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Opening a Report

Florida Department of Environmental Protection

MS Excel

There are three types of reports: Single reports, reports by district, and reports by
county. Find the report you would like to view and right click on it. This will bring
up a sub-menu. Select the option to Save Target As.

File Edt View Favorites Tools Help

; Database Reports - Tank Facility, All Locations & LatLong Information - Waste Management - Microsoft Intern

=8| -|a| ]

GBack v = - (2 at | iQlsearch (G Favorites G Media ®| - S W -

Address I@ hkkp: v, dep state. Fl.uswastefquick_topicsidatabase_reports/pages/stemstoragetank)skem_allzdl hkm

x| #e |Links =

location information with latitude/longitude, and facility type and status, ;l
Data is taken from the Storage Tank & Contamination Monitoring
database.
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— Properties
LEON CEVY LIBERTY MADISOMN
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Select where on your drive you would like to save the report and click Save.
Open the report by double clicking the report that you just saved on your hard

drive.
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Manipulating the Report Layout

Expanding the columns

When you initially open the file you will notice that all of the columns are
compressed in size and cut off much of the information you need. Click on the
gray box in the upper left hand corner of the Excel spreadsheet to highlight the

entire spreadsheet.

1. Highlight the
__| spreadsheet by
clicking here.

2. Place cursor between
columns and double click

to expand columns.

File Edit Wiew Insert Formak  Tools

:/ fftp.dep.state fl.us pub/reports/stem_all&

Al/Lat_37.XLS - Microsoft In A8 _|=7] x|

Acrobat  GoTo  Favorites  Help ﬁ

dagack ~ = - (@) at | iQsearch  [FFa

prites @Media ®| ﬁ %v = M=

Address I%I ftp:#fftp.dep.state Fl.usfpubfreportsfstom_glladliLat_37. %05

x| e |Links ®

nEEaRy sned| -

e® =A% e - T

Cul -

41 = = COUNTY

J K L pe
EOESDEFCO LATDD

Unknown Zone

e

Then place your cursor in-between the first and second columns until your cursor
becomes a vertical line with an arrow on either side. Double click and all
columns will expand to the length of the longest piece of information in that

column.
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Freezing Panes

Usually you want to keep the column names at the top of the spreadsheet as you
are scrolling down so you do not have to scroll up to remember what column you
are looking at. You want to “freeze panes”. This can be done to keep any
amount of columns on the left of the screen or any amount of rows on the top of
the screen from moving while you are scrolling.

1. Highlight the cell that is immediately below the rows you want to keep on the
top of the screen and immediately to the right of the columns you want to
keep on the left of the screen.

In the example below we want to keep the left two columns on the screen as well
as the very top row. Therefore we will place our cursor in cell C2.

2. Open the Window menu on the menu bar and select Freeze Panes.
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1. Select cell 2. Select Freeze Panes from
C2. the Window menu
X Microsoft Excel - Lat_37.%L5 : A8 12| x|
ﬁ Eile Edit Wew Insert| Format Tools Data | window Help Acrpbat ;lillﬂ
DS H &RY | Hewindw V2 @B o - )
M3 Sans Serif ~fo -|B I U ST - ML A
Hide:
cz | =| SEMIMOLE E o
A | B | D
| 1 |COUNTY FACID GFAC MNAME Faiz ADDR
| 2 | 37| 940097 2| SEMINCLE BAIT & IRR 12 BOX 918 WOODWILLE HwY
ER 37 9400754 HUNTER, MICHAE — 1216 5 MONROE ST
| 4| 37 9400598 ROBINSONS GRC| ¥ 1Lat_37.215 2021 HOLTOMN ST
| 5 | 37/ 3400304 DAYS INN N 2800 N MONRDE ST
| B 37 8400163 BIG OAk GROCERY ET1 B 708
| 7| 37 8200710 SEMINCLE SUBS G40 TEMNMESSEE ST
N 37| 9200453 SHELL-COMMONWEALTH 1699 CAPITAL CIRCLE Ny
En 37| 9200194 SAVAGE PROPERTY UNEMNOWRN
10 | 37| 9200189 RUTLANDS GROCERY JACK WAUSE RD & SR 20
11| 37 9200183 TRAILER CITY 6011w TENNESSEE ST
12 37 8200182 WOMBLES SERWICE STATION TILLIE L & CARITAL CIRCLE Shy
| 13 ] 37 9200178 JOMES DISTRIBUTORS INC 1938 5 MONROE ST
14| 37| 9200175 ADAMS STREET MUFFLER 1404 5 ADAMS ST
| 15 | 37| 9103665 SUWANNEE SWIFTY FOOD STORE #317 2700 CENTERVILLE RD
| 16 | 37| 9103045 DIXIE OIL & EQUIPMENT SALES 3919 WOODVILLE RD
17 37 02591 CAL MART CR RS
| 16 | 37 M08 CHEVROM-JERRYS 1662 MWy CARITAL CIR
| 19| 37| 9102222 | TIRE TOWN 218 N MONROE ST
20 | 37 9101772 INDUSTRIAL NATIONAL BANK PROPERTY FAILROAD & MADISON ST
21 37| 063953 LEWIS, AN 1847 THOMASYILLE RD
| 22| 37| 9063920 BERT THOMAS GROCERY 10644 \WOODWVILLE Hvwy
| 23 | 37 8047160 CHEWVROMN STATION 1143 ORAMGE AVE
| 24 | 37 204705 ISLAND FOOD STORE #322 20N MONROEST
25 37| 9046173 FAIR PRICE FOOD STORE 440 PAUL RUSSELL RD
e AT AanACONL TAL LUk SERED A DT ODE QAAO0 B Tl A "] i
M« [wpLat 37/ | 4] L|JJ
Ready [T o 0 I

3. The County and Facility ID columns, as well as the row of column names, on
the left and top of the screen respectively will be displayed at all times.
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Printing Reports
Printing the Same Column or Rows on Multiple Sheets

If you are printing a report and you want a specific row (column names) or a
specific column, such as Facility ID, to print out on each page select Page Setup
from the Eile menu.

1. Click on the sheet tab at the top.

Page Setup el

1. Click Page | Margins | Header(Footer o ° 5 hEEt _______ |

the sheet
tab. Print area: I :"J Brink. .. |

Prink: titles

Prink Preview |

Rows to repeat at top: I

5

Colurnns ko repeat at left: I :H
Prink
[ aridines [ Row and column headings

I™ Black and white  Comments: I(Nn:nne]l j
[ Draft gualiey

opkions. .. |

Page arder

= Down, then over
™ ower, then down

aAlToR
] [ty

PIICNTI

i Gl

Ik I Zancel
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2. Click on the box icon that is in the field that pertains to what you would like to
do (repeat a row or a column).

2. Click the box icon
that pertains to what
you want to do.

Page Setup 7| x|

Pane I Margins | Header/Fooker
Prink area: I :"J Prink... |

Print kitl
it HHes Prink Presiew |

Rows to repeat at top: I /':‘.J
Cipkions. .. |

Columns to repeat at left; I :NJ
Prink

[ aridlines [ Row and column headings

I Black and white Comrments: Il{l"-]u:une]l j

[ Draft guality
Page order

¥ Down, then over EE ElE BB

" ower, then down EEJE E E'E

(a4 I Cancel |

3. This will take you back to the report. Just highlight the letters or numbers
corresponding to which rows/columns you would like to repeat. For this
demonstration we are using rows 1 through 3. Note that the rows you select
will be displayed in the Rows to repeat on top dialog box.
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3. Select the rows you Note: The rows you 4. Click here
want to repeat by selected will be to finalize
selecting the appropriate displayed in this your
row numbers. dialog box. selection.
X Microsoft Excel - Lat_37.%LS 18 1= =]
”E File Edit Wew Insert Format Tools Data Window Help Acrobat ;lilﬂ
DGRV iR | o-o- | A®|= 4 43|l d 8|0~ |3
M5 Sans Serif ~ |10 v|31g|§§§|$%,38;?|+ - A
H1 | =| SEMINOLE SUBS
A | B H | [ | J [ Kk | L | M |
1 ACOUNTY FACID [FACSTAT  FACTYPE TwPEDESC DEP CO LATDD LATHM LA
2 37 4400872]CLOSED A, Feetail Station N 30 19
30 B ABACLOSED A ] Petall Station. | fo o] M
4 37]9400598|CLOSED A Bratail Statinn an oF,
5 | 37 9400304|CLOSED PNl Page Setup - Rows to repeat at bop: ?x
| B | 37 9400163|CLOSED A 513
| 7 | 37 9200710|CLOSED A Flefall Stafion M il 75
8 | 37 9200453|0PEN A Retail Station N 30 28
EN 37 9200194|CLOSED A Retail Station N 30 23
10| 37 9200189|CLOSED A Feetail Station N 30 26
11| 37 9200183|CLOSED A Feetail Station N 30 27
12 | 37 9200182|CLOSED A Retail Station N 30 2z
13| 37 9200178|CLOSED A Retail Station N 30 25
14| 37 9200175|CLOSED A Feetail Station N 30 26
|15 | 37 91038B5|0PEN A Feetail Station N 30 29
|16 | 37 9103045|CLOSED A Retail Station N 30 2z
17| 37 9102591 |0PEN A Retail Station N 30 25
18 | 37 9102541 |OPEN A Feetail Station N 30 28
19 | 37 9102222|CLOSED A Feetail Station N 30 26
En 37 9101772|CLOSED A Retail Station N 30 26
El 37 9063953|CLOSED A Retail Station N 30 27
| 22 | 37 9063920|0PEN A Feetail Station N 30 17
23| 37 9047150|0PEN A Feetail Station N 30 24
24| 37 9047015|0PEN A Retail Station N 30 30
25 37 9046173|0PEN A Retail Station N 30 24
bl ng A7 AnARONS L TIDERL Crtail Stating an 27
414w TmlLat 37
Paint N I (07 O I

4. Select the box at the end of the field in the “Row to repeat at top” dialog box
to finalize your row selection and return to the page setup dialog box.

5. Repeat these steps to repeat a column.
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Printing Your Report

Most of the Public Internet Reports contain too much information to print. Please
refer to the section on how to manipulate the reports in order to make sure you
are printing just the information you need.

1. Open the report you want to print.
2. Make sure you have formatted the report and are only printing the information
you need. Please see the sections on manipulating the report layout and

hiding & deleting columns to help you with this.

3. Open the print dialog box by clicking on the File menu, Print.

W Microsoft Word - How to use DEP Internet Reports.doc A8 - & x|
“@ File Edit Yiew Insett Format Tools Table ‘Window Help Acrobat == 1'|
“ 0 0 uew... ChHM [ o %@| ) = ’E| B e -2
|| o = Coe W b ulE==s|zEEEg-2-A-
Close S _—
“ &= ithdwmZiwaste2ibpssilnformation SystemsiPientalHow ko use DI = " m
—— [l gave Ctrb+S
E“ Save As... 2|3|4|5| -
Sawe as HTML...
Versions. .,
Page Setup...
N @Print Preview
&l
m Send To 3
Properties ==
- 14)...\How ko use DEP Internet Reports. ..
2 ChL A0S m-Waste-Sears. doc
;,. 3 cover.doc
4 iHhdwm2iwaste2ibpss). . \MergedvSa.doc
N Exit
S
- @
. ¥
=|afag| =] « | 3
“D[awv s & | AutoShapes » ™ “w I:lo‘|gv£v&v§: =B e‘
[Page 9 Sec 1 /21 [ak 25 In9 ol l REC [TRE [ExTi [ovrl [wenl [ 153K
4. This will open the print dialog box.
9 How to Use DEP Internet Reports
07/2004

V.21



Florida Department of Environmental Protection

2l
~Prinker
EER | 558 VI TLHDWIM1iHP_BYP12 -]  Properties |
Skatus: Idle
Tvpe: HPF Lasetlet 2000 P5
Where: I~ Prirk ko file
Comment: [
—Page range - H_opies
Lo | Mumber of copies: =
& Current page " Selection
™ Pages: I v Callate
Enter page numbers andfor page ranges
separated by commas. For example, 1,3,5-12
Print what: ID::u:ument j Print: I.ﬁ.ll pages in range j
Options. .. (] 4 I Cancel |

5. Please check the following things:

a) Number of pages that are going to print. Unless you specify otherwise in
the print dialog box, all of the pages of the report are going to print.

NOTE: To see how many pages will print, use the print preview button
on the menu bar of the report E‘-, and then check the number of pages
that will print in the bottom left corner of the report.
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icrosoft Excel - Lat_37.%L5

Me:xk | Ereviousl E

Preview: Page 1 of 64 [

COUNTY Féc D FACHAME

I 4d00aTE SEMHOLE EAT % TACKLE

Prinl;...l ﬁetup...l Marginsl PageBreakPregiewl Close: | Help |

37 9400754 HUNTEF, MGHREL JFROFERTY

I 9400595 ROBNSONS GROCERYT

3T 4400E04 DAVS I N
3 a0 63 ENG OAK GROCERY
3 4m0M 0 SEMHOLE SUES

I 4EMEE SHE LL-COMMI MY EALTH

37 4 94 SENAGE FRDFERTY
37 4300 34 RUTLANDS GROGERY
37 40 3 TRALER GITY

0 4bii #E W OMELES SERVIGE STATIOH

0 4 T4 JOHES DISTRIEUTO RS HE

3 4N 75 ADAME STREE T MUFFLER

37 4I0ZES LW AHMEE S IFTY FOOD STORE B17
37 4103045 DIZIE O L 3 EQUFMENT SAES

3P 4021 GAL MART
37 4102541 GHEY FON-JIERRY 5
3 OAIEEZE TIRE TOWH

90772 INDUETRIAL HATIOMAL EAHK PROFEFT ¥

4G LEWIS, VAN

I 4z BERT THOMAS GROCERY

37 404750 CHEVFO N STATION

37 40415 ILAHD FOOD STORE &22
0 4idéd T: FAR PRICE FOOD STORE
0 g TALRUH GEMERALSTORE

3 4G 5 DET ALS CAR WASH

3 #6455 ERADLE VS COUNTRY STOFE 32

I pMEE GAS MART T

37§61 3 W AY FIDE FARME GENE RAL STORE
37 #9476 GULF GOAST LUMEER % SUFFLY ING

I §9EES W ODDYILLE SURFLUS

I $adEii SPRING HLL ROAD S RO CERY

I paddi3e DIRCLE K ETIEEE

I $WF2E UNIOH TE-LAKE M CKSO0H

37 $5431 70 INLAND 3356

37 4341565 EXFRE S5 LAHE 33
37 4341564 EXFRE S5 LAHE $32
3T $1H1 HOGLY WOGLY

I 54 94 INLAHD-CEFITAL CIRCLE

I $8137 E 2 SERVE HEE

37 $341151 CEFITOLA MY MART
37§90 SUNSHNE JF 3255
37 5340043 COUNTRY STOFE

3T $iF9% SUW AHNEE SWIFTY FOOD STORE €39

3 OHETTRN TIME SAVER #4426
T #43TT49 TIME SAVEF 37

I $43T43 SUW AHMEE SWIFTY FOOD STORE 25

I $ETMT ALSFILLETOR
3P $i3T7d6 SERRA GASMART

37 $43T745 ON MARKFOOD STORE

37 $83TP37 A% DDISCOUNT BE VERAGE 3227

Fax 1

S

N

Number of pages
that will print.

Page Orientation

If you are printing a report that has many columns it might be beneficial to print
your report in landscape orientation so you can fit more columns on each page.
If you are printing a report with many rows and only a few columns it would be
beneficial to print in portrait orientation. Every printer is set up differently, please
consult your user manual on how to change the page orientation.
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Finding Information for a Specific Facility ID Number

1. Highlight the Facility ID column by clicking on the letter for that column.
|

X Microsoft Excel - Lat_37.XLS A8 - 8] x|
”ﬁ File Edit Yiew Ihsert Format Tools Data Window Help Acrobat ;lili”
DeRSAY|(smaF 5 « (@® = & 4% [I0F P[00 - 1B
“MSSansSeriF -0 - B I O |§§E|$ % 5 | EE - & A
B =| FAC ID
A H | I J |k L [ M N [ e

1 |COUNTY |FACID (FAC STAT FACTYFE TWFEDESC CEF CO LATOD LATHMM LATSS LO

2 3. | CLOSED ) Fetail Station il 30 19 5

3 LOSED ) Fetail Station il

4 LOSED ) Fetail Station il 30 25 55

5 Gl CLOSED ) Fetail Station M 30 28 14

2. Press Ctrl + F. This opens the find dialog box. Enter the Facility ID that you
would like to search for. For this example, let's use 9200178.

2. Enter the 3. Click Eind Next to
Facility ID you find the first

want to search occurrence of your
for. search criteria.

Find whak:

p|9200175
Close |

Replace, ..

« | [ Match case

Search: IEW Rows
[ Find entire cells onky

Look in: IFDrmuIas j

3. Click on Find Next to find information for that Facility ID.
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4. When it finds the Facility ID you entered it will be highlighted in white.

X Microsoft Excel - Lat_37.xls A8 - & x|
”@ File |Edit iew Insert Format Tools Data Window Help Acrobat ;'il ﬂ|
Dd ey s2ad o - &= +8%BeH - @
“MSSansSeriF - - BIQ|§§E|$%, £ v&v&v
B{3 =| 9200178
C | D

1 |[COD FAZ ADDR
2 | SEMINOLE BAIT 8 TACKLE RR 12 BOX 918 WOODYILLE HWY
3 HUMNTER, MICHAEL J PROFERTY 1216 5 MONROE ST
4 ROBINSOMNS GROCERY 2021 HOLTON ST
| b | 2800 N MONROE 5T
| b | BIG DAK GROCERY RT1BOX708
7 {SEMINOLE SUBS G40 TEMMESSEE 5T
8 | SHELL-COMMOMNWEALTH 1639 CAPITAL CIRCLE MW
1 9 | SAVAGE PROPERTY UNERNCHA
10 | RUTLANDS GROCERY JACK WAUSE RD & SR 20
11 TRAILER CITY BO1T % TENMNESSEE ST
12 92 Wi OMBLES SERWVICE STATION TILLIE LM & CAPITAL CIRCLE Sh
13 | 3200178 JOMES DISTRIEUTORS INC 1938 5 MONROE ST
14 | ADAME STREET MUFFLER 1404 5 ADAMS 5T
15 SUWANNEE SWIFTY FOOD STORE #317 2700 CENTERMVILLE RD
|16 | DIIE OIL & EQUIFMEMT SALES 3N IWO0DVILLE RD
17 CR 58
18 | | CHEYROMN-JERRYS TBR2 MWy CAPITAL CIR
19 | 218 M MONROE 5T
| 20 | INDUSTRIAL MNATIOMNAL BANK FROFERTY FAILROAD & MADISOMN 5T
21 LEWWIS, Wil 1847 THOMASVILLE RD
| 22 | BERT THORMAS GROCERY 10644 \WOODWILLE Hyw™
| 23 | CHEWROM STATION 1143 % ORANGE AVE

24 ISLAND FOOD STORE #3822 3820 N MONROE 5T

25 FAalFR PRICE FOOD STORE 440 FAUL RUSSELL RD

ETS 27 TALALUM CERED AL STARE 22400 B O I <
M4 i Lat_37 [«] JJ
Ready [ Bum=7zo5e46z40 | | T

5. Continuing to click the Find Next button will find other occurrences of the
Facility ID you're searching for.

Find what:

|gznn1?s

Search: IEy Rows

=l

Look in: IFDrmuIas

< | [ Match case
[ Find entire cells onky

Close

Replace. .. |
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Sorting

Sorting can make it easier to find the information you are searching for by listing

the information in a certain order.

1. If the report is not sorted how you would like it to be, just highlight the column
you want to sort by, click on Data in the menu and click Sort.

X Microsoft Excel - Lat_37.1ls

DzE aRy =@

” MS Sans Serif B I

Eilter
Farm...
Subtokals. ..

*~ 10 =

B1

”@ Eile Edit ‘iew Insert Format Tools | Data Window Help Acrobat

-8

NETEY
LIRS

[z~ 812 @& o - | O

Ch A

| D

=T AL IR L ERIED Al ST ORE

£ Yalidation. .,

1 [COUNTY IFACID TFAC NAME -
2 | 0 Table...
i Text to Columns., ..
i Consolidate...
% Group and Outline
7
8
9 |
0]
1
12 | 37 W ORBLES SERWICE STATICN
13 | 37 JOMES DISTRIBUTORS IMC

14
15 | 3 S UNANMEE SWIFTY FOOD STORE #317
|16 | BID<1E OIL & EQUIFKMENT SALES
7
16
18
20 | INDUSTRIAL MNATIONAL BANE PROPERTY
21 LE'WWIS, Wil
|22 | { BERT THCOMAS GROCERY
| 23 | R CHEWROMN STATION

24 R ISLAMD FOOD STORE #3272

25 FAIR PRICE FOOD STORE

helrd | O
» [pi]sLat_37
Ready

|«

FACZ ADDR

FR. 12 BOX 918 WOODWILLE HwY
1216 5 MONROE ST

2021 HOLTON 5T

2600 M MONROE ST
FT1BOx 708

640 TENNESSEE ST
1693 CAPITAL CIRCLE MW
UNENOWT

JACKWAUSE RD & SR 20
6011 TENMNESSEE ST
TILLIE LM & CAPITAL CIRCLE 5w
1938 S MONROE ST

1404 5 ADAMSE ST

2700 CENTERVILLE RD
3INIWOODYILLE RD

CR 53

1662 My CAPITAL CIR

216 N MONROE ST
RAILROAD & MADISON ST
1847 THOMASWILLE RD
10644 WOODVILLE Hw'
1143 ORANGE AVE

3820 M MONROE ST

440 PAUL RUSSELL RD

BAND B Tl kT I

| Bum=72595646340

o

[ora [

Bl

2. A menu will pop up saying that Excel found data next to the column of data

that you would like to sort.

Sort Warning

sotted,

Microsaft Excel Found data next bo wour selection.
Since you have not selected this data, it will not be

2%

Cancel |

hakt do wou wank ko dov

ook

™ Conkinue with the current seleckion
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Indicate that you want to expand your selection and click the Sort button. If
you do not expand the selection, the highlighted column will be sorted
and the other columns will not be sorted. This will give you incorrect
results. Choosing to expand the selection will keep all the rows together
when the data is re-sorted.

A criteria box will then appear and ask you how you would like to sort your
data. Indicate how you would like to sort your information, make sure the
option is checked that indicates you have a header row (column names), and
then click OK. For this example we are going to sort by Facility ID first and

then by county.

Sork by
IFF'.C I ;I {* ascending
" Descending
Then by
COLMTY is Ascending
" Descending
Then by
I =] * accending
" Descending
My lisk has
i Header row ¢ Mo header row
Cpkians., ., Ik I Cancel

5. Your list is now sorted.
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Filtering

Filtering allows you to narrow a broad range of data in a spreadsheet and
manipulate it to become a list of data that is useful for you. For this example we
only want to look at facilities that are closed. However, our spreadsheet shows
all facilities in Leon county. We can use a filter to narrow this list to show only
facilities in Leon county that are closed.

1. Highlight a cell that is in the column that you want to filter by.

X Microsoft Excel - Lat_37.%LS A8 17| =]
”@ File Edit “iew Insett Format Tools Data Window Help Acrobat ;lillﬂ
DEzRsR¥|(simad s « |e® =44 BSH 100 -0
|| 15 Sans sert -0 - B IUS=E=E$ %,
Hz | =| CLOSED
A | B E [ F | G | H | [ | J

1 |COUNTY FACID |FACCITY FAC ZIP FPHOME FACSTAT FACTYPE TYFEDESC
LI 379400972 | TALLAHASSEE 32301 (904) 421—9906|CLOSED !A Retail Station
| 3 | 37 9400754 | TALLAHASSEE 32301 (904) 575-3334 CLOSED A Retail Station
| 4 | 37 9400598 | TALLAHASSEE 32310 |(850) 576-4399 CLOSED A Retail Station
| 5 | 37 9400304| TALLAHASSEE 32303 |(904) 385-0136 CLOSED A, Fetail Station
| B | 37 9400163 | TALLAHASSEE 32312 (904) 8331807 CLOSED A, Retail Station
| 7 37 9200710 TALLAHASSEE (3904) 385-3345 CLOSED A, Retail Station
| 8 | 37 9200453 | TALLAHASSEE 32303 (850) 2221945 OPEN A, Fetail Station
| 9 | 37 9200194 | TALLAHASSEE CLOSED A Retail Station
|10 | 37 9200189 | TALLAHASSEE | 32310 CLOSED A, Fetail Station
11 | 37 9200183 | TALLAHASSEE CLOSED A, Retail Station
| 12 | 37 9200182 | TALLAHASSEE CLOSED A, Retail Station
| 13 | 37 9200178 | TALLAHASSEE CLOSED A, Retail Station
| 14 | 37 9200175 | TALLAHASSEE CLOSED A, Fetail Station
| 15 | 37 9103665 | TALLAHASSEE 32308 (386) 7R2-0777 QOPEN A Retail Station
| 16 | 37 9103045 | TALLAHASSEE CLOSED A, Fetail Station
| 17 | 37 902591 |MICCOSUKEE 32309 |(850) 833-6829 OPEN A, Retail Station
| 18 | 37 902541 | TALLAHASSEE 85104 (386) 752-5890 OPEN A, Retail Station
| 19 | 37 N02222 | TALLAHASSEE 32301 (904) 599-8484 CLOSED A, Retail Station
20 37 9101772 | TALLAHASSEE (904) B5E-1203 CLOSED A Retail Station
| 21 | 37 9063953 | TALLAHASSEE 32303 (904) 386-6272 CLOSED A Retail Station
| 22 | 37 9063920| TALLAHASSEE 32311 (850) 421-3215 OPEN A, Fetail Station
| 23 | 37 9047150| TALLAHASSEE 32310 |(850) 576-8932 OPEN A, Retail Station
| 24 | 37 9047015| TALLAHASSEE 32303 (904) 4821200 OPEN A, Retail Station

25 37 9048173 | TALLAHASSEE 32301 (912) 247-8000 OPEN A, Fetail Station

DR AT anAEANS | TALL AHASCEE | 223210 MEN E7ACEER (TIDER] ) Crtail Stati;en il
1|« [ppilsLat_37 JE] JJ
Ready I o WMl [
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2. Click on the Data menu and select Filter, Auto Filter

X Microsoft Excel - Lat_37.XLS A8 - & x|
”@ File Edit iew Insett Format Tools ,E Window Help  Acrobat ;lillﬂ
DEeE SRy & =@ oo | = £ 212l in @ § 0% - B
”MSSansSeriF - 10 '|B 1: &Y&,
Form... Shiov &l
hi j =| CLOSE Subtokals. .. Advanced Filker, ..
A_| B E walidation. .. : — I ! | J

1 |COUNTY FACID |FACCITY - FAC STAT FACTYPFE TYFEDESC
LI 37 8400972 | TALLAHASS Table. .. I3 |CLOSED !A Fetail Station
| 3 | 37 3400754 | TALLAHASS Tz (e CElTimE, . 34 CLOSED A Retail Station
| 4 | 37 9400598 | TALLAHASS C;nsolidate... 99 CLOSED A Retail Station
| 5 | 37 8400304 | TALLAHASS Gm_up ard Outline 5 36 CLOSED A Fietail Station
| B | 37 8400163 | TALLAHASS = 07 CLOSED A Fetail Station
| 7 37 8200710|TALLAHASS PivokTable Report. .. 45 CLOSED A Fetail Station
| 8 | 37 3200453 | TALLAHASS 48 OFEM A Fuetail Station
| 9 | 37 9200194 | TALLAHASS Get External Data 4 CLOSED A Retail Station
|10 | 37 9200189| TALLAHASS § Refresh Data CLOSED A Fetail Station
11 | 37 9200183 | TALLAHASSEE CLOSED A Fetail Station
| 12 | 37 9200182 | TALLAHASSEE CLOSED A Fetail Station
| 13 | 37 2200178 | TALLAHASSEE CLOSED A Fetail Station
| 14 | 37 3200175|TALLAHASSEE CLOSED A Fuetail Station
| 15 | 37 9103665 | TALLAHASSEE 32308 (386) 7R2-0777 QOPEN A Retail Station
| 16 | 37 03045 | TALLAHASSEE CLOSED A Fetail Station
| 17 | 37 902591 |MICCOSUKEE 32309 |(850) 833-6829 OPEN A Fetail Station
| 18 | 37 902541 | TALLAHASSEE 85104 (386) 752-5890 OPEN A Fetail Station
| 19 | 37 N02222 | TALLAHASSEE 32301 (904) 599-8484 CLOSED A Fetail Station
20 37 9101772 | TALLAHASSEE (904) B5E-1203 CLOSED A Retail Station
| 21 | 37 9063953 | TALLAHASSEE 32303 (904) 386-6272 CLOSED A Retail Station
| 22 | 37 9063920| TALLAHASSEE 32311 (850) 421-3215 OPEN A Fietail Station
| 23 | 37 9047150| TALLAHASSEE 32310 |(850) 576-8932 OPEN A Fetail Station
| 24 | 37 9047015| TALLAHASSEE 32303 (904) 4821200 OPEN A Fetail Station

25 37 9048173 | TALLAHASSEE 32301 (912) 247-8000 OPEN A Fuetail Station

26 27 andennal TAl L AHASSEE | 22210 (8RN F7AGREE MDER Cretail Ctation i
M4 [p bl Lat 37 JJ
Ready Il [ " B

Drop down boxes appear at the top of every column. Click the drop down box to
choose what you would like to filter on. There are 2 ways to filter: A “literal” filter
and a comparison filter.
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a) Literal filters are used to display rows that have a specific value. Click on
the drop down box on the top of a column. Pick what “literal” piece of
information to search for.

X Microsoft Excel - Lat_37.%LS : A8 17| =]
”@ File Edit “iew Insett Format Tools Data Window Help Acrobat ;lillﬂ
DEzRsR¥|(simad s « |e® =44 BSH 100 -0
“MSSansSeriF - 10 v|B I H|§§E|$%, Tl | f - & A
Hz | =| CLOSED
A B F G H [ J K
1 |COUNT = |FACIC+|FACZ «|FPHONE = |FACSTAT [+|FAC TvE~|TYPEDESC ~|DEFC»
| 2 ] 37 9400972] 32301 (304) 421-9906 [ (Al 4, Fetail Station M
EN 37 9400754| 32301 |(304) 575-3334 Egﬂgt;%--)) A Fetail Station I
KN 37 9400593| 32310 (850) 576-4393 | sganponen |A Fietail Station M
| 5 | 37 9400304 32303 (904) 385-0136 A Fietail Station M
| 6 | 37 9400163| 32312 |(904) 893-1807 LEEEN A Retail Station M
| 7 37 9200710 {904) 385-3345 CLOSED A Fetail Station N
| B | 37 9200453| 32303 | (850) 222-1948 OPEM & Fietail Station M
ER 37 9200194 CLOSED A Fietail Station M
10 | 37/ 9200189 32310 CLOSED A Feetail Station N
11| 37/ 9200183 CLOSED A Fietail Station N
12 | 37 9200182 CLOSED A Fietail Station N
| 13| 37 9200178 CLOSED & Fetail Station M
14 | 37 9200175 CLOSED & Fietail Station M
| 15 | 37 9103665| 32308 |(386) 752-0777 OPEN A Fietail Station M
| 16 | 37 9103045 CLOSED A Fetail Station N
| 17 | 37 9102591| 32309 | (850) 893-6829 OPEM A Fietail Station N
| 18 | 37 9102541| 85104 |(386) 752-5890 OPEM A Fetail Station N
| 19 | 37/ 9102222| 32301 [(904) 599-8484 |CLOSED & Fetail Station M
| 20 | 37/ 9101772 {304) 656-1203 CLOSED A Fietail Station M
21 37 9063953| 32303 (304) 386-6272 CLOSED A Fietail Station M
| 22 | 37 9063920| 32311 (850) 421-3215 OPEN A Fietail Station M
| 23 | 37 9047150| 32310 | (850) 576-8932 OPEN A Fietail Station N
| 24 | 37 9047015| 32303 (904) 482-1200 OPEM A Fetail Station N
25 37 9046173| 32301 (912) 247-8000 OPEM & M
DR AT anAOne] 22210 MRENY ETACEEE CITER]
4 4[ppfsLat 37
Ready [
Literal Filter
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Comparison filters allow you to search using search “criteria”. If you are
going to filter to find more than one set of criteria (i.e. list facilities that are
anything but open) you will need to use a comparison filter.

i) Select custom from the drop menu at the top of the column you are
using to filter. This will open a custom filter dialog box.

Custom AutoFilter

Showe rows where;
OC STAT

21x]
does not equal - IOF‘EI"-J LI

equals
Zancel

is greater than

is greater than or equal to
is less than

is less than or equal ko
begins with

=]

e

For th
open.

is example we wanted all facilities that have a status of anything other than
Therefore we chose Facility Status does not equal open for our criteria.

This filter will return all rows where Facility Status is anything other than open.

il
*

Note that you may choose to have 2 sets of filter criteria when using
the custom filter.

i) To use 2 sets of filter criteria, enter the first set of information that you
want to be your primary filter and then enter your second set of
information to be your secondary filter.

The list will be sorted using your primary filter first and then again
using your secondary filter.

iii) Select which set of criteria you want to use. If you select AND then
both sets of criteria have to be equal in order for the filter to work
properly. If you select OR than only one set of criteria has to be true
for the filter to work properly. In this example we want to return
stations with the name Chevron or Shell, so we will use the OR option
since a station only has one name and we want stations with the name

Chevron OR Shell.
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ii. Enter both sets of iii. Select whether you want both
__| criteria you want to filter sets of criteria to be true, or where
on. only one has to be true.

Shov raves where;

~FAC NAME
| ch
':—: L) = o]
Cand o ) € 7
quuals j IShEII| ;I Canyel

Ise 7 ko represent any single characker

Ise * ko represent any series of characters

iv. Click OK to filter
the spreadsheet.

iv) Select OK to filter the spreadsheet
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Hiding and Deleting Columns

Many of our reports have so many columns of information that they can not all fit
on one page when printed. Therefore you may wish to delete or hide the
columns you do not want to see when printing and/or looking at the report on
your screen.

Deleting A Column

1. Highlight the column you want to delete by clicking on the letter for that
column at the top of the screen.

2. Right click anywhere in the column and select delete.

X Microsoft Excel - Lat_37.XLS A8 - & x|
”@ File Edit View Insert Format Tools Data Window Help Acrobat ;lillﬂ
0= E‘§|ﬂvnv%@|zﬁ,“lal|ﬂg.@|mu% =)

” MS Sans Serif -0 -~ B F O |§ = = = | B % , %%

I | =| FAC TYPE
A | B F | G | H J [k | LA

1 _|COUNTY FACID |FAC ZIP FFHOME FACSTAT DEP GO LAT Digge
| 2 | 37 9400972] 32301 [(904) 421-9906 CLOSED M
ER 37 9400754| 32301 | (304) 675-3334 CLOSED M
ER 37 9400593| 32310 | (850) 576-4398 CLOSED M
| 5 | 37 9400304 32303 (904) 385-0136 CLOSED M
| 6 | 37/ 9400163| 32312 |(904) 893-1807 |CLOSED N
| 7 37 9200710 {904) 385-3345 CLOSED N
| 8 | 37 9200453| 32303 | (850) 222-1948 OPEM M
| 9 | 37 9200194 CLOSED Paste Special... M
|10 | 37/ 9200189 32310 CLOSED ' N
|11 | 37 9200183 CLOSED et M
|12 ] 37 9200182 CLOSED : ete N
13 | 37 9200178 CLOSED Clear Contents ]
|14 | 37 9200175 CLOSED — M
15 | 37 9103665| 32308 | (386) 752-0777 OPEN B Eormat Celk... M
|16 | 37 9103045 CLOSED Column Width. . M
17 | 37 9102591| 32309 | (850) 893-6829 OPEM Hide: N
|18 | 37 9102541| 85104 |(386) 752-5890 OPEM Unhide N
|19 | 37/ 9102222| 32301 [(904) 599-8484 |CLOSED M
| 20 | 37/ 9101772 {304) 656-1203 CLOSED M
| 21 | 37 9063953| 32303 (304) 386-6272 CLOSED M
| 22 | 37 9063920| 32311 (850) 421-3215 OPEN Fietail Station M
| 23 | 37 9047150| 32310 | (850) 576-8932 OPEN Fietail Station N

24 37 9047015| 32303 (904) 482-1200 OPEM Fetail Station N

25 3? 9046173| 32301 (312) 247-8000 OPEN Fietail Station M

bl =4 anAcnnel 222310 MRENY ETACEEE CITER] jl
b [pil\Lat 37 LIJ
Ready [T o 5 I

NOTE: Deleting a column is permanent! If you think you may want the
column in the report sometime in the future you should use the “hide”
function.
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Hiding a column gives you the same luxury as deleting it but allows you to unhide
it should you want to view it again later.

1. Highlight the column you want to hide by clicking on its respective letter at the
top of the column.

2. Right click anywhere on the column and select hide.

X Microsoft Excel - Lat_37.XL5 A8 _ |5 x|
ﬁ File Edit “iew Insert Format Tools Data Window Help Acrobat ;lillﬂ
DEESRY | sBaC| o o A®(z A 22 0o H o -

M5 Sans Serif - o~ |B I U |§§§|$ % z

I | =| FAC TYPE

A B F G H J [
1 |COUNTY FACID |FACZIP FPHOME FACSTAT FACT &% cut D

2 | 37 9400972| 32301 (904) 421-9306 CLOSED 4, Copy I

ER 37/ 9400754| 32301 |(904) 575-3334 CLOSED 4, B paste M

KR 37 3400598| 32310 |(850) 576-4399 CLOSED A, Paste Specid... N

| b | 37 9400304| 32303 (304) 385-0136 CLOSED 4, M

B | 37 9400163) 32312 (904) 893-1807 CLOSED A Insert M

7 379200710 (304) 385-3345 CLOSED A Delete M

| 8 | 37 9200463| 32303 | {B5M) 222-1948 OPEN 4, —— N

9 | 37 9200194 CLOSED 4, = I

10 | 37 9200183| 32310 CLOSED 4, 5 Format Cells,.. I

11 37 3200183 CLOSED A Calurn width. .. I

12 | 37 9z00182 CLOSED A N

13 | 37 8200178 CLOSED 4, I

14 | 37 9200175 CLOSED 4, I

15 | 37 9103665| 32308 (386) 752-0777 OPEMN 4, I

16 | 37 303045 CLOSED 4, Retail Station M

17 | 37 9102591| 32309 (860) 893-6828 OPEMN A Retail Station M

18 | 37 9102641| 65104 (386) 752-5890 OPEMN A Retail Station N

19 | 37 9102222| 32301 (904) 593-8484 CLOSED 4, Fetail Station I

20 | 37 Mmive (304) B56-1203 CLOSED 4, Retail Station I

21 37 9063953| 32303 (904) 386-6272 CLOSED 4, Retail Station I

| 22 | 37 9063920| 32311 | (850) 421-3215 OPEM 4, Retail Station M

123 | 37 9047150| 32310 (850) B76-8932 OPEMN A Retail Station M

| 24 | 37 9047015| 32303 (904) 482-1200 OPEMN A Retail Station M

| 25 | 37 9046173| 32301 (912) 247-8000 OPEMN 4, I
20 A anAcnnel 29310 O E7ACCRE MDER] LY
4« » [p]sLat_37/

Ready N M Y0 Y B
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Unhiding a Column

1. Place your cursor in the gray bar at the top of the screen just to the right of
where the letter representations of your hidden column is (i.e. if you hide
column | and column H and J are displayed, place your cursor in the row of
letters representing the columns on the line in between columns H and J).

2. The cursor will turn to two solid vertical lines. Right click and select Unhide to
expose the hidden column.

When your cursor turns to double vertical lines,
right click and select Unhide from the pop up

menu.

X Microsoft Excel - Lat_37.XLS -8 -8 x|
”ﬁ File Edit Yiew Insert Format Tools Data Window Help Acrobat ;lillﬂ

DEEERY IBRI -~ @ = 45 WEH 10 - F

M3 Sans Serif - 10 -|B I H|§§E|$%, G| E £§|

I | =| FAC TYPE
A | B E [ F | G | H ( ) J | K

1 |COUNTY FACID |FACCITY FAC ZIF FFHOME FAC STAT N\ EDESC DEF CO
2 | 379400972 | TALLAHASSEE 32301 (904) 421-9906 CLOSED Retail Station M
3 379400754 | TALLAHASSEE 32301 |(904) 575-3334 CLOSED Fetail Station !
4 ] 379400598 | TALLAHASSEE 32310 |(850) 576-4399 CLOSED Fetail Station il
| b | 37 9400304| TALLAHASSEE 32303 (904) 385-0136 CLOSED Fetail Station il
| b | 37 3400163 | TALLAHASSEE 32312 |(904) 8331807 CLOSED Fetail Station M
7 37 3200710|TALLAHASSEE 1904) 385-3345 CLOSED Fetail Station M
8 | 37 9200453 | TALLAHASSEE 32303 (850) 222-1945 OPEN Retail Station M
9 | 37 8200194 | TALLAHASSEE CLOSED Fetail Station !
10 | 37 9200183|TALLAHASSEE 32310 CLOSED Fetail Station il
11 37 9200183 | TALLAHASSEE CLOSED Fetail Station il
12 | 37 8200182 | TALLAHASSEE CLOSED Fetail Station M
113 | 37 9200178 | TALLAHASSEE CLOSED Retail Station M
14 | 37 9200175| TALLAHASSEE CLOSED Retail Station M
15 | 37 9103665 | TALLAHASSEE 32308 |(386) 752-0777 OPEN Fietail Station il
|16 | 37 03045 | TALLAHASSEE CLOSED Fetail Station il
17 | 37 902591 |MICCOSUKEE 32309 (850) 833-6829 OPEN Fetail Station il
18 | 37 028 TALLAHASSEE 85104 (386) 7H2-5590 OFPEM Fetail Station M
119 | 37 9102222 | TALLAHASSEE 32301 (904) 599-8434 CLOSED Retail Station M
20 | 37 M7 TALLAHASSEE (904) B56-1203 CLOSED Fetail Station !
21 37 9063953 | TALLAHASSEE 32303  (904) 3866272 CLOSED Fetail Station il
| 22 | 37 9063920| TALLAHASSEE 32311 (850) 421-3215 OPEN Fetail Station il
23 | 37 9047150| TALLAHASSEE 32310 |(850) 576-8932 OPEN Fetail Station M

24 37 04701 5| TALLAHASSEE 32303 (904) 4821200 OFEM Fetail Station M

2h 37 9046173 | TALLAHASSEE 32301 (912) 247-8000 QOPEN Retail Station M

26 A ANAENN2 I TALL AHASSEE | 2397310 MAEM E7ALEER (CIDER] il Statian
4| 4w b Lat_37 : LlJ
Ready [T M Y Y B
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X Microsoft Excel - Lat_37.XLS A8 - & x|
”@ File Edit View Insert Format Tools Data Window Help Acrobat ;lillﬂ
0= ﬁ‘§|nvnv%G’|zﬁ,“lal|ﬂg.@|1m°fov|@
“MSSansSerlF -0 - B I U |§§E.|$ % g b 3%
H1 | =| FAC STAT
A | B E [ F | G I I ; J [k |
1 |COUNTY FACID |FACCITY FAC ZIP FPHONE | & cut EC DEP CO LA
| 2 | 37 9400972 | TALLAHASSEE | 32301 [(904) 421-3906 | B2 Copy ion M
= 37 9400754 | TALLAHAZEEE | 32301 (904) 575-3334 | B2, paste ion M
ER 37 400598| TALLAHASSEE | 32310 (8500 576-4399 ) ooon oo ian M
| 5 | 37 9400304 | TALLAHASSEE | 32303 (904) 385-0136 | tion M
| 6 | 37 9400163 TALLAHASSEE | 32312 (904) 8931807 |, Insert tion &
| 7 37 9200710| TALLAHASSEE (904) 385-3345|  Delete ion M
| 8 | 37 9200453 | TALLAHASSEE | 32303 (850) 222-1948 | Clear contents Eiun M
R 37 9200194| TALLAHASSEE L ————————fiion M
|10 | 37 9200189 | TALLAHASSEE | 32310  E&! Farmat Cells... tion M
|11 | 37 9200183 | TALLAHASSEE | ColumnWidth...  ftion M
112 | 37 9200182 | TALLAHASSEE . Hide tion M
13 | 37 9200178| TALLAHASSEE %ion M
|14 | 37 9200175 TALLAHASSEE ion M
15 | 37 9103665 | TALLAHASSEE 32308 (386) FR2-0777 |A Retail Station M
| 16 | 37 9103045 | TALLAHASSEE 4 Retail Station M
117 | 37 9102591 |MICCOSUKEE | 32309 (850) 893-6529 4 Retail Station M
18 | 37 9102541 | TALLAHASSEE | 85104 (386) 752-5840 |4, Retail Station M
19 | 37 9102222 | TALLAHASSEE | 32301 (904) B99-8464 |4, Retail Station M
20 | 37 9101772 | TALLAHASSEE (904) BEE-1203 A Retail Station M
21 37 9063953 | TALLAHASSEE 32303 (904) 386-6272 A Retail Station M
| 22 | 37 9063920| TALLAHASSEE 32311 (850) 421-3215 & Fietail Station M
| 23 | 37 9047150| TALLAHASSEE | 32310 (850) 576-0932 4 Retail Station M
24 37 9047015| TALLAHASSEE | 32303 (904) 482-1200 A, Retail Station M
| 25 | 3? 9046173 | TALLAHASSEE | 32301 (812) 247-6000 |4 Retail Station M
')I: AnAENNSITALL AHASSEE 22210 fMEN E7ACEEE i |8
44 P|PI[\Lat 37
Ready [

Using MS Access to Link Two or More Reports Together

There may be times when you would like the data from 2 or more reports to be
shown in one single report. We can do this using Microsoft Access. Microsoft
Access is a database application but it does allow you to import MS Excel
worksheets as tables. In this section we will through importing 2 Excel
worksheets into Access, linking them, and creating a single report containing
information from both tables.

Create a Blank Database

Open MS Access and select the choice for creating a blank database. It will then
ask you to name the database and select where you plan on saving it.
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Microsoft Access

Create a new database using

" Blank Access database

(" Access database wizards, pages, and projects

(34 [

(* Cpen an existing file

s

|3

C\Documents and Setkingst.. . \acc2000kest

4, \DeskkopyCopy of acc2000 cap to date

i Deskkophacc2000 cap to date

4, ADEY SOPR YT wd - 2000 conversion i

Ik | Cancel |

File New Database

Save in: |@ Deskiop j f= @ @ ~ Tools -

=

My Documents @DE'-.-‘ SOPR YT w4 - 2000 conversion,mdb
-j My Computer

My Metwork Places

back of deskkop 042604

cache

Eii acc2000 cap to date.mdb

Eii acc2000kest, mdb

Eii Zap to Date.mdb

Eii Zopy of acc2000 cap to date.mdb

File name: ||:|I:|2.m|:||:| j

Save as bype: |Miu:ru:usu:uFt Access Dakabases (*.mdb) j Cancel
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Microsoft Access - [db2 : Database] E]@El
File Edit Wew Insert Tools Window Help ;li‘ﬂ
0 @ & - 8- o8 - | @.

@ Cpen M Design h Mew Eg
Create table in

Objects Create table
@ Create table by using wizard

—
@ Create table by entering data
a8
L)
&
Groups
3]

UM

Ready

Importing Tables (Data)

Select the reports you want data from and save them to your computer. In this
example we want all the insurance information for site in Alachua county, but we
also want to include the owner contact information for these sites. Therefore we
need both the All Locations and Insurance Information report for Alachua county
as well as the All Locations and Owner Information report for Alachua county.
Once you save these reports to your computer they can be imported into Access.

While you are on the tables tab click the New button. Select Import Table and
click OK. Navigate to the location you saved the reports. Change the data type
at the bottom of the dialog box to MS Excel. Highlight the first report you want to

enter and select OK.
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r

HNew Table

Datasheet View
Design Yiews
Table Wizard
Import Table
Link Table

This wizard imports tables and
ohjects fram an external File
into the current database,

Ik | Cancel |

Lok in: |ui'| reparts j = s ) [ * Tools -

File name: | j

Files of bype: |Miu:ru:usu:uFt Access (*.mdby®, adp;® . mdw; * mda;* mde; a0 - | Cancel |

[ ¥.H LL = Lo .- .} F .} F =l F =l F

Now we need to set up the import options. The first thing we need to do is tell it
what worksheet we are trying to import. There should be only one with the
database reports you downloaded. Click the next button.
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r

B Import Spreadsheet Wizard §|

Your spreadsheet File contains more than one worksheet or range. Which worksheet or range
would you like?

* Show Worksheets Insur 1

" Show Mamed Ranges

Sample data for warksheet 'Tnsur_1',

1 COUNTY FAC ID FACHAME i‘
?1 26541 [@ALACHUA CHNTY-DEPT OF PUBLIC WOIRES

?1 b26544 ALACHTA CHNTY-DEPT. OF CORRECTIONS

Tl 400565 [ALACHTA CHNTY INFO 3IBVCH

?1 505490 [ALACHTAL CHNTY BOCC-EMERGENCY OFPEER CTER
El 505515 [ALACHUAL CHNTY-CRIMINAL COURTHOUSE j
4

l
Cancel | Mexk = | Einish |

On the following screen you need to make sure that you check the box that lets
Access know that the first row contains the column headings and then click the
next button.
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- .
Bl Import Spreadsheet Wizard §|

Microsaft Access can use vour column headings as Field names for wour table, Does the First
rov specified conkain column headings?

IV First Row Contains Column Headings

COUNTY |FAC ID |FACHAME
EBezZoS54l ALACHTA CHNTY-DEPT OF PUBLIC WOREKS i‘

pezZoSdd AWLACHUA CHNTY-DEFT. ©OF CORRECTICIS
P400563 ALACHTA CHNTY INFO SBEVCS

P305490 ALACHTA CHNTY BOCC-EMERGEMNCY OFER CTR
PE05515 ALACHTA CHNTY-CRIMINAL COURTHOUSIE
515595 ALACHTA CHTY 3CHOOL BD-HAWTHORME H 3 j

l
Cancel < Back | Mexk = | Einish |

2 [BEaRRE
[ = =y

The following screen asks you what you would like to name the table you are

importing. You can leave the default settings by pressing the next button.
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B Import Spreadsheet Wizard §|
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On the next screen you are asked to establish a primary key for the table you are
importing. Primary keys are a unique identifier in the table. They are never
blank (null) and they never repeat themselves. Select the setting that says no
primary key so we do not risk deleting records, and click next.
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B Import Spreadsheet Wizard E|
Microsoft Access recommends that wou define a primary ke For
= vour new kable, & primary key is used to uniguely identify each

Bl e e record in your kable, It allows you to retrieve data maore quickly,

2 munonuE NEH
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2 [ " Let Access add primary key,
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£ Choose my own primary key, | ]
(¥ Mo primary key. :
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The next table asks you to name your table. You can rename it if you would like
to, but I am going to leave mine with the original table name. Click finish and we
are done! Repeat this process for each table you want to import.
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Bl Import Spreadsheet Wizard &|

That's all the infarmation the wizard needs to impart wour data,

Import to Table:

[ Iwould like a wizard to analyze my table after imparting the
data,

[ Display Help after the wizard is Finished.

Cancel | < Back | Einish |

Creating Your Own Reports

Now that we have the tables we want in our database we are ready to create our
custom report. We will do this by creating a query. Click on the query object
button on the left side of the database main screen.
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Microsoft Access
Jﬁi\e Edit View Insert Toolks ‘window Help

Ded sy iR | Bh- & |F e T,

&= dh? : Database
Qpen lggasign ?@&ew ‘ X | =
. Create query

Create query by using wizard

Groups

Ready T wom [

The following screen will ask you how you want to create your query. Select
design view and click next.

Design Yiew

Simple Query Wizard
Crosskab Query Wizard
Find Duplicates Query \Wizard

Find Unmatched Query \Wizard

Create a new query without
using a wizard,

oK I Cancel

b

Now we need to tell Access which tables we are going to need data from for this
report. Highlight the table you want to include and click add. Repeat this
procedure for every table you want to include in this report. When you are done
adding tables just clock the close button.
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NOTE: You can use more than just tables to create queries. You can also use
gueries as well. This is useful when dealing with difficult join situations.

Show Table

Tables lQueries ] Bioth l Add

Insur 1 Close

Now you have everything you need to create your report, but we have not
selected how to join the 2 tables together. We can not include data from both
tables unless there is a relationship amongst the two. Select a common field that
is in both tables. You must be extremely careful when doing this. You want to
pick a field that has a uniqueness to it in both tables. 99.9% of the time this will
either be the discharge _id field or the facility id field. We want to look at data on
a facility level so we will choose facility_id. Left click on the facility_id in one
table and hold that click down while you drag your mouse to the facility id field in
the other table and let go. You will now see a line between the 2 tables. Right
now if you left it like this the only data that would show up would be the rows of
data that exist in both tables. If either table had a null in the field that you used to
join on (facility_id) then it would not be included. There may be sometimes when
you want to return every single row in a table whether it has a null in a certain
field or not. This is accomplished using inner and outer joins. Access has made
this simple for you. Right click on the line between the 2 fields and a sub menu
will appear. Select join properties.
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Now we can tell Access what type of join we want based on the description. In
this case we want all owner records and all the records in insurance where there
is a matching facility_id. So we would select option 3.

Now all you have to do is double click on each field in the tables that you want in
your report and they will be added at the bottom of your screen.

E Microsoft Access

JEﬂe Edit ¥iew Insert Query Tools Window Help

BB &R s ERs @ Qe - @NEE D

TR S [T e [ |

28 Query] : Select Query L3
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Adding Parameters (Requirements) to Your Reports

Ever want to have a report that is specific to just your county or district? How
about have a report just for Exxon stations? This section will tell you how to do
that using query parameters. This is very similar to using filters in Exel. If you do
not want to use parameters then you can skip to the next section of this
document on creating the finished product.

We are still working with the query we just built. We want to search for facilities
that are in Tallahassee or in a specific zip code, or within a range of zip codes.
Notice the following screen. Look at the criteria line. Each line represents one
“condition”. For instance, the facilities this report will return will have Tallahassee
(exactly as it is spelled in the criteria) for the city AND have a zip code of 32301.
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Field: [Fac MaME FaZ ADDR, FaC CITY FaC ZIP TINS5
Table: [Cwner 1 Owner_1 Dwner_1 Owner_1 Inisu
Sork:
Show:
Criteria; Like "tallahassee" "3z301"
or: Like "°.-".:-I:a||°a"oi' In {'32301', 32302, 32303)

If we look just at just the first row under criteria it would return every row where
fac_city is tallahassee AND the fac_zip is 32301. But notice we have a second
row. This is known as the “or” row. The entire statement reads: return every row
where (fac_city is tallahassee AND fac_zip is 32301) OR (fac_city has any word
with tall in it AND fac_zip is either 32301, 32302 or 32303). Note that strings of
text must be enclosed in single quotation marks when you are using them in a list
like we did with the multiple zip codes. If the list parameter is a number you do
not have to use quotes. Each line is a statement in itself. Each parameter per
line must exist for a row to be returned. If you use the “or” line and some of the
parameters are the same ones you used in the line above it, they still must be
repeated in the 2" or 3" lines if you want the same to be true for each statement.
This issue can get real confusing. | suggest reading the MS Access help files for
more information.

Getting a Finished Report

We have selected each column of information we want in the report. Please
make sure the “show” check box is checked so that the column will be in the
report. Lastly we have to tell Access what to do with the data once the report is
run. The 2 main choices we normally use are a “select” query and a “make table”
qguery. The select query will return the same data that make table query will
return except you can not manipulate the data in any way, it is read only. A
make table query will create an access table for you that has all of the data in it
that the report returns. Select this option if you want to save the data from the
report or export it into MS Excel format. At the top of the query screen in the tool
bar there is a button with 2 tables on it, one in front of the other and a little offset
with an arrow next to it. Click on this button. Now you have the option to tell
Access what to do with the report data when you create the report. For this
example we are going to use a make table query.
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After selecting the make table query option you will be asked to provide a name
for the table Access will create. Give it a name and press the OK button. Now
all we have to is run the report. Press the button with the explanation mark [ !]
on the tool bar that is next to the button you pressed to select which kind of query
you wanted. You will get a message when your report has been created.

Exporting Your Report into MS Excel

If you plan on sharing this report with anyone you will need to export your data
into a format that they can read in case they do not have MS Access. A program
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commonly used for reports in DEP is MS Excel. To export a table into MS Excel
format click on the tables button on main database screen. Right click on the
table you would like to export and select the export option. A dialog box will
appear and you just need to tell it where to save the file and what file type you

would like to export to and then click save. NOTE: MS Excel has a row limit of
65,000 rows!
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