ZipPlus4 could be in separate columns if separated by commas instead of being joined
together with plus signs. Calculated fields will have no name unless you assign one with the
“As” keyword. An example of using the “As” keyword would be Quantity * Rate As
Extended_Price. Notice the underscore in Extended_Price. Names must be one word unless
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you place them in single quotes, ‘Extended Price’ The “As” keyword will also work with
regular fields for example Business_Name As Name.

An example of a Select clause would be:
Select cu.Customer_Number, cb.Business_Name, cb.Address_1, cb.GE1_Description,
cb.GE2_Short, cb.GE3_Description

From Keyword

The “From” keyword prefaces the list of tables and how they are joined. IE

From AR_Customer cu Inner Join AR_Customer_Bill cb On cu.Customer_Id = cb.Customer_Id
“From” is the keyword, followed by the first table name and an optional short nickname or
alias. Next comes the type of Join, which will be discussed below. Then the second table is
added, also followed by an optional alias. After the two tables are named comes the “On”
keyword. After the “On” keyword are the conditions of how the tables relate to one and
another, in this case only return rows where for each Customer_Id in AR_Customer there is
a matching Customer_Id in AR_Customer_Bill

Join Keyword

Joins come in different types. The most common type and the type that is used by default if
no other type is specified is the Inner Join.

Inner Join
Inner joins only return rows where both tables are equal. Using the example below,
records 2, 4 and 6 are returned because those are the only records present in both tables.

Table 1 Table 2 Join
2.2
4.4
6,6

O0NbhWN-=
OCoO~NORAN

Left Outer Join

Left and Right Outer joins return rows containing all of the records from one table and only
the matching records from the other table. So in our example below, all of the records from
Table 1 are returned but only 2, 4, and 6 are returned from Table 2 as they are the only
records that match. The Left Outer Join and Right Outer Join differ only in which table is on
the left side of the Join keyword and which is on the right side of the Join keyword. Our Left
Outer Join example would look like this:

Table 1 Left Outer Join Table 2
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Table 2

OCoO~NOORAN

Right Outer Join
Using the same example data, a Right Outer Join would return rows containing all of the
records from Table 2 and only 2, 4 and 6 from Table 1. Again, which side of the Join
Keyword a table is on is the determining factor. Our Right Outer Join example would look

like this:

Join
1
2,2
3
4.4
5
6,6

Table 1 Right Outer Join Table 2

Table 1

O WN-=

Full Outer Join

Table 2

©CoO~NoOhLN

Join
2.2
4.4
6,6

Full Outer Joins result in all of the records from both tables. It would be as if you added a
Left Outer Join and a Right Outer Join together. A Full outer Join would look like this:

Table 1 Table 2 Join

1 2 1,

2 4 2,2

3 6 3,

4 8 4.4

5 10 5,

6 12 6,6
,8
,10
,12

Outer joins of any type are slower than inner joins. Replacing an inner join with a full outer
join can change a query that runs in two minutes to one that takes 20 or 30 minutes to run.
Only use outer joins when it is necessary.

Alias’s can be used to shorten the join clause, for example:
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From AR_Customer_System

Inner Join AR_Customer_System_Userdef On
AR_Customer_System.Customer_System_Id =
AR_Customer_System_Userdef.Customer_System_Id

Can be shortened to:

From AR_Customer_System s
Inner Join AR_Customer_System_Userdef u On s.Customer_System_Id =
u.Customer_System_Id

Aliases are needed in order to refer to a table in more than one join.

From AR_Customer_Recurring r
Inner Join AR_Item i on r.Item_Id = i.Item_Id
Inner Join AR_Item m on r.Master_Item_Id = m.Item_Id

Allowing you to see both the recurring item and the master recurring item for a recurring
record.

Where Keyword

Where clauses control what rows are returned by matching the records against a set of
conditions or filters connected by logical operators. Each condition or filter results in a
“True” or “False” condition. Examples of “True” conditions are:

5=5
1A’<1B!
3+4=7
4<>9

Examples of “False” conditions are:
5<>5

1A’ > 1B!

4+4=7

4=9

Of course these examples would not do us much good, but we can substitute Fields for the
numbers and characters in the conditions, for example:

Amount =5

BusinessName < ‘B’

InvoiceTot - CreditTot = 7

The query will return every row in which the conditions of the Where clause are true. For
example, the following query will return only invoices for $5.00. No other value invoice
would be included in the returned rows.
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Select
Invoice_Number,
Amount,
Net_Due

From

AR Invoice
Where
Amount=5

Notice we have included the Net_Due. The value of Net_Due will not affect what rows are
returned. It will only be displayed. If we wanted to include only invoices with an
outstanding balance we would change the query to look like this:

Select

Invoice_Number,

Amount,

Net_Due

From

AR Invoice

Where

Amount=5

And

Net Due >0

This brings up the last concept to be covered here, logical operators.

Logical Operators
The most common logical operators are And and Or.

And Or

Value 1 | Value 2 | Result Value 1 | Value 2 | Result
False False False False False False
False True False False True True
True False False True False True
True True True True True True

Another thing to know is the precedence of logical operators. Everyone knows that 2 + 5 * 3
is 17 and not 21 because we know that you multiply before you add, this is the precedence
of arithmetic operators. Take for example the following data:

ID | Amount | City

1 5.00 Flint

2 5.00 Detroit
3 0.00 Flint

4 0.00 Detroit
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If our Where clause is Amount = 5 And City = ‘Flint’ Or City = ‘Detroit’ we might expect to
getrows 1 and 2. In reality we would get rows 1, 2, and 4. Just as 2 + 5 * 3 should be
thought of being written as 2 + (5 * 3) so the 5 * 3 is done first, Our Where clause should be
thought of as being written as (Amount = 5 And City = ‘Flint’) Or City = ‘Detroit’. The And
operator is processed first just like the multiplication operator in arithmetic. If our where
clause were written as Amount = 5 And (City = ‘Flint’ Or City = ‘Detroit’) we would get rows
1 and 2. So the order of precedence is And then Or but the order of precedence should not
be relied on. Like the example, to be sure, use parentheses.
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