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SedonaOffice Database Structure Training & Setup Guide

About this Guide

This SedonaOffice Database Structure Training Guide is for use by SedonaOffice customers only. This
guide is to be used in conjunction with an approved training class provided by SedonaOffice, and is not
meant to serve as an operating or setup manual.

This training and setup guide is for experienced SedonaOffice users who have knowledge of the
database setup. While this guide will review some of the basic setup necessary, this guide is not
intended to teach Database Structure basics and assumes the user has knowledge of SQL and of the
SedonaOffice application.

SedonaOffice reserves the right to modify the SedonaOffice product described in this guide at any time
and without notice. Information in this guide is subject to change without notice. Companies, names
and data used in examples herein are fictitious unless otherwise noted. In no event shall SedonaOffice
be held liable for any incidental, indirect, special, or consequential damages arising out of or related to
this guide or the information contained herein. The information contained in this document is the
property of SedonaOffice.

This guide will be updated periodically, be sure to check our website at www.sedonaoffice.com for the
most current version.

Copyright 2008
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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 type 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 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 also can 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. They are different types:

e Text including varchar, nvarchar and char. The length of the field in characters (including spaces
and punctuation) is defined when the field is created.

¢ Numericincluding integer, double and money. What range and if a fractional decimal amount is
supported is defined when the field is created.

e Datetime. Microsoft SQL server does not contain a field type for date or one for time, all date
and time related fields are Datetime fields.

! Unless directed to by a SedonaOffice support person.
? Unless directed to by a SedonaOffice support person.
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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
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Customer Structure

AR_Customer

N
l_‘/

<::|, AR—CE?:Iome'— K AR_Bill_Contact AR_Branch
AR_Customer_
Contact
AR_Customer_ | | | a AR_Taxing_ AR_Customer_
<;:|7 Site « AR_Site_Contact AR_Branch Group Site. Userdef
I T
I I N
=
{} SY_System SY_Panel_Type OE_Job AR_'(::ontract_
orm
AR_Customer_ [ [ [ [
System \ \ \ \ |
— SV_ Warranty SV_Service_Leve CS_Alarm_ SV_Service_ AR_Customer_
- | Company Company System_Userdef
AR_Customer_
Userdef
AR_Customer_
Equipment ‘
OE_Job SV—TS.ek“’;‘:e— IN_Part
AR_Branch (2.0
AR_Customer_ | | |
Recurring ‘
AR_Customer_
sank |
AR_ltem OE_Job AR_ltem
AR_Customer_ [
cE SV_Service_
Ticket
b
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Invoice Structure

Site

AR_Customer_

AR_Customer

AR_Customer_Bil
|

¥

AR_Invoice

AR_Deposit_

Check_Detail

LI:

AR_Advance_

Deposit_Detail

LI:

AR_Unapplied_

Cash_Detail

LI:

AR_Credit_

Detail

B |

AR_Category GL_Account AR_Term GL_Register AR
Description
= \
=)
OE_Job SV_Servme_ IN_Warehouse AR TElig)
- Ticket - Group
AR_Invoice_ —N\
Item -
e
AR_Item IN_Part
AR_ACH
GL_Deferred_
Income
I B |

AR_SalesTax

| [
IN_Journal
PR Gtz R —
Queue

B |
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Cash Structure

AR_Deposit GL_Account

#

AR_Deposit_

Batch GL_Register
ARELnappiids AR_Invoice GL_Account
Cash - =
AR_Deposit_ AR_Deposit_ [ [ [
Check Check_Detail | \ |
AR_Advar.u:e_ AR_Branch GL_Register
Deposit
AR_Payment_
SS_Employee (+— Method
AR_Branch —r— AR_Customer
GL_Register  —— AP_Vendor
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Vendor Structure

AP_Vendor

GE_Tablel GE_Table2 GE_Table3 GL_Account AR_Term
=) ! ! ! \ !
\ \ \ \ |
GE_Table4 GE_Table5 AR_Branch AP_Vendor_Type AR_Category
H}:If (L VeIl GL_Account
Accounts =
(=
N [ [ [ [ [ |
GL_Account AP_Check AP_Credit AP_lInvoice AP IAuEiEs. ARIIER
= - - - Order Table
! ! ! ! ! ! ! !
A=
N [ [ [ [ |
AR_Deposit_ . IN_Part_ SV_Service_
Check Ol IRz NI~ Supplier Tech
f ! f ! f ! f !
/-
N [ |
IN_Repair_
Order OE_Job_Install
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Vendor Bills Structure

GL_Account AP_Vendor AR_Term AR_Category
AP_lInvoice —!:,‘> [ ‘ [ ‘ [ ‘ [ ‘ ‘
AR_Branch GL_Register IN_Warehouse OE_Job SV—S.ENICE—
Ticket
N |
NI O OE_Job GL_Register IN_Journal
Measure
AP_Invoice_ 774|:l‘> | | | |
Parts [ [ [ [ |
L|: AP_Purchase_ IN_Repair_ SV_Service_
I[P (IR (S Order_Parts Order_Parts Ticket
AP_Check_ |||
Invoices I |
LI: i i
AP_Invoice GL_Register 3
AR_Customer SV—S.EN'CE—
- Ticket
AP_Invoice_ ||| I |
Expense I I \ |
pe——— GL_Account GL_Register AR_Category OE_Job
AP_Credit_ L
Detail ] I [ |
g AR_Branch GL_Register GL_Account AP_Credit
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AP_Check

Check Structure

GL_Account AP_Vendor SY_Employee AR_Category
= \ \ \ \ \
GL_Register PARUGETGEL AR_Credit AR_AdvanAced_ AR_Branch
Cash Deposit
IN_Warehouse OE_Job SV_$erV|ce_ AR_Customer
- = Ticket -
&
N |
. IN_Journal
IN_Part N Wit @it AR_Customer
- Measure -
- —
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 OE_Job Smemse AR_Category

Page 11 of 34




SedonaOffice Database Structure Training & Setup Guide

Job Structure

P -
N |
AR_Customer AR_C;;teomer_ OE_Job_Status OE_Job_Type OE_Job
cewn )] | | | |
. q AR_Credit
SY_Employee SY_Department SV_Service_Tec OE_lInstall_ AR_Taxing_
h Company Group
A
N [ [ [ [ [ \
OE_Job_ OE_Job_ AR_Customer_
O Jsth Tk Schedule CE Jih ey TimeSheet Q= Qi Equipment
I I I I I I
I I I I I I
A
N [ [ [ [ [ |
OE_Job_ OE_Job_ OE_Job_ OE_Job_ OE_Job_ AR_Customer_
System Recurring Parts Issue Commission Recurring
! ! ! ! ! !
I I I I I I
5
N [ [ [ [ [ |
AR_RMR_ . - IN_Requisition_ AR_Customer_
Tracking GL_Register IN_Journal IN_Requisition S, System
I I I I I I
I I I I I I
5
N [ [ [ [ [ |
Ap_Check AP_Check_ AP_Check_ AP_Credit AP_Credit_ AP_Credit_
Expense Parts Expense Parts
I I I I I I
I I I I I I
5
N [ [ [ [ [ |
AP Invoice AP_lInvoice_ AP_Invoice_ AP_Purchase_ AP_Purchase_ AR Invoice
- Expense Parts Order Order_Expense —
I I I I I I
! ! ! ! ! !
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Service Ticket Structure

AR_Customer

AR_Invoice SS_Priority AR_Category
AR_Customer_ SV_Service_
Site
Sy Sz SV_Problem SV_Resolution
Company - -
AR_Customer_ | | SV_Service_ —N\
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 —=mploy!
! !
T T B —
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Inventory structure

IN_Part

AR_Item IN_Prpduct_ INLLUIE Oif AP_Vendor IN_Manufacturer
- Line Measure - -
=) \ \ \ \ \
Y
N [ [ [ |
AP_Credit_ AP_Check_ AP_lInvoice_ AP_Purchase_
Parts Parts Parts Orders_Parts
5 5 5
-
N [ [ [ |
AR_Credit_ AR_Customer_ AR_Invoice_ €5 Cugims
Item Equipment Item Siain e
Card
! ! !
T T T
IN_A'I;:?ate_ IN_Cost_Layer IN_Inventory IN_Journal
! ! ! ! ! !
5
N
IN_Part_ 5 IN_Physical_ IN_Repair_
Supplier LI Wi Part Order_Parts
! ! ! ! ! !
i
N [ [ [ [ |
OE_Job_ OE_Pricebook_ OE_Quote_ OE_Sales_ OE_Sales_
Parts Part Part Package_Part Part_Part
! ! ! ! ! ! ! !
A=
N [ |
SV_Service_ SY_Package_
Ticket_Parts Parts
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General Ledger Structure

GL_Register

Y.
\ & |
AR_Customer SS—?;S?H— AP_Vendor SY_Employee AR_Branch GL_Register

\ \ \ \ \ \
\ \ \ \ \

GL_Accounting_ SV_Service_

OE_Job — 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. It is located in the
Control Panel under ODBC. Many applications though 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.

ALYt BRaE) -
i |

—‘/I Home Insert Page Layout Farmulas Data Review View

=y o X o 3 P |Ch] connections Al E
'z o Ol o | el o, |2 LA
| L= L =
From From From |From Other Existing Refresh iJ’ Sort
Access  Web Text | Sources~ Connections M= =
et Bxf 5 From SOQL Server q
AL = Create a connection to a SQL Server table, Import data I
P inta Excel as a Table or PivotTable report. 2
B _ B B From Analysis Services b
:‘I j Create a connection to a SQL Server Analysis Services cube, |
- — Impaort data into Excel as a Table or PivotTable report,

B From XML Data Import
‘Sﬂ Cpen or map a XML file into Excel.

From Data Connection Wizard
j Import data for an unlisted format by using the Data
= Caonnection Wizard and OLEDE,
Ty From Microsoft Query

= Import data for an unlisted format by using the Microsoft
—— Query Wizard and ODBC,

BD =] @ [N | fa |t | B |

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

se Data Source

Databases l Queries | OLAP Cubes | ok
Cancel
Browse. ..

Options. ..

TestSedona
Wizgio Databaze Samples® -

Moo T l_ Mol L_._+4 Cx

Al

@ [ Use the Quer "Wizard to create/edit queries
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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. Onthe 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 g| SQL Server Login

What name do pou want to give vour data source? Server [flocal) | 0K

1. |Sedonanfice GL Data ™ Use Trusted Connection Cancel

Select a driver for the type of database you want to access: Login 1D: |Sed0naHep0lts Help

2. |SQL Server j Paszword: |

Click Connect and enter any information requested by the diver: )
Options

3 Flymaouthlarm
Dratabase: Plumouthilarm

Select a default table for your data zource [optional):

[k

Lahguage: Drefault hd
‘| -] oo -
[ Save my user ID and password in the data source definition A T |20IJ.7" Microsaft ffice system

@ 0K ‘ Eameel ‘ WiorkStation 1D: |MKML.&F'TDF'

You now have an ODBC connection to your database.
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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

Databazes | Queries I OLAP Cubes I
<Mew Data Sources ~

dBASE Files* = ﬂl
Excel Files™

MEMLAPT 0P Browse... |
k5 Access Databaze®

Sedonalffice GL Data Options... |
test®

TesxtSedona y Delete |
Vizio Database Samples® w

@l v Usge the Queny Wizard to createedit queries

To begin with you need to select the Table file to use in the Query. Select the
“SO_Complete_GL Total_YTD” table. Then click Close.

== Microsoft Query

File Edit ‘iew Format Table Criteria Records  Window  Help

“m Query from SedonaOffice GL Data

Add Tables X
Table: Add
Sh_UszerDef_2 A
SM_UserDef_3 ) Close |
Sh_UszerDef_4

S0_Complete_GL_Summary
S0 Complete GL_Tatal

50 Complete GL Tatal ¥TD
S5_Account_Type y

55_Audit_T able

55_Company bl
Owarer: I <l ;I
Databasze: I Flprmouthlarm ;I

Page 18 of 34



SedonaOffice Database Structure Training & Setup Guide

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.

== Microsaft Quer ¥

Fis Edt Wiew Formob Table Crtera Records Window Help

[Sle{E] [ (FlF (o] F==] EZH (210) @]

*» Query from Sedonalffice Gl Data

50 _Complete GL_Total YTD

SCCour

Account_Cast

Salance. Fluis

Credi_Amount

Dt Ameourt

Flscal_em

Het_smours

Peiod_Numnber

IO _Cindt

IO Debit

TD_Met

1 1 T T T T 1 1 1 T
Crteria Field [VTO piet [Fieeal Vaar [Fiecal Yesr | [ I [ | | =
Male (150 22005 <2008
ok b4
£ »
Accound Cast | Debit Amount Crodit_Amount | Not_Amount | YTD Debit | YTD Crsdit | YTD_Nat | Balance_Fuls! account Fiscal Yaor | Period Humbes | =

|| 100001 000020078 1000.0000 0000 10000000 0000000 (V] 1000 0000 1 TO000-10-000 2007 ]
|| 10000-10:000-20073 0000 000 0000 000, 0000 0000 10000000 1 10000:10-000 2007 3 =
| 1100001 0-000-2007 10 0000 0000 000 000 0000 0000 1000 0000 1 TO00G-10:000 007 &[]
|1 10000-TR000-2007-11 0000 0000 0000 00K, 0000 0000 0000000 1 10000-10:000 207 1
|| 700001 0000- 200712 0000 0000 0000 000, 0000 0000 10000000 1 1000010000 2007 12
|| 10010-10:000-2006-0 - 50000 CO00 25000000 A7500. 0000 5000 0000 2500, D000 475000000 1 10070-10-000 2006 1]
|| 100101 0-000-2006-1 0000 fircil 0 SO000 (000 2500, 0000 A TE00.0000 1 1001010000 2006 1
|| 10010-10:000- 20062 0000 000 L] S0 ) 29000000 475000000 1 1001010000 2006 2

Since this table can contain thousands (hundreds of thousands of records) it is best to use some criteria
to limit the data that returns.

Criteria Selections:

1) YTD_Net <> S0 — 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
were still reporting on 2007.

4) Net_Amount <>50—This is included as an ‘OR’ selection. This is necessary to return the
Retained Earnings account (more on this later).

T T T
Criteria Field: [Y'TD_Met | Fiscal Year | Met_Amount
Walue: | <>$0 »=2006
ar: | 30 »=2006 <:$0
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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 Y“iew Format Table Criteria Records  Window  Help

m =l =] (B4R [ [

“w Query frn_ “fice GL Data
S0O_Complete_GL_Tatal ¥'TD

H]

account

Your data will be returned to Excel.

A 8 c D E F G H I i K
29 110010-10-000-2007-9 o 19744 -19744 50100 22364 27736 1 10010-10-000 2007 a
30 10010-10-000-2007-10 ) L] L] 50100 22384 27736 1 10010-10-000 2007 in
31 10010-10-000-2007-11 o (1] o 50100 22364 27736 1 10010-10-000 2007 11
32 10010-10-000-2007-12 T50000 a TF50000 800100 22364 TIT736 1 10010-10-000 2007 12
33 10010-20-000-2007-9 750000 980 749020 752425 5325 T47100 1 10010-20-000 2007 9
34 10010-20-000-2007-10 1] L] o 732425 5325 T4T100 1 10010-20-000 2007 i0
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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 is 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.
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Home Create | External Data Database Toals

A e el P

Saved Access Excel SharePpint Saved | Excel SharePoint
Imparts List ?jﬁ More = Exports List

Import Eﬂ; ODBC Database =
T = Import or link to an QDBC
All Tables | iX Database, such as SQL Server,

—=7 HTML Document

|iﬁ§ Import or link to an HTML
Document

_=7 Outlook Folder

? Import or link to an Outlook

folder

=8 dBASE File
IdB? Import or link to a dBASE file
L

=7 Paradox File
!Px i_pl'lport or link to a Paradox
ile

=7 Lotus1-2-3 File
123? Import a Lotus 1-2-3 file

Choose Import or Link and then click OK.

Get External Data - ODBC Database

Select the source and destination of the data {= W
W

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 spedified 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.

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

Access will create & table that will maintain a link to the source data. Changes made to the data in Access will be reflected in the
source and vice versa,

oK | [ cancal

Choose your Data Source.
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e 2=

File Data Source l Machine Data Source |

Lock in: IData Sources .f_i ﬂj

Manitou_Conv.dsn B | SGL2000Server dsn
MewFields dsn B | 50L20055erver dsn
=" | Perennial Customers.dsn & | Temp.dsn

" | SandBow.dsn

o | Sedona Development.dsn

|

DS Name: Mew... I

Select the file data source that describes the diver that you wish to connect to.
You can use any file data source that refers to an ODBC dnver which is installed
on your machine.

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.

o ]
Tables

dbo.AR_Credit_aAuto -
dbo.AR_Credit_Detail
dbo.AR_Credit_Item

IIII
N o
E

dbo. AR_Credit_Ttem Tax E Cancel
dbo. AR_Customer K

dbo. AR_Customer_Aging Select Al
dbo.AR_Customer_Aging_Invoice

dbo.AR_Customer_Aging_RetroActive Deselect Al

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_Cyde

dbo.AR_Cyde_Branches &7

If you chose to Link you will be asked to Select Unique Record Indicator. This is always the top item in
SedonaOffice.
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Select Unique Record Identifier M

Fields in table ‘dbo_AR._ Branch':
Branch_Code

| Description
Last_Cyde_Id
Inactive

| AlternateAddress_Id
|GL_Code

_

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

o [ conel |

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 did so refreshing the data will be easier.

Get External Data - ODBC Database . N (g s

Save Import Steps

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,

I] 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.
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Import

All Tables wll <
dbo_AR_Customer

j dbo_AR_Customer: Table
dbo_AR_Customer_Bill -3
j dbo_AR_Customer_Bill : Table

»

dbo_AR_Customer_Recurring 2
51 dbo_AR_Custorrer—Recurring ..
dbo_AR_Customer_Site 3
T dbo_AR_Customer_Site: Table
dbo_AR_Customer_System b3
j dbo_AR_Customer_System: T..
dbo_AR_Branch 2
*@ dbo_AR Branch

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 Toals '@
g BE T £ | E=) E G lameitet FR) | (=) B lebels = L:z:@ = 7))
Lt P ' o k= [ ]BenkForm == =!I [ | BlankReport == o =
Table Table SharePoint. Table Form  Split Multiple Form Report Report | Query Query
Templates= ListsT Design Form Items = More Farms - Design 15 Report Wizard Design || Wizard Design

Tables Forms Reports Other

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.

‘gcw Table |L® | 2£ |
LAk

Tables | Queries | Both

dbo_AR._Eranch
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 dbo_AR_Customer dbo_AR_Customer_Bill %
# * - = Y
% Branch_Id Customer Id [ | Customer_Bill_I[ |
Branch_Code Customer_Muml Customer_Id
Description Customer_Statul Commercial
Last_Cycle_Id Customer_Type_| Honorific
Inactive Collection_Stati| = First_Mame =
AlternateAddress_I Dealer_Id Last_Mame
GL_Code Owned_By Dea Middle_Initial
Salesperson_Id Eusiness_Mame
Term_Id Address_1 7
Tax_Exempt_Mu Address_2
Blanket_PO Address_3
Blanket_PO_Exg GE_Tablel_Id
Old_Customer_| GE_Table2_Id
Total_RMR GE_Table3_1d
OK_To_Incr_Dat GE_Tabled_Id
Mo_Late_Fees GE_Table5_Id -

Create the joins according to the structure of SedonaOffice. In this case AR_Branch.Branch_lId 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.

Informatio n we don’t want to

dbo_AR_Branch
*

# Branch_Id
Branch_Code
Description
Last Cycle_Id
Inactive

GL_Cade

AlternateAddress_I

@

dbo_ AR Customer
*
Customer_Id
Customer_MNum|
Customer_Statu
Customer_Type_
Collection_Staty
Dealer_Id
Owned_By Dea
Salesperson_Id
Term_Id
Tax_Exempt_MNui
Elanket_PO
Blanket_PO_Exp
Old_Customer_|
Total_RMR
OK_Ta_Incr Dat
MNo_Late_Fees

| b

-

i

dbo_AR_Customer Bill

Ui

GE_Tabled4 Id
GE_Table5_1d
Zip_Code_Plus4
Country_Id
Phone_1

Phone_2

Fax

E_Mail il
GE1_Description
GE2_Description
GE2_Shart
GE3_Description
GE4_Description
GES_Description
Is_Primary
Inactive
Branch_Id >

Field: | Business_Mame

GEL_Description

GE2_Short

GE3_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 dbao_AR_Branch

Sort:
Show: 7|
Criteria:
on

@

il

7l

O

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.
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:.;_ j' 597" ::ﬁ ?\' (0 Union -,_,"-'ﬁ “e=Insert Rows i Insert Columns
l B e ® e B

- . e Pass-Through = Delete Rows ﬁ Delete Columns
i Run MMake Append Update Crosstab Delete show -
Tahle ni‘ Data Definition Table *o\ Builder 2l Return: |All i
esults Query Type
= Queryi |
dbo_AR_Branch dbo AR_Customer dbo_AR_Customer_Bill
= o L rhie_ia
— - % = f GE_Tabled_Id
Branr:h_C . Customer_N | GE Table5 1d
rancl L ade ustomer_MNum Zip_Code Plusd
Description Customer_Statul
Last_Cycle_Id Cust Ty Loy
as A yele ] us on‘wr_ ypel Phane 1
Inactive Collection_Staty =
Phone_2
Alternatefddress_I Dealer_Id Fax
GL Code LSZJul\rned_By_DIeda E_Mail |
Ta ESF;:'SUH- GEL_Description
TermE_x - I GE2_Descriptiot
BT“—kEtmppD— H GE2_Short
Blanket_F‘D i GE3_Descriptio =
Dladnce _t = FI GE4_Description
S LUSIOMED, GES_Description
Total_RMR 2
Is_Primary
OK_To_Iner_Dat ;
iy e Inactive | &
E o-j f!- EES. gl Branch_Id o
4 [l
Field: | Business_MName Address_1 [=] GEL_Description GE2_Short GE3_Description EBranch_Code
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 @ ' ] ' @ ' @ ' £ ' @
Criteria:
ar

Enter the following into the builder window.

Address: [dbo_AR_Customer_Bill]![Address_1] & IlIf([dbo_AR_Customer_Bill]![Address_2]=
""" Chr$(13) & Chr$(10) & [dbo_AR_Customer_Bill]![Address_2]) &
[If([dbo_AR_Customer_Bill]l[Address_3]="","",Chr$(13) & Chr5(10) &
[dbo_AR_Customer_Bill]![Address_3])
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rEpr’E'SSiDr‘I Builder R (2] =& |
\Address: [dbo_AR_Customer_Bil]![Address 1] & I1f{[dbo_ mammmvmﬂsl‘%f ’ﬁ c:n%n oK
[dbo_AR_Customer_Bil] [Address_2]) & rf{[dbo_AR_Customer_Bil]! [Address_5]=", ;{&rﬂiﬁ‘} & Chrs(10) AR_Customer_Bill![Address_3]) an

P =]a].=:=<<>{lp.nd or Mot uke](_)_] Paste l Help |

3 Addresses Customer_Bill_Id | <ialue>
(=] Tables Customer _Id
(3 dbo_AR_Eranch Ez:g:;’gal
(3 dbo_AR_Customer First_Name
eidbo_ AR Customer Bill Last_Mame
1 dbo_AR_Customer_Recurring |Middle_Initial
3 dbo_AR_Customer_Site Eﬂgg{lame
(1 dbo_AR_Customer_System .-':\ddrésshzl
(¥ Queries Address_3
(31 Forms GE_Table1_Id
(¥ Reports GE_Table2_Id
i GE_Table3_Id
MO Ao GE_Table4_Id
(1 Constants GE_Tables_Id
21 Operators Zip_Code_Plus4
(1 Common Expressions Country_Id
Phone_1
Phone_2
Fax
E_Mail
GE1_Description
GE2_Description
GE2_Short
GE3 Description
(GE4_Description
GES_Description
Is Primary
Inactive
Branch_Id
| - |
Click view to test our results.
Cln
i |
Home Create External Data

Results

E R 4

Select | Make Append Updat:
Table
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Business_Name - Address »  GE1 Description - GE2 Short - |GE3_Descrip » |Branch_Codi -
NfA NfA N/A N/A Main Division
George Washington 1234 Mount Vernon Lane Colorado Springs co 80919 Major
John Adams 5411 2nd Street Colorado Springs co 80919 Major
Mega Mart 2154 Mountain Springs Road Colorado Springs co 80919 Major
Mega Mart #200 7415 Union Blvd Colorado Springs co 80919 Major
John Wayne 4521 Mountain View Terrace Colorado Springs co 80819 Major

Apartment #315

Roy Rogers 7411 Bullet Lane Colorado Springs co 30919 Major
Gene Autry 7466 Carter Vall[kRoad Colorado Springs co 80919 Major
Clint Eastwood 12445 Happy Acres Drive Colorado Springs co 80919 Major
Andrew Marriott 123 Main Street Colorado Springs co 20919 Major
Rocky Mountain High School 421 Falcon Way Colorado Springs co 80919 Major
TELUS 1234 Main Street Colorado Springs co B0919 Major
Win-Pak 421 windchime Pl Colorado Springs co 80919 Major

Fmabae A7 KA Chem s ol P teenr e anntn .

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].

Business_Mame Address: [dbo_AR_Cu GE1_Description GE2_Short GE3_Description Branch_Code

dba_AR_Customer_Bi dbao_AR_Customer_Bi dbo_AR_Customer_Bi| dbo_AR_Customer_Bi dbo_AR_Branch
[

<3 N4 =[Select Branch]

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

Enter Parameter Value | | 2¢ |

Select Branch

I DKY| | Cancel

Entering a branch we get results with no N/A.
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Business_Name - Address ~ | GE1_Description - | GE2 Short - |GE3_Descrip ~ |Branch_Codi -
TELUS 1234 Main Street Colorado Springs co 80919 Major
Dealer X 1234 Main Street Colorado Springs Co 80919 Major
George Washington 1234 Mount Vernon Lane Colorado Springs co 80919 Major
John Adams 5411 2nd Street Colorado Springs co 80919 Major
Mega Mart l{b 2154 Mountain Springs Road Colorado Springs co 80919 Major
Mega Mart #200 7415 Union Blvd Colorado Springs Cco 80919 Major
John Wayne 4521 Mountain View Terrace Colorado Springs co 80919 Major

Apartment # 315
Roy Rogers 7411 Bullet Lane Colorado Springs co 80919 Major
Gene Autry 7466 Carter Valley Road Colorado Springs co 80919 Major
Clint Eastwood 12445 Happy Acres Drive Colorado Springs co 80919 Major
Andrew Marriott 123 Main Street Colorado Springs co 80919 Major
Rocky Mountain High School 421 Falcon Way Colorado Springs co 80919 Major
Win-Pak 421 Windchime PI Colorado Springs co 80919 Major

Creating a Report with Access
Displaying the results on the screen is useful but Access allows us to create reports. The report we are
going to create will be to create mailing labels.

First make sure the new query you created is selected and then launch the label wizard.
All Access Objects AR

Tables
j dbo_AR_Customer

»

5 dbo_AR_Customer Bill

j dbo_AR_Customer_Recurring
5 dbo_AR_Customer_site

j dbo_AR_Customer_System
*@ dbo_AR Eranch

3

Queries
'flj Addresses
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Sample : Database (Access 2007) - Microsoft Access

Home Create External Data Database Tools

=W T ] T 1 s =1 '.’,", PivatChart =] 12l Labels . EE N 5 =

&5 [ & = = = ¢ = B
i E Blank Form e {_| Blank Rep

Table Table SharePoint Table Form Split Multiple Form Report
Templates— Lists=  Design Farm  Hems %MU"E Forms ~ pesign

Tables Forms Reports

Crery Query Macro
geard Design ¥

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.

lobel Wiz S —

: This wizard creates standard labels or custom labels.
i ity What label size would you like?
e o
— § § Product number: Dimensions: Mumber across:
—‘§[ i 5167 12" x 134 4 =
— @ G196 234 w234 3 |1
| =l 3 8230 1" x a8 3 E
==3 s 8253 x4 o
—=3 [ ] 3 gag7 ST g -
i_’.-—]-":‘.. Unit of Measure Label Type
i@ English ) Metric i@ Sheetfeed () Continuous
Filter by manufacturer: {Avery LTJ
1

Choose your font.

|obe) Wheard %
What font and color would you like your text to be?

Text appearance
Font name: Font size:
Arial =1 [0 T[]
Font weight: Text color:
Normal El -E]
[ 1alic [ Underline

| Cancel || <Back | mest> || =
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Setup the fields how you want them to appear on the label.

Label Wizard
L
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_Mame}
GE1_Description Iaddress}
GE2_Short GE1_Description} {GE2_Short} {GE3_Descripti
GE3_Description {GE1_Description} {GE2_Shart} {GE3_Description}

Cancel ][ < Back l Mext = ] [ Finish

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.

Label Wizard

oy

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

(-R-R-R-R-R-R-R-R-R-R-X-R-R-R-X-)

Lo Ko e R R R R R e e

> Business_Mame GE3_Description
e | S vl
GE1_Description =
GEZ_Short
Branch_Code
- =

Cancel ][ < Back l Mext = ][ Einish

Give your report a name and save it.
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Label Wizard

b

Loy
What name would you like for your report?

Labels Addresses

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

What do you want to do?
@ See the labels as they will lock printed.
i1 Modify the label design,

Cancel | | = Back

Einish

Click Finish and see a preview.

Win-Pak
421 Windchime Pl
Colorade Springs CO 80919

Clint Eastwood
12445 Happy Acres Drive
Colorade Springs CO 80919

John Wayne
4521 Mountain View Terrace

Apartmemt# 315
CDIDradDVI}prings CO 80919

John Adams
5411 2nd Street
Colorado Springs CO 80919

TELUS
1234 Main Street
Colorado Springs CO 80919

Rocky Mountain High School
421 Falcon Way
Colorade Springs CO 80919

Gene Autry
7466 Carter Valley Road
Colorade Springs CO 80919

Mega Mart #200
7415 Union Blvd
Colorado Springs CO 80919

George Washington
1234 Mount Vernon Lane
Colorado Springs CO 80913

Andrew Marriott
123 Main Street
Colorade Springs CO 80919

Roy Rogers
7411 Bullet Lane
Colorade Springs CO 80919

Mega Mart
2154 Mountain Springs Road
Colorado Springs CO 80919

Dealer X
1234 Main Street
Colorado Springs CO 80919
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Notes:
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