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A. Linking to the SCT Banner® Object Access Views Using MS Access

a. To link to the SCT Banner® Object Access Views:

a. From Access select “File” from the menu bar. (Figure 1,1)

b. Select “Get External Data” from the dropdown list (Figure 1,2).
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Select “Link Tables” (Figure 1,3).

[image: image11.png]P Microsoft Access - [UNCGMGR_SWYAPPL Query : Select Query]

TS o o P o W W

|B-|@|& @y en
C show Table.
Remoye Table

[SWNAPPL PIDWLKEY (] sclect Query

Update Query.
iopend Query.

MR

BER =N

* Delete Query
Fed: [SwvapeL pom —————————— [cWuaPRL LEvi_co{owvaPPL LAST A {SwARPL coLL CC
Tobles [LNCGMGE 5wy 50 Speic » [ThCGGr swiker [INCGMG Swiker |GG Swiaer
Sor -
Show: Parameters.
Crrera F—— - — o T ‘
I [
[
[
[
[
[
f
T >
Feady I T
Astart[|| B @ X B B W 5 || Bd @l B ©Bsl[Eu ENHBEiBIT aQ8 2w




[image: image12.png]L —
e [ o]

& curent Database.

" another Database:

Bletemey [T





[image: image13.png][Microsoft Access.

You are about to paste 292 row(s) into a new table.

Once you clck Yes, you can't use the Undo command to reverse the changes.
Are you sure you want to create a new table with the selected records?





[image: image14.png]File Data Source Machine Data Source |

Data Source Name. [ Type_] Desciption -
BANPRD Banner Production  System  BANPRD Banner Production

BASE Fils User

dBase Fies -Word User

ECDCMusic System  Personal music CD tles

Excel Fles User

FosPro Files - Word User =
MS Access Database User

UGTENT BarmerTraring | System UGTRN1 Sarner Traiing _'_I
q

A Machine Data Source i specifcto this macine, and cannol be
“User" data souices afe speciic o a user on s machine. “Systen” data
soutces can be used by al users on this machine, or by a system-wide service.

Cancsl |t





[image: image15.png]21|

[INST_ACCEPTED_APP_ANY_DATE_IND
[APPL_ACCEPT_CFFER_ANY_DATE_IND
NS ACCEPTED AP CURR_DEC_IND

To ensure data ntegrity and to update records, you
must chaose a fied o fiekds that Uniquely identFy each
record. Select up to ten fels:





[image: image16.png]Link Tables

T |

BRI T G ENTITT. DATE,
[BANINS T AR_AWARD_DETAIL_BY TERM
[BANINST1 AR_AWARD_DETAIL BY YEAR
[BANINST AR _ELDGET_COMPORETS
(BANINST AR _FINAID_APPLICANT

[BANINST AR _FINAID_STUDENT_SUMMARY
[BANINST AR TRACKINIG_REQLIREMENTS
[BANINST1 A5 ACADEMIC_HISTORY_DETALL
[BANINST S _ACADEMIC_HISTORY SUMMARY
[BANINST1 S _ADMISSIONS_APPLICANT
[BANINST1 A5 _AGING_ANALYSIS

[BANINST1 A5 _CATALOG_SCHEDLLE

Select Al
Deselect Al

T Saye password





Figure 1

d. Change “Files of type” to ODBC Database (Figure 2,1)
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Figure 2

e. Select Machine Data Source tab. (Figure 3,1)
f. Select the appropriate “Data Source” name (Figure 3,2).

g. Click OK.


Figure 3

h. Enter your username and password if prompted. (This will depend upon how your IT department has set up the security on your campus).

i. Select the view(s) with the appropriate data (Figure 4). 
j. Click OK.


Figure 4

k. If necessary identify the unique keys (Figure 5 shows how UNCG selects unique keys.)


Figure 5

l. The view(s) appear in Access under the “Table Object” list as a linked table (Figure 6,1)
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Figure 6

B.
Setting up the Query

1. Select Query from the MS Access Window (Figure 6,2)
2. Click on New

3. Click  either Design View or Simple Query Wizard

a. •If you choose Design View, you will be taken directly to the design view window and will create your query manually.

4. If you choose Simple Query Wizard, a wizard will walk you through the steps of setting up the query.

or

5. Click “Create query in Design View” or “Create query by using wizard” from the Queries window (Figure 7,1).
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Figure 7

6. Select the fields that you would like displayed in the “Results Query” and/or the fields that will be used to set limits on the query results (Figure 8,1).


7. Add any criteria to the query (Figure 8.2).
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Figure 8

C.
Changing the Query Properties

1. The next step before running the query is to change the properties of the query.

a. Click in the upper portion of the query screen (Figure 8,3).

b. Select view from the menu bar.

c. Select properties.

Or

d. Right Mouse Click in the gray area and select properties from the dropdown menu (Figure 8,3).

e. Change the RecordSet Type to Snapshot )Figure 9,1).

1. Changing from Dynaset to snapshot allows the query to run faster.  Also, the snapshot grabs the data and dynaset maintains a connection to the database that would be useful if you were updating the SCT Banner Database.

f. Change the ODBC Timeout to 0 (Figure 9,1)

1. If you do not change the ODBC Timeout to 0 and your query takes longer than 60 seconds to run you will timeout and receive an error message.

g. Save the query.
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Figure 9

D. Running the ”Select Query”.

1. To execute a select query  click on the run icon (The red ! on the tool bar) (Figure 10,1)  or go to Query on the menu bar and select RUN or close the query and double click on the query name from the query list window.

Or

2. Close the query and double click on the query name.
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Figure 10

3. Once the “Select Query” is executed the results will appear on the screen (Figure 11).

[image: image7.png]F2 Microsoft Access.

| gle edt yow nser Famak Rocords Toos Window Heb

Table]

-RBERY| i ee s w|alsiil e

SWVAPPL_TERM_CODE_KEY | SWVAPPL_LAST_NAME | SWVAPPL_FIRST_NAME | SWVAPPL_AGE | SWVAPPL_ETHN_Ct4

200208 Smith Joseph 17 WH
» 200208 Johns Robert SEI WH

200208 Jones Lauren 18 WH

200208 Heiller Mijah 20 BL

200208 Fox Catherine 17 WH

200208 Lawrence Emily 17 WH

200208 Hill Jennifer 18 WH

200208 Crater Robert 24 WH

200208 Peterson Avery 17 WH

200208 Richbourg Carol 17 WH

200208 Davis. Allan 17 AS

200208 Smithers. Michelle 18 WH

200208 Black Cassandra 29 WH

200208 Green Linda. 23 BL

200208 Forest Matalie 20 WH

200208 Johnson Pamela 17 WH

200208 Lewis James 17 AS

200208 Pace Amy 16 WH

200208 Angell Stephen 17 WH

200208 Roberts. ‘anessa 18 AS

200208 Azzu Melissa 18 WH

200208 Garrison James 17 WH

200208 Wall Elizabeth 17 WH

200208 Poe Anna 17 WH

200208 Wriaht Kristin 17 WH _'_I
Record: 14| [T 2 > [ [o#] of a7ez <
[patasheet view o o
st RELDEEAGEE » 88 G NHESLiBDAT AOD2®  aaiem





Figure 11

4. The data can be exported to an Excel file or other file.

a. To Export the “Select Query” data click on File on the menu bar and if you did not save the query before you ran it you must now save the query by clicking on save.  The Export option is now available. Click on File and export.

b. Name the file (Figure 12,1)

c. Change the “Save as Type” to Excel (Figure 12,2)

d. Save to the desired location (Figure 12,3).

e. Click on “Save formatted” if you would like for the file to be formatted with gridlines and heading shading (Figure 12,4).
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Figure 12

E.
Creating a “Make-Table query.

1. Once the query has been set up select from the menu bar “Query” and select “Make-Table Query” (Figure 13).

2. A Make Table window will appear asking you to type in a Table name (Figure 14).

3. Execute the query.


Figure 13


Figure 14

4. Once the “Make-Table Query” runs a message will appear with the message “You are about to paste ### of row(s) into a new table.”  Click yes.  (Figure 15)

5. The table will be created and populated with the query results.

Figure 15

6. The table is located in the Objects Table window with the name you typed (Figure 16)

7. Open the table by selecting the table name and double clicking or click on Open on the toolbar.


Figure 16

F. Formatted Excel file (formatted when exporting from Access) (Figure 16).
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Figure 16

G. Unformatted Excel file (did not select “Save Formatted” when exporting from Access) (Figure 17).

[image: image10.png]£ Microsoft Excel

SCT Test Table

MEIES

| e Edt view Insert Fomat Took Data window belp 18] x]
DZEa8RY s RBS o-=-[@= & 45 [@BH 0 -@.

| 5 50 st -0 -|BZU B s %, @3 oA

E7 =17
A B C D E F G I K 3

1| SWAVAPPL_TE SWWVAPPLSWYAPPL SWYAPPL SWYAPPL SWVAPPL SWAVAPPL SWVAPPL SWYAPPL SWVYAPPL SWAYAPPL Sl
2 200208 Smith Joseph  Salvatore 17 WH uG AF N AS CHEM AD
3 200208 Johns, Robert  Lee 50 WH uG AS T NU NURS AD
4 200208 Jones Lauren  Michelle 18 WH uG AF N AS UNDC  AD
5 200208 Heiller Nijah Nicole 20 BL uG AF T BE PISM AD
6 200208 Fox Catherine Anne 17 WH uG AF N AS UNDC  AD

7 _|200208 Lawrence Emily Joy WIWH uG AF N HS INTD AD
8 200208 Hill Jennifer  Laine 18 'WH uG AF N HE DANC AD
9 200208 Crater Robert  Christian 24 WH uG AF T AS BIOL AD
10 | 200208 Peterson Avery Lynn 17 WH uG AF N NU NURS AD
11 |200208 Richbourg Caral Ann 17 WH uG AF N AS PSYC AD
12 | 200208 Davis Allan James. 17 AS uG AF N MU PRFM AD
13 | 200208 Smithers  Michelle  Lynne 18 WH uG AF N NU NURS AD
14 | 200208 Black CassandreKendrick 29 WH uG AF T AS SPAN AD
15 | 200208 Green Linda Kusiwaah 23 BL uG AF T NU NURS AD
16 | 200208 Farest Natalie  June 20 WH uG AF T HS INTD AD
17 | 200208 Johnson  Pamela  Susanne 17 WH uG AF N BE PACC AD
18 | 200208 Lewis. James  Elijah 17 AS uG AF N AS PsCl AD
19 | 200208 Pace Ay Anne 16 WH uG AF N MU PRFM AD
20 | 200208 Angell Stephen  Michael 17 WH uG AF N MU MUSI AD
21 |200208 Roberts  Vanessa Kay 18 AS uG AF N AS CMPS. AD
22 | 200208 Azzu Melissa  Ann 18 WH uG AF N HE DANC AD
23 | 200208 Garrison  James  Cody 17 WH uG AF N AS PsCl AD
24 |200208 ‘Wall Elizabeth Hughes 17 WH G N CMPS. AD ¥
[ 4[¥ IM\SCT._Test_Table J g B

Ready

UM [




Figure 17
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