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OVERVIEW

To use ODBC, you must have Microsoft Windows 95, Windows 98, Windows NT, or Windows
2000 installed on machineswhere you install the ODBC drivers. If your OSAS datais stored on a
UNIX or LINUX drive, you will need software to map those drives as DOS drives or use adata
server to access the OSAS data. After you install the ODBC drivers under Windows, you can use
it to accessyour OSAS data, produce reports, and import OSAS datainto other applications.

This course covers using ODBC with Access. Y ou will walk through examples of using Microsoft
Accessto link to tables, forms and reports.

Before you can access the OSAS data using Microsoft Access, in OSAS you must set up any
custom files, fields, indexes, and create a configuration file using the Edit CONFIG.TPM function.
Y ou must also setup the BASIS ODBC Driversin Windows.
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Files

Use the Files function to set up and maintain data dictionary information about the datafiles used

in OSAS programs, to construct views of the OSAS data files, and to delete unnecessary file

definitions from the data dictionary.

Dictionary Tools Menu - Files

s, TOOD - OPEN SYSTEMS® Accounting Software

File Modez Toole Favoritez Other Help

[ [l ]

Tl Ber 2 M@K

I H Builders Supply ;I

25AS:

Main Menu

L

ODBC Kit

| Dictionary Tools

Accounts: Payable
Accounts Receivable
Eank Reconciliation
Billz of Materialz K itting
Fixed Aszets

General Ledger
|rwentony

Job Cost

Faproll

Purchage Order

Salez Order

GEMERAL Feport "wWriter

ODEC Kit
Fesource Manager

Edit COMFIG.TPM

any Tools
Dictionary Reports

Copy File[z] ta Dictionary
Files

Fields

Inderes

Add/Change Reserved WwWords
Tables

Company H

Terminal TOOD |10/03/2000

215 P
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Fields

Use the Fields function to define and edit the fields in the data dictionary files.

Dictionary ToolsMenu

45, TODOD - OPEN SYSTEMS® Accounting Software

=]

File Modez Toole Favoritez Other Help
ml S ? @@ ERD
IH Builders Supply ;I p

/g b)AS "

OPEN SYSTEMS® Accounting Saffware

Main Menu I ODBC Kit |

Accounts: Payable Edit COMFIG. TPk

Copy File[z] ta Dictionary

Accounts Receivable
Eank Reconciliation
Billz of Materialz K itting
Fixed Aszets

General Ledger
Irwentony

Job Cost

Faproll

Purchage Order

Sales Order

GEMERAL Report "wWriter
ODE it
Fesource Manager

Dictionary Reports

Add ange Feserved WwWords
Tables

Compary H | Terminal TOOD | 10/09/2000 | 215 Pk
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Indexes

Use the I ndexes function to define the keys used in OSAS Mkeyed datafiles.

Dictionary Tools Menu - Indexes

45, TODOD - OPEN SYSTEMS® Accounting Software
File Modez Toole Favoritez Other Help

Tl Ber 2 M@K

IH Builders Supply ;I p
/QOAS -
OPEN SYSTEMS® Accounting Saffware
Il

[ [l ]

Main Menu oDBC Kit |
Accounts: Payable Edit COMFIG. TPk Copy File[z] ta Dictionary
Accounts Receivable Filzs

B ank FReconciliation Dictionary Reports Fieldz

Billz of Materialz K itting

Fized Aszsets AddAChange Reserved WwWords
General Ledger T abl

Irwentony

Job Cost

Faproll

Purchagse Order

Salez Order

GEMERAL Feport "writer

ODE it
Fesource Manager

Comparny H | Terminal TOOD | 10/09/2000 | 215 Pk
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Copy File(s) To Dictionary

Use the Copy File(s) To Dictionary function to copy file, field, and index definitions from one
set of data dictionaries to another; to create acopy of adatadictionary file name; and to rebuild

the base tables.

Dictionary Tools Menu

s, TOOD - OPEN SYSTEMS® Accounting Software
File Modez Toole Favoritez Other Help

[ [l ]

0B er 2 @@ R

o

IH Builders Supply ;I p
/QOAS -
OPEN SYSTEMS® Accounting Saffware
Il

Main Menu

ODBC Kit

| Dictionary Tools

Accounts: Payable
Accounts Receivable
Eank Reconciliation
Billz of Materialz/K.itting
Fixed Aszets

General Ledger
|rwentony

Job Cost

Faproll

Purchage Order

Salez Order

GEMERAL Feport "wWriter
ODEC Kit

Fesource Manager

Edit COMFIG.TPM

any Tools

Dictionary Reports

Inderes
Add/Change Reserved WwWords
Tables

Comparny H | Terminal TOOD | 10/09/2000 | 215 Pk

Copy File(s) To Dictionary - 15



ODBC w/Access OSASTraning

16 — Setup in OSAS



OSAS Training

ODBC w/Access

Edit CONFIG.TPM

Use the Edit CONFIG.TPM function to create and edit database configuration files for usewith

the BASIS ODBC Driver.

ODBC Kit Main Menu — Edit CONFIG.TPM

5, TOOD - OPEN SYSTEMS® Accounting Software

P = =
File Modesz Toolz Favoritez Other Help
M8 &2 e 2 B B M =
IH Builders Supply ;I p
/Q.) S .
OFPEN SYSTEMS® Accounting Saffware
Main Menu | ODEBC Kit |
Accounts: Payable Edit COMFIG. TPk
Accounts Receivable Dictionary Tools
B ank Reconciliation Diictionary Reports
Billz of Materialz/K.itting
Fixed Aszets
General Ledger
|rwentony
Job Cost
Faproll
Purchage Order
Salez Order
GEMERAL Feport "WwWriter
Fesource Manager
Compary H | Terminal TOOD | 10/09/2000 | 215 Pk

Select Edit CONFIG.TPM from the ODBC Kit menu.
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Edit CONFIG.TPM Selection Screen

5, Edit CONFIG.TPM = B
LCommandsz Edit Modes Other Scioll Commands  Help
Xtz BB @@ 7@ 0K, _|_abandon |
Path and Mame of COMNFIG. TP File Mr]gﬂ
[ AW/ INDOWwWS /CONF GH. TPH
“Yariable Drata
|
_
_
_
_
_
Line Mo [ af 1
| Enen=ean| e Peesendine] Coiiian el e s e Rl e i | |
|OK IPgDn) | Company H |10/09/2000 | Terminal TOOD |O%A
To create a configuration file make the following selections:
Selection Description
Path and Name of CONFIG.TPM File Enter the path and TPM file name to create.

The path defaults to the Windows directory and the
file name defaults CONFIG.TPM®. Y ou can accept
this path and configuration file name? or you can
type in your own path and configuration file name.

Verification Prompt

4, Yerification

1)

Mo
Selection Description
File does not exist. Do you wish to Select Yesto create the configuration file in the
create? selected path.

Select No if you do not want to create the
configuration file entered.

1 1f you are on version 6.05 or earlier, the default path is the OSAS/RWdata directory.

2 The configuration file does not have to have the name CONFIG.TPM. Thefileisan 8.3 Dosfile
and isonly required to have the TPM extension, but can have any name you want.

18 — Setup in OSAS
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Edit CONFIG.TPM Selection Screen

4, Edit CONFIG.TPM ==
LCommands  Edif Modes Other Scioll Commands  Help
22Xz mm | mm| ? @ Ot |_Abanden |
Path and Marne of COMFIG.TPM File
JC: AW IND O S ACONFGH. TPM
Yariable Data
DICTIOMNARY C:/0545 /R data/ EI
CID H ﬂ
STEFIL C:/O5AS fsysfhils
=l
=
=
Lire Mo [ 000002 of 000004 )

| Enter = edit | Geto | | Appendine | white [3] | Change COMFIG. TFM Name | |
[ | Company H |10/09/2000 | Terminal TOO0D | INS

Variable Data

DICTIONARY" The path to the ODBC data dictionaries.
The default path is the Rwdata directory setup with the Directories
function in Resource Manager.

DATA* The path to the OSAS data.
The default path is the Datal directory setup with the Directories
function in Resource Manager.

CID The company ID.

The company you are in defaults as the company 1D

SYSFIL* The path to the OSAS systemsfiles.

The default path isthe SY SFIL directory setup with the Dictionary
function in Resource Manager.

Y ou can edit the configuration file by selecting the following:

Command Action
Enter = edit Enter to edit the line next to the cursor.
Append Line Select A to add aline to the configuration file.

Note: You must create a separate database configuration file for each company you want to access
with the ODBC driver.

"The path entered must contain a drive letter and colon for the ODBC Drivers to access the OSAS
data properly, unless you are using a data server. If you are using a Unix or LINUX system and
not using a data server, do not create a configuration file here (See Appendix C).

Edit CONFIG.TPM - 19
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Edit CONFIG.TPM Selection Screen

4. Edit CONFIG.TPM M= E
LCommands  Edif Modes Other Scioll Commands  Help
EXAE N 0 | #bandon |
Fath and Mame of COMFIG. TP File
[/ TND OW/S /CONFGH. TPM
"W ariable Crata
=|
z|
CID H =]
SYSFIL C:/0SAS Asysfild
=l
=
=
Line No [ 000002 of 000004 |
| Enter = edit | Geto | | Appendine | white [3] | Change COMFIG. TFM Name | |
[ | Company H |10/09/2000 | Terminal TOO0D | INS
Command Action
Write Select W to write the configuration file.

Select VY, for Yes, to save the changes made to the configuration file.

Select N, for No, if you do not want to save the changes made or the
configuration file.

CONFIG.TPM Name  Select C to enter the path and file name for a new configuration file.

Note: If you are using the 1.1 BASIS ODBC Drivers you must aso run the Build Shadow
Dictionary function (See Appendix A).
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To use ODBC, you must install and register the BASIS ODBC Drivers on a system with Microsoft
Windows 95, Windows 98, Windows NT, or Windows 2000.

See ODBC Kit users guide for installation instructions.

Setup In Windows - 21
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Linking to Tables

Create a New Database Screen

Microzoft Access E m |

—Create a Mew Database Using

q\ " Database Wizard

é}’ ' open an Existing Database

Maore Files, .

CAMYDOC U~ 14db1

Lol 4 I Cancel

Start Microsoft Access. Select the database you want to usewith ODBC. If the database you want
to useisnot listed, create a blank database.

This example uses a blank database.

File New Database Screen

File Hew Database ﬂm

Save in: ||:| My Documents

Create I
Cancel |

¥ Extlusive

File name: Idbl ndb j

Jave as bype: IMicmsuFt fAccess Databases (*,mdb) j

Choose the path and file name for the database.
Select the Create button.
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ink Tables

” File Edit ‘fiew Insert Tools \Window Help ’ - IEILI
” ) | e Bl S+ | = | 0, ._’E— =2 | | ] . | El|

= SE C+0
I 2 Macros I % Modules I

ke
SEEN
k| Save G —I
Save AsErport [DESian I
Save Az HTML
W= |

Bage Setiin ..,

en Databaze

% Prnt Pregiee
= Pt iR

Serdl..

Diatabase Properties

Ldbl
E COMYDOCU-~1db1

= CiProgram FilesiMicrosoft SfficeiMichaslidb
4 CiProgram FilesiMlicrosoft Sfficelichaelidbe

Exit

[Ready [ e

The database is displayed. Select the Tables tab. From the menu bar, select File, followed by Get

External Data, and then choose Link Tables.
Link Tables

&, Microsoft Access - [db1 : Database]

Filz= Edit “iew Insert Tools Window Help _ IEI xI

Dl |&EE| 8 Beso B85 =[EE k] E L a0
Tables | Queries I Forms I {8 Reparts I 2 Macros I i Modules I
e I
Design |
= |

Aiaw .

Arrange Tcons

Lirre U Leons

& Impo...

W, Eeste

&8 Relationships. ..

[Ready ) B VT |

Alternatively, Right click in the Database container and select Link Tables

Linking to Tables - 25



ODBC w/Access OSASTraning

Link Screen —Files of Type— ODBC Databases
Link EHE
Laok in: I[:l My Dacuments j ‘alll IE_ ] |2
FeJab1.mdb k|
Cancel |
Advanced. .. |

Find files thak match these search criteria:

File name: j Text or property: I 'l Eind Mow |
Files of kype: |Microsoft Access (*.mdb;*.mdw;*.mda;lzl Last modified: Iany time 'l MNew Search |

HTML Documents (%, html;* htm) -
Mot all File bygdBASE III (*.dbf) B bypes, run the Setup program, click Addj/Remove, Data Access,
Change CptiddBASE Iv (*.dbF) the Office 97 WaluPack.

dBASE 5 (*.dbf)

oft FoxPro

1 Filefs) Fou

The Link screen is displayed.
Select the Files of type field. Use the combo button to select the ODBC Databases.

Select Data Sour ce Screen
Select Data Source K|

File Data Source Machine Data Source ;

Drata Source Hame | Tupe | Description i
dBASE Files User
Excel Files Uszer
FoxPro Files User
M5 Access 97 Database Uszer
Te=t Files User

e

&, b achine Data Source iz specific to this machine, and cannot be shared.
"User'' data sources are specific to a user on thiz machine. ""System'’ data
sources can be uzed by all users on thiz machine. or by a system-wide zervice.

Ok, i Cancel i Help I

The Select Data Source screen is displayed.

Select the Machine Data Source tab®.

Select the data source you want to use to link to the OSAS data.

If the data source is not listed, click the New button to create a data source.
Select New.

% Y ou must always use a Machine Data Source to link to that OSAS data from Access.
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The Create New Data Source screen is displayed.
Create New Data Sour ce Screen- Select Data Source Type

Create New Data Source

Select a type of data source:

€ User Data Source [&pplies to this machine only)

" Sypstern Data Source [Applies to this machine onlyE

Selecting System D ata Source creates a data
zource which iz gpecific to thiz machine, and uzable
by any uzer who logs onta this machine.

= Hach I Mest » I Cancel

Select the type of data source you are creating.

Selection Description

User Data Source Creates a data source for this machine that only the user creating it can
access.

System Data Source Creates a data source for this machine that anyone who uses this

machine can access.

Select the Next button.

Create New Data Sour ce Screen- Select Driver

Select a driver for which you want to zet up a data source.

[ o=

5 7]
BASIS ODBC Drriver 32-BIT 1.
CRDEZ 3
CR Infarmix 3
CR Informix 5 2.
CR Infarmix 7 2.
CR Informiz3 3.
CH Oracley 3.
CR Oracled 3 =
rE Sl P aca ]
: | L|_I

< Back I Mext > I Cancel I

Select the driver for the data source. For OSAS data select the BASIS ODBC Driver®.
Select the Next button.

*|f you are using the 1.1 version of the ODBC Drivers (OSAS 6.02 and earlier) select the BASIS
ODBC Driver 32-Bit.
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Create New Data Sour ce Screen - Finish

Create Mew Data Source x|

wohien wou click Finish, wou will create the data source
which you have just configured. The driver may prompk you
far more information.

Spstem D ata Source ;I
Driver: BASIS ODBC Diriver

i o

< Back

Cancel I

The last screen summarizes the type of data source you are creating and the driver used for the
data source. Verify everything to make sureit is correct.

Select Finish
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BASIS ODBC Driver Data Source Configuration Screen
BASIS ODBC Dnver Data Source Configuration

Data Source Mame: IEIS.-’-':.S B 0K |
Description: IEompan_l,l H Sample Data Cancel |
Database Help |
I CAWIND D ShConfgh.bpm i Abaut |
User ID: I Authenticatiarn... | Read Timeout: I
— Dptions
™ Fead Only Access I™ Force File Length Update on FAT Sestems
[" Dizable Use of Math Coprocessar I &llow Multiple Feads in a Becord
[ Enable Flosting Metwark Lock Eyte [ 14 Digit Business Math
[ Mo Stict Key Checking on CREATE TABLE [ Do Mot Automatically Feorder T ables
™ Pack numerics ower 14 digits long ™ Pad vaniable length columns with spaces
— Logging

™ Log Ermor Messages
™ Log Function Calls
™ Log File &ccess for Guery O ptimization

Log File Location: |

— Dates

Column Suffi[ez]: | QEM Type: I vl

— Character Set Translation

Translate |

The BASIS ODBC Driver Data Source Configuration screen is displayed.

1. Enter aname and description for the data source.

2. Enter the path to the configuration file you created in OSAS with the EDIT CONFIG.TPM

function.

The Browse buttonsis available to find the configuration file.
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BASIS ODBC Driver Data Source Configuration Screen
BASIS ODBC Dnver Data Source Configuration

Data Source Mame: IEIS.-’-':.S B 0K I
Description: IEompan_l,l H Sample Data Cancel |
Database Help |
IC:\WINDDWS\Cangh.tpm Browse... | Abaut |
User ID: I Authenticatiarn... | Read Timeout: I
— Dptions
™ Fead Only Access I™ Force File Length Update on FAT Sestems
[" Dizable Use of Math Coprocessar I &llow Multiple Feads in a Becord
[ Enable Flosting Metwark Lock Eyte [ 14 Digit Business Math
[ Mo Stict Key Checking on CREATE TABLE [ Do Mot Automatically Feorder T ables
™ Pack numerics ower 14 digits long ¥ {Pad vanable length columng with spaces
— Logging

™ Log Ermor Messages
™ Log Function Calls
™ Log File &ceess for Guery O ptimization

Log File Location: |

— Dates

Column Suffi[ez]: | QEM Type: I vl
— Character Set Translation
Translate |

3. Under Options, make sure to place a check next to Pad variable length columns with spaces®.

® This option is used more if you have the Read/Writer version of the ODBC drivers, but it isa
good habit to make sure a check is placed here on all data sources.
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BASIS ODBC Driver Data Sour ce Setup Screen
BASIS ODBC Dnver Data Source Configuration

Data Source Mame: IDSAS B.x 0K I
Description: IEDmpan_l.J H Sample Data Cancel |
Database Help |
IE:\WINDDWS\Eonfgh.tpm Browse... | Abaut |
User ID: I Authenticatiarn... | Read Timeout: I
— Dptions
™ Fead Only Access I™ Force File Length Update on FAT Sestems
[" Dizable Use of Math Coprocessar I &llow Multiple Feads in a Becord
[ Enable Flosting Metwark Lock Eyte [ 14 Digit Business Math
[ Mo Stict Key Checking on CREATE TABLE [ Do Mot Automatically Feorder T ables
™ Pack numerics ower 14 digits long ¥ Pad vaniable length columng with spaces
— Logging

™ Log Ermor Messages
™ Log Function Calls
™ Log File &ccess for Guery O ptimization

Log File Location: |

— Dates

Column Suffi[ez]: |DATE QEM Type: I vl
— Character Set Translation
Translate |

4. Under Datesin the Column Suffix(es) field, type the word DATE so the OSAS Julian dates
will convert and display as regular dates.

Note: If you are using Data Server you must also enter avalid user in the Network User ID field.
Root, Administrator, Admin, Supervisor are not acceptable to use with ODBC.

Select the OK button after the options have been checked, and if necessary, the Network User 1D
has been entered.

See Appendix B for detail information on the BASIS ODBC Driver Data Source Setup.
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Select Data Sour ce Screen
Select Data Source 2] I

File Data Source Machine Data Source I

Data Source Mame | Type | D e=zcription ;I
rOIs Swztermn MSMO Information Server Databasze

M5 Access 97 Databasze Uszer

M5 Access Databasze Uszer

05A5 B.05 System SAMPLE DATA

O5A5 b= Sypztem  Company H Sample Data

Text Files Uszer

Wizual FoxPro Databaze Uszer

*izual FoxPro Tables Uszer -
< i E

Mew. .

&, b achine Data Source iz specific to thiz machine, and cannot be zhared.
"Uzer'' data zources are specific to a user on thiz machine. ""Sypstem'’ data
zources can be uzed by all users on thiz machine. or by a spstem-wide service.

Ok I Cancel I Help I

The Select Data Source screen is re-displayed.
Highlight the data source you created and click OK.

Link Tables Screen
Link Tables 2| x|

Tables |

|P|RCT 4| oK

ARCU_BACKUP

e L Cancel
ARHD

ARHI

ARHL 1 Select Al
ARHI 2
ARHI 3
ARHI 4
ARHI_5 j [ Save password

Deselect Al

The Link Tables screen is displayed.

Select the files (tables) you want to use with this database
Select the ARCU table.

Select OK
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Access — Database Container

&, Microsoft Access - [dbl : Database] =

|| Bile Edit yiew Insert Tools window Help INETET|

DS S&EY¥|$Ee = |0E- -] = EEEEEE=

Tables | P Gueries | Forms | B Reports | 22 Macros | <& Modules |
-® I _ o |

Design
Mew

[Ready /) B I T, ) [

The tables are added to the database container.

]
3 cE00 ] ACE BUILDERS 1586 SE 3157 ! PADUCAH v 20655-7965 |
[ |casHea CASH SALES-( L
| |cashmD CASH SALES- ]
[ |cAsHMN CASH SALES L
| |cashes CASH SALES( J
[ |casHTx CASH SALES-( L
[ |oavon DALLAS-FT WC 1025 37TH AVE DALLAS i 77T U
B GREATER NEV 1001 AVE OF T NEWY ¥ ORK CF MY 100124336 L
I |rearont ANSAS CITY 2332 WEST 531 IGANEAS CITY | MO SE566 )
[ |Losom LOS ANGELES 96042 VENTUR EMCING cA coggsosEl L
WENE SUNSHINE HOI 1000 OCEAN B ML FL 333334323 L
™ | TEMODY TEMMESSEE 5 1001 COUNTRY NASHVILLE  TM 643274383 (L
EE MISA 2347 WEST WIF SUITE 1025 DOVER DE 140032347 L
#*

¥
|Datashest Wiew S e o e e e [

Y ou can view the datain the table by highlighting the table and selecting open or by double

clicking the table.

Note: If you are using the Read/Write version of the ODBC Drivers, any changes made in the

table will make changes to the OSAS datafile. The changes are made without prompts or

warnings.
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Creating a Query

Query in Access can be used in avariety of ways. With ODBC and the OSAS datafiles, you can
useit to create fields that are not part of a Table (files) to use in Forms and Reports. With the
Read/Writer drivers and Access 97 you can create queries to delete, change or add records to the
OSAS datafiles.

This example will walk you through the steps needed to create a query from the ARCU file. This
query will contain the Attention field, Customer I1D, Customer Name, Address, City, State and Zip
code for the customer, al the balance amounts and we will create atotal due field. This query will
be used in Reports later to create a dunning letter.

Access — Database Container —Query - New

ENTT ft Access - [db1 : Database]

|| Bile Edit view Insert Teols window Help == x|
B Al AN e L-he]
[ Tables B Queries | EH Foms | B Reporis | |« rodues |
S
By
Hew
D= [ T

Select the Queries tab on the database container. Select the New button to create a new query.
New Query Box

Newauey K|

Simple Query Wizard

Crosstab Query \Wizard

Find Duplicates Query Wizard
Find Unmatched Query Wizard

Create a new query without
using a wizard,

(0] 4 Zancel

The New Query Box is displayed.
Select how you want to create the query.
Select Design View.
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Show Tables Box
Show Table 2]

Tal:ulesl Queriesl Eh:nthl

Close

i

The Show Tables box is displayed.
Select the tables or queriesyou want to use to create this query.
Select Add once al the selections have been made.

Access— Query — Blank Quer

‘5‘ Microsoft Access - [Queryl : Select Query]

File Edit Wiew Inzert Query Tools Window Help =] x|
= = R =R R T = S = =]
CUSTOMER_M,
ADDRESS_LIMI
ADDRESS_LIMI
syl
_>l_I
Figld: |] -
T able:
Sork:
S how: (] 1 1 [ ]
Criteria:
or:
|Ready UM

The tables or queries selected are displayed at the top of the query. The fields selected for the
query are displayed at the bottom.
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Microsoft Access (Query — Select Query) — Select Fields

|2 Fie EdR Wiew Irsert Query Toak Window Help SIS
B-lERhy|imas - @-| ! ey - FNSa- 0
e =
[BALANCE_61_90 =
BALANCE_51_120
BaL AMCE_OVER_120 —
(UNAPFLIED _CREDIT
SALES_PTD ::l
>
4 »
——
Field | ATTENTION CUSTOMER 1D CUSTOMER NAKE ADDRESS LINE 1 ADDRE LIMNE oy STAT
Table: [ 2ACU ARCU ARCL ARCL AACL ARCL ARCL
Soit
Showr =] 7] =
Critenia
o
4 »
Ready e foans I e e

The Runicon

To select fields, drag and drop afield from the table to the field area, or double click on the field
inthe table to add it to thefield area.

Select the following fields:

ATTENTION, CUSTOMER_ID, CUSTOMER_NAME, ADDRESS_LINE_1,
ADDRESS LINE_2, CITY, STATE, ZIP_CODE, CURRENT_AMT_DUE,
BALANCE_31 60, BALANCE_61_90, BALANCE_91_120, BALANCE_OVER_120,
UNAPPLIED_CREDITS, NEW_FIN_CHARGE, and UNPAID_FIN_CHARGE.

[BAL B1¢
[BALANCE_91_120 =
BAL AMNCE_OVER_120 51 amiect Query
[nepruEn_crenrr T Crosstab Quary
SALES_PTD B ¥ Maks-Table Query...
s [P Lodoteuerye _,J:J
ol 4 E Agpend Query... >
—  ——————— 1 palsts Quary —]
Field: [ ATTENTION CUSTOMER MAME |ADDRESE LINE 1 [ADDRESS LIME CiTY STAT)
Table: [SACU S0 Speckic ¥ (2R AHCL ARCU ARCL LRCL
St _—
Shaower = Perameters, .. [=] =] =] =il
Citetia: R —
on
1 »
Ready I icas e

Next, run the query to display the datafor the selected fields.

To run the query, select Query from the menu bar, then choose Run OR you can select the Run
icon from the toolbar.
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- ACE BUILDERE 1568 SE 31T ¢ PADLICAH

|| CASHCA, CASH SALES-(

5 CASHMD CASH SALES-E

| CASHMM CASH SALES-F

B3 CASHPS CABH SALES-[

|| CASHTH CASH SALES-T

| |AP CusL00 CALLAS-FT Wi 1025 37TH AVE DALLAS T I

|| MARTY D GREODN GREATER NEVY 1001 AVE OF T MEW YORK CINY 10012-4335
| |BLARP K AMOD1 KANSAS CITY 2362 WEST 531 KAMSAS CITY MO SEBES
|__|ACCOUNTS P& LOS001 LOES AMNGELES 98042 WENTUR ENCING A 99009-9554
| |RANDY SULMNE SUNOO1 SUNSHINE HOI 1000 OCEAN B [ FL 333334323
|| AP TEMIO1 TEMMESSEE S 1001 COUNTRY MASHWVILLE ™ 54377-4353
|| REPAYMENT F WISDO01 = 2347 WEST \IF SLITE 1025 DOVER DE 14003-2347

atashest View o e ot = T e

The Select Query results are displayed.

Access - uer — Ru Quer

The Design
(i CUSTOMER_N, \/ian icnn
mﬁﬁ DateshestView ™ ACE BUILDERE 1568 SE 31T ¢ PADUCAH  KY JBE5S 7EES
23 Iooibars » | CASH SALESC
= | CASHSAIESE
(=] ozl "| CASH SALES-
= Ponee 2| casHemEsT
= CASHTH CASH SALES-T
S DALODT DALLAS-FT WC 1025 37TH AVE DALLAS ™ 77777
[ |MaRTY D GRENDT GREATER NEV 1001 AVE OF T MEW YORK CI Y 10012-4335
T |BLar P KANDOT KANSAS CITY 2362 WEST 531 KANSAS CITY MO 56655
| ACCOUNTS PA LOSDDY LOS ANGELES 98042 VENTUR ENGING cA 99509 0584
L | RanDY UL SUNDD! SUNSHIME HOI 1000 OCEAN B MlAME FL 333334323
| ~aP TEMI TEMNESSEE S 1001 COUNTRY MASHVILLE T 54327-4383
REPAYMENT F VISDO1 vISa 2347 WEST \IF SUITE 1026 DOVER DE 14003-2347

L 0 S
L T e s P e

Next, add afield to total all the balance fields.

Select View from the menu bar, and choose Design View OR select the Design View icon from
the toolbar.
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Select thefirst blank field.

u —Addinafield —Build Option

The Build icon

Right click in the field section and select Build OR select the Build icon from the toolbar.
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Expression Builder
% =]
Cancel

+ - i *|a]== <=2 and or Mot tike| ¢ 3] Feee | men |

;I Undo I

] Queryl
E3

F= Queries
[#]1 Forms

F= Reports
(¥ Functions
£ Constants
I Qperators

£ Common Expressions

The Expression Builder is displayed.

Select the fields, functions and values you want to add to the Expression.

Field
Function
Left Box

Middle Box

Right Box

OK/Cancel/Undo/Help
Buttons

Description
Select the functions you want to use to create the expression.

Select where the fields for the expression will come from. Y ou can
select any Tables, Queries, Forms or Reports added to the database
container. Y ou can also select built in Functions, Constants, Operators
and Common Expressions.

Select Tables and choose the ARCU table..

Displaysthe valid fields or functions for the selected table, query, form,
report, function, constant, operator or common expression from the first
box.

Paste the NEW_FIN_CHARGE, UNPAID_FIN_CHARGE,
CURRENT_AMT_DUE, BALANCE_31 60, BALANCE_61 90,
BALANCE_91 120, BALANCE_OVER_120, and the
UNAPPLIED_CREDIT fieldswith a + function between each field.

Displays the values for the selected field or function from themiddle
box.

Select OK to save the expression.
Select Cancel if you do not wish to save the expression.
Select Undo to go back one step in creating your expression,.

Select Help to display help information about the expression builder or
the function you are using.
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The expression should look like the following.

Expression Builder
Expression Buillder kB3

[ARCUT[MEW _FIN_CHARGE] + [ARCUN[UNPAID_FIN_CHG] =
+ [ARCUI[CURRERNT_AMT_DUE] +

[ARCUN[BALANCE_31_60] + [ARCU[BALANCE_61_90] + Ll
[ARCUTI[BALANCE _91_120] + [ARCUN[BALANCE_GVER_120] = | jnda
+ - i *|a] == <=2 and or Mot Like| ¢ 3|  paste | Hen |
[ Queryl | [TERRITORY -
(=1 Tables | |MEW_FIN_CHARGE

L = e UMPAID FIN_(CHG

“‘F"""" CURREMT _&MT_DiI
(3] Queries BALANCE 3160
[#1 Forms BALAMNCE 6190
3 Reports BALAMCE_21_120
(3] Functions EALAMNCE CWER 12
3 Constants T
SALES_PTD

£ operatars ;I SALES GTD ;l

[ARCU]![NEW_FIN_CHARGE]+[ARCU]![UNPAID_FIN_CHG]+
[ARCU]![CURRENT_AMT_DUE]+[ARCU]![BALANCE_31_60]+
[ARCU]!+[BALANCE_61_90]+[ARCU]![BALANCE_91_120]+
[ARCU]![BALANCE_OVER_120]+[ARCU]![UNAPPLIED_CREDIT]

Select the OK button to save the expression.

Query — Adding afield — Expr1

=R )|

o]
LINAPPLIED _CREDIT
SALES_PTD =l
-
“ 3
—
Field [BALANCE 5190 BALANCE 51 120 |BALANCE DVER ~  |UMAPPLIED CAEL | Ewpil: [PACUJME, =
Table: [ AACU ARCL ARCL ARCL
St
Showr = 1 =] bA ] =] [m]
Ciiteria:
or
Ll T | >
Ready [T ieaes e [ T

The field should say Exprl and display the expression entered to create the field.
Place a check in the Show section to display the field on the query.
Run the query again.
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171072
178643

a
16195.18
5443 45
E01916.7
B1977 45
H246.32
143628 97
1118584

[ = = = = O = = = B = R = = = ] =]
coocooooooooo o

coocoocooo

3 I e

B I AT
[Dakashest Wiew [ e e [ [

Thelast column now has the total amount due with the column heading of Exprl

Next, change the heading of the expression from Expl to Total Due.
Select Design View from the Run Query Results
Query — Field — Edit Column Heading

- 22 - [Queryl - Select Query]

1 Fie Ede Wiew Iesrt Query Took Window Help
[E- | Emy | o(@-] ey =@ Ta-
|
_'J-I
—_—
Fieid [BALAMCE 61 90 BALANCE 31 120 |BALANCE DWVER ~ |UMAPPLIED CREL |Ewpi® feoctinmic =1
TEH-: ZACU Iancu ARCU AR = Torals
ot
Show: =] | =] e et [m]
o o Gk
- »
Ready (il B ) e T )

Select the Expl field.
Right click in the field section and select Zoom of use Shift F2 to display the zoom window.
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Zoom Window
B Zoom
Exprl: - ol's
[ARCUJMEW FIN CHARGE]+HARCU[UNPAID FIN CHG+HARC
UJ[CURRENT AMT DUE]+ARCUJ[BALANCE 31 BO)HARCU]I[E Cancel
ALANCE B1 S0]HARCU[BALANCE 31 120)+ARCUJ[BALANCE
OWER_120]+ARCUJ[UMAPPLIED CREDIT]
i
The Zoom window is displayed
Zoom Window
B Zoom
Total Due: - ik
[ARCUNMEWY _FIN_CHARGE]HARCUN[UNPAID _FIN_CHG]+HARC
UNCURRENT AMT DUE]HARCU]BALAMCE 31 BOJHARCUJIE Cancel

ALANGCE _B1_G0J+|ARCUJ[BALANGE 91_120]+/ARCU][BALANCE
_OVER_120]+ARCU][UNAPPLIED_CREDIT]

Change the Exprl to Total Due.
Select OK to save the changes.
Run the query again.
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171072
178643
a
16195.18
5443 45
E01916.7
B1977 45
H246.32
143628 97
1118584

0 0 = e
[ = = = = O = = = B = R = = = ] =]
coocooo0oo0aoo o

coocoocooo

P 1 v lrifew]of 13
e P s P e e

Now the column heading for the expression is Total Due.
Next, we will create a customized field for the City, State and Zip Code.
Return to the Design view of the query.

Inthefirst blank field after Total Due right click and select Build Expression OR select the Build
Expression icon from the toolbar.

Expression Builder

| =
Cancel
LI Undo I
+ - § *|a] == <<5| And or Mot Like| ¢ 3] paste | melp |
[ Queryl
T-Eltl

(31 Queries

(¥ Forms

[E3| Reports

[F] Functions

CJ Constants

o peraktors

3 Common Expressions

The Expression Builder is displayed.

The field we are creating will strip away all blank spaces from the City, State and Zip Code fields
and add formatting to print a comma and space after the city, and one space between the state and
zZip code.
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Expression Builder

Expression Buillder kB3
Trim$ {«skringexpr=) | ;I
Cancel
;I Undo I
+ - i *|a] == << and or Mot Like| ¢ 3|  paste | Hen |
[ Queryl [= ]| =ail= [ | R Trim ;I
(#] Tables Arrays RTrirmg
) Canversion Space
(31 Queries Database Spaced
(3] Forms Dake Time SkrCamp
(¥ Reports DDE/OLE Skring
(=] Functions — IDomain Aggregakte — | String$
(Bl -Tn Funchions E_rr-:nr Handllng Trim
£ db1 Financial
T | General I ase
b I | L Input/outpuk ;I UZased -
Trim$(stringexpr) .
=

Select Built In Functionsin the first box. In the last box select the Trim$ function. Paste the Trim$
function to the top of the expression.

The Trim$ functions will strip away all blank spaces from the selected field.
Expression Builder

Expression Buillder kB3
Trimng (CITY) &, " & Trim$ (STATE) & " " & Trim$ (ZIF'_CDDE}';I
Cancel
;I Undo I
+ - i *|a] == << and or Mot Like| ¢ 3|  paste | e |
o - K —
(3 Tables grrays . e o
) anvErSion oun
(3 Queries Database U ase
(3] Forms Dake/ Tirme ICasesd
(¥ Reports DDE/OLE Val
(=] Functions Domain &ggregatke Var
(Bl -Tn Funchions Error Handling varp
£ db1 i Financial VarTwpe
General Weekday
b I | L Input/outpuk ;I Year -

Trim$(stringexpr)

o

Within the parentheses type CITY to add the City field to the expression. After the right
parenthesis select the & connector, thentype“, “. Thiswill strip away all blank spaces before and
after the City field and print a comma and a space after the city.

Type or past another & connector and select the Trim$ function. Enter STATE in the parentheses.
Select the & connector again and type“ “. Select the Trim$ function again and type ZIP_CODE
within the parentheses.

The expression should look like the following:
Trim$(CITY) & “, " & Trim$(STATE) & “ “ & Trim$(ZI P_CODE)

Select the OK button to save the expression.
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Query —Adding afield —Exprl

&, Microsoft Access - [Queryl - Select Query]

LUNAPPLIED_CREDIT
SALES_PTD

|
UNPAID_FIN_CHG Total Due: [ARCU| 5
ARCU

Ready D s |

Thefield is added to the query.
Query —Adding afield — City/State/Zip

@, Microsoft Access - [Queryl : Select Query]

BALANCE_561_S0
BALANCE_91_120
EALANCE_OVER_120
LNAPPLIED_CREDIT
SALES_PTD

,.,——e——————————————+H—— ¢
UMAPPLIED_CREC NEW FIM_CHARG UNPAID_FIN_CHG Total Due: [RCUT City/State/Lip: Trim
ARCU ARCU ARCU

Ready o

Change the Expr1 labdl to City/State/Zip.
Run the query again.
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Query — Run Query Results

&, Microsoft Access - [Queryl - Select Query]

|| Bile Edit yiew Insert Format Records Tools Window Help e x|
[et-R SRV sad |- @@ iTa (8w Sa-|
UNAPPLIED_C[NEW_FIN_CHA| UNPAID_FIN_CHG | Total Due | City/State/Zip
] ] 13673844 PADUCAH, KY 26655-7865
51487.23 ,
18618.29
7419,
25431.56 ,
0.
25834 .82 DALLAS, TX77777
20142.9 MEW YORK CITY, NY 10012-4335
S0BE7E.73 KANSAS CITY, MO 56688
79096.22 ENCING, CA 93999-89584
B246.32 MIAMI, FL 33333-4323
197917 17 MASHVILLE, TH 54327-4383
11155.84 DOVER, DE 14003-2347

cooooooooooOoO

oooooooooooo
oooooooooooo

AT

Recordt 14| 4 [[ 1 _» | »i|es]|cF 13 | o
|pakasheet View T el 1

The City/State/Zip field now prints on the query.

Next, we will remove the City, State and Zip Code individual fields and replace them with the
City/State/Zip Field.

Return to the design view of the query.

Query — Move City/State/Zip Field

|| Bile Edit view Insert Query Tocls Window Help ;lglﬂl
=R E A e A = = B ":}.\lﬁ"@|
UNARPLIED_CREDIT
SALES_PTD
_'l_I
Field STATE ZIF_CODE CURRENT &MT C | BALA|
Table: ARCU ARCU ARCU ARCY
Sort
Show:
Ciiteria
or
»
|Ready LM

Move the City/State/Zip field so that it is after the Address Line 2 field.
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== ==

UNAPPLIED_CREDIT
SaLES_PTD
N _'l_l
Field: [ADDRESS_LINE_Z City/State/Zip: Trim BALANCE_31_60 BALANCE_G61_90 BALAMCE_31_120 BALA)
Table: [ARCO ARCU ARCU ARCU ARLCY
Sort
Shaw.
Criteria
ar,
4 1 3
[Ready nUM

Deletethe CITY, STATE and ZIP_CODE fields from the query.

Run the query again.
@&, Miciosoft Access - [Queryl - Select Query]
| Eile Edit wiew Insert Farmat Records Tocls window Help ST
[e2- B SR sm@ - a® 2 i[TEm (saxE2a-|3]
ADDRESS_LINE_1 |  ADDRESS LINE 2 | City/State/Zip | CURRENT_AMT DUE [ BALA
[» | 1588 SE 315T STREET PADUCAH, KY 28655-7865 62118.88
I 1940.87
] 763.29
| 1710.72
| 1788.43
| . i
" 1025 37TH AVE SE DALLAS, TX 77777 16195.18
[__|1001 AVE OF THE AMERICAS NEW YORK CITY, MY 10012-4335 8443.45
[ |2382 WEST 53RD AVENUE KANSAS CITY, MO SE665 5019167
| 98042 VENTURA BOULEWVARD ENCING, CA 99995-9584 5197745
[ 1000 OCEAN BOULEVARD nlANI, FL 33333-4323 5246.32
[ 1001 COUNTRY RODAD NASHVILLE, TN 54327-4383 148628.97
[ |2347 WEST WIRGINIA AVE SUITE 1025 DOWER, DE 14003-2347 11155.84
*

Record: 14| ¢ 1 > [vifex] of 13 |
|Datashest view [Tt

TheCITY, STATE and ZIP_CODE fields are not replaced with the City/State/Zip field.
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Save Query — Prompt

Microzoft Acceszs | X |

& Do pou want to zave changes to the design of query Huen]'?

Ma Cancel

Exit Query.
When prompted to save the query save as Customer Balance.

Save Query — Save As— Customer Balance
Save As i Ed |

Query Mame: O

ICustDmer Balance]|
Cancel
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Creatinga Form

Y ou can use Formsin Accesswith the OSAS datafiles and ODBC to create specia formsto view
data, and with the Read/Writer drivers and Access 97, you can create forms for data entry.

This example will walk you through the steps needed to create a simple form that displays the
Customer 1D and a chart for the customer showing the Sales Y ear to Date and Profit Y ear to Date
amounts.

Database Container —Forms- New

&, Microzoft Acceszs - [dbl - Database]

|| ete Edr wiew fnsert Took Window Hel ISETES
[ e e e e =]
E Tablas | [ qQueries EE rorms | Qnu:.msi 2 Macros | «4% Modes I
e ]
Resdy EE e e e T e i

Select the Forms tab on the database container. Select New to create anew form

New Form Window

Hew Form ElE3 I
Design Wiew
i Faorm YWizard
M AutaForm:  Zalumnar
AukoForm: Tabular
. AutoForm: Datasheet
Creake a new Form withouk Chark WWizard
using a wizard. PivokTable wWizard

Choose the kable or query where
the object's data comes From:

I
| 8] 4 I Cancel I

Select how you want to create the form and the Table or Query you want to use for the form.
For thisform, select Design View and the ARCU table.
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The Form1: Form screenis displayed

Resize the form to 6 inches across and 6 inches down.

View — Field List

Select View from the menu bar, and choose Field List.
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Field List —-ARCU Table
= ARCU

CUSTOMER 1D

CLSTOMER _MAME
ADDRESS_LIME_1
ADDRESS_LINE_z
ADDRESS_LINE_3

CITY

STATE

ZIP_CODE

COUNTRY_CODE

ATTEMTION hd

The fields for the selected table are displayed.
Select the fields you want on the form.
Form1: Form — Customer ID Field

icrosoft Access - [Forml - Form]

| Fie g iew Ireert Formst Teok Window Help - ; =15 x|
Bl saag - e nR T eEs D3
|c.|5mMER_1D—|M55anssenf vls —|n1’ n|;::|£-|g-|g-“‘_-;=-

|
x| avab [ 2 @ F EREE 0 3 E

Select and hold the CUSTOMER_ID field and drag it to the form. Center it on the first row.
There are two fields added to the form. Thefirst isthe Field Label and the second is the Field.
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Next, we will insert the chart to display the Sales Y TD and Profit Y TD amounts.
Form 1—Insert Chart

#, Microzoft Access - [Forml - Form]

|2 el Edk view [ rsert Format Took Window Help o JST-TES
|28 [SE reoemmbes. (o @® B2 w602
EFrxm 'l Duate and Tme... |£-!&-|

O O O -

fliN a2 6 F BE@EEES B 0%
Desaniw e e Tt o [ [

Select Insert from the menu bar and choose Chart.

The cursor changes to asmall plus sign. Y ou need to draw the space where you want to position
the chart and the size of the chart.

Center the chart below the Customer ID field. Make it four squares across and four squares down.

Chart Wizard — Step 1

YWw'hich table or quen would pou like ta use ta create your chart?

|_I_I_l [ — Wiew
l”““"“”“ £ Tables ¢ Queries ¢ Both

Cancel < Back I Mewt > I Finizh

The Chart Wizard is displayed.

Select the Tables or Queriesyou want the data to come from.
For this chart, select the ARCU table.

Select the Next button.
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Chart Wizard — Step 2

HHE REE REE
HHE BHE RHE Gun
HHE REE REE
HHE RHE RHE Gun

‘which fields contain the data vou want for the chart?
Available Fields: Fields for Chart:

BALANCE_OWER_120 SALES_YTD
UNAPPLIED_CREDIT
SalES_PTD

SALES GTD
SALES_LAST YR
PROFIT_PTD
PROFIT_QTD

Cancel

< Back I Memt > I Finizh

Next, select the fields you want to appear on the chart.
Select the SALES YTD and PROFIT_YTD fieldsfor this chart.
Select the Next button.

Chart Wizard — Step 3

“wihat type of chart would vou like?

Chooze a chart that will sppropriately
dizplay the fieldz you have selected.

3-D Column Chart

A 3-D perspective colurmn chart
compares data points along two ases.

y |

showing wariation over a period of

ey |T|E

. time or llustrates companzons among
= items
| -
- o @

& & || E

< Back I Memt > I Finizh

Cancel |

Next, select the type of chart you want to create.
Select Column Chart
Select the Next button.
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Chart Wizard — Step 4

Chart Wizard

Preview Chart How do pou want to lay out the data in
"! | your chart?

You can drag and drop field buttons to the
sample chart. Double-click a number ar
date field in the chart to change how the
chart will summarize or group data.

umOFSALES_YTD =
SUMOFPROFIT_YTC = |

5000
4000
3000
2000
1000
o

= SALES_VTD |

PROFIT_YTD |

Series

iz

Cancel < Back I Memt > I Finizh

Next, select how you want the data to display on the chart.

Add the SALES YTD and PROFIT_YTD fields to the Data section.

The fields now display as Sum of SALES YTD and Sum of PROFIT_YTD.
Double click on the Sum of SALES YTD field.

Summarize Screen

B Summarize x|

Surmmarize "SALES _YTD' by )4

‘Mane
Sum Cancel
Ayerage
kdin
T
Count

The Summarize screen for SALES YTD field isdisplayed.

Select how you would like to total or summarize the data on the chart.

Select None for the SALES YTD field and click the OK button to save the changes.
Repeat the process for the PROFIT_YTD field.
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Chart Wizard — Step 4

Chart Wizard

Preview Chart How do pou want to lay out the data in
"! | your chart?

You can drag and drop field buttons to the
sample chart. Double-click a number ar

date field in the chart to change how the
chart will summarize or group data.

PROFIT_¥TD "I

50

SALES_VTD |

= I
: I

PROFIT_YTD |

Series

iz

Cancel < Back I Memt > I Finizh

Step 4 of the chart wizard is re-displayed.
The datafields now display as SALES YTD and PROFIT_YTD.

Chart Preview

E3 Sample Preview | x| |

O03-0 Column 1

20000000 - m 3-0 Column 2

" O03-0 Column 3
1500000 -

0 3-0 Column 4
1000000 - B 3-D Column 5
O 3-0 Column &
B 3-0 Column ¥
03-0 Column 8
B 3-0 Column 9
B 3-0 Column 10

S00000

(1B
SALES_YTD

Select the Preview Chart button to see a sample of the chart.
Select the Close button when you are done with the preview

Select the Next button.
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Chart Wizard — Step 5

HHH BARAS
EEE TR
wes [EEE Hes

EGtd - ERERTT

HiEH
Hi
i

)

If yau wart the chart ta change from record to recard, select the figlds that link
the document and the chart.
Form Fields Chart Fields:
m [ [EOSTOMER_ID |
Cancel < Back I Mewt > I Finizh

Choose the fields on the form that link to the fields on the chart, so when the forms datais

changed the charts datawill change to match the form.
Select Customer ID for Form Fields and Chart Fields

Select the Next button.

Chart Wizard — Step 6

Ww'hat title would pou like far your chart?

|Sales and Profit Chart

Do you want the chart to display a legend?

" Yes, display a legend.

& Mo, don't display a legend. :

[ Display Help on waorking with my chart.

Cancel

< Back

IHExE>

| Firish |

Enter the name of the chart or accept the default name.

Select if youwant to display alegend on the chart and if you want to display help with charts.

Enter Salesand Profit Chart for the chart name and select No, don’t display a legend.
Select the Finish button.
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Form 1—-Design View —Chart Added

@, Microsoft Access - [Form1 - Form]

[EJ Bile Edit Wiew Insert Format Iools window Help = 5||
Blehvireec - e B2 T a0 a0

Graphs =]

Sales and Profit Chart

100
80
60

20

1st 2nd  3rd  dth
Otr  Otr  Otr Otr

4

|
[Eaanl ] 2 ¢ & EHE o @EBES =~ o %
|Desian view S o

The design view screen is re-displayed, with the chart added.

Form 1 —Select Form View

@, Microsoft Access - [Form1 - Form]
Eile Edit | view Insert Format Tools Wwindow Help == x|

JE=-al Inlzvesww |s| R = =]
SLEANI==ET RS AR

- Datashest Yiew
W soon [t
El Field List
Tah Grder...
%) code

|~ Ruler
v rid

23 Tookbox

Page Header/Fooker
Form Header/Foater

ples and Profit Chart

Toolbars »

1st Gtr 2nd Gtr 3rd Gtr  4th Qtr

4

M
[ETaanl ] 2 ¢ 7 EHE o @EBES =~ o %
|Desian view [ o e

Select View from the menu bar and choose Form View.
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Customer ID Form/Chart — ACE001

@, Microsoft Access - [Form1 : Form]

Sales and Profit Chart

2000000
1500000
1000000

500000

[}
SALES_YTD

The Form and chart are displayed showing the first customer in the file with the year to date sales
and profit amounts displayed in the chart.

Select this button Customer ID Form/Chart —CASHMD

to proceed to the
next record in the

file.

&, Microsoft Access - [Form1 : Form]

Sales and Profit Chart

150000

100000

50000

SALES_YTD PROFIT_YTD

PN I | I N L0 xS
Formwiew o e

Y ou can scroll through the customers by clicking to the next record.
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Next, we will make the Customer ID field a combo box, so we can use a drop down box to select
the customer for the form and chart, and wewill edit the chart to make it alittle larger and to
display the data values on the chart.

Form 1 — Select Design View

&, Microsoft Access - [Form1 : Form]

||E2 Eie Edit | view Insert Format Becords Tools Window Help =le x|
e - | = | ’%Mgl"l%?lﬂ 2w e B e B
> Form Yiew S

Datasheet Yiew
SubformDatashest

Toolbars

o

STOMER_ID:  [SEEELET

mles and Profit Chart

Zonm 2
Fanes

o

120000
100000
0000
0000
40000
20000

SALES_YTD  PROFIT_¥TD

(=l
[ P e

Record: 14 4 [ 3 v |eulr#] of 13

|Farm View

Select View from the menu bar and choose Desigh View

Form 1—Design View

B3 File Edit Yiew Insert Format Tooks Window Help e x|

EEEIEIEY AN Y A R R ==

CUSTOMERJD-lMSSansSeriF -‘a vln I g‘§§§|£v|$v|£v|rvlzv|

[ R R R R B R S R A R S R A R
# Detai

SUSTOMERLID: ] HCUSTO

L
=

Build Ewent. .
2 Build

Sales and Profit Chart
abl yext B

Tab Order...

+

otr

otr  Otr  atr

& FiljBack Color |

A FontjFore Calor |

= Special Effect  |»

Hyperliie »

<
|75 [55] e aml 9 2

Properties

SPFER_EEEE I\ O%

- 100 Aa Label
N 80 T an
E p Copy
: 2 B past I¥ Ghizckbox
. aste
2 = = Dol Bution
- i » | (8 Gpstin Guth
1st 2nd  3rd  dth Align @tinT BUtLoT
Size » Image

—1| Gommand Butkon

|Dresign View

I )

In design view, right click on the Customer ID field. Select the Change To function and choose

Combo Box.
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Form 1 —Design View — Customer | D Combo Box

@, Microsoft Access - [Form1 - Form]

(B3 File Edit view Insert Format Tools Wwindow Help
EHCIE RS Y S L -]
=2 o &

CUSTOMER_ID = | MS Sans Serif - ‘ 5 = | B 7 U ‘

Sales and Profit Chart

100
80
60

20

1st 2nd  3rd  dth
Otr  Otr  Otr Otr

‘: | | |
< |

[Nl e~ e S EBEEE B 0%
|Desian view S o

The Customer ID field now has a combo box.
Double click on the chart field to edit the chart.

Graph in Form Screen

(It Microsoft Graph - Graph in Form1 : Form

JEiIe Edit Wiew Insert Format Tools Data Chart Help
| o #B) we-En

Form1 : Form - Datasheet

A B [ D
| [1stOtr  [2nd Otr  [3rd Otr  [4th Otr

LIl Form1 : Form - Chart B 4

Sales and Profit Chart

1st 2nd 3rd 4th
Qtr  Otr  Otr  Otr

[

The Graph in Form screen is displayed.
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Resize Chart Area

(It Microsoft Graph - Graph in Form1 : Form

File Edit Yiew Insert Format Tools Data Chart Help

]
] @B eel-[Ene
e I |

Sales and Profit Chart

04
1st Otr

2nd Gtr 3rd Otr 4th Qtr

Chart Area

[

Increase the size of the chart by dragging the edges out until the chart is the size you would like.

Graph in Form - Chart Options

(It Microsoft Graph - Graph in Form1 : Form
File Edit “iew Insert Format Tools Data | Chart Help

J
J - | W | | é{, Chart Type...

<

Add Trendlines ..
3-D Miew...

1st Otr 2nd Gtr 3rd Otr 4th Qtr

[ oM

Select Chart from the menu bar and choose Chart Options.
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Chart Options
Chart Options B3

Titles I Axes I aridlines I Legend  Daka Labels I Daka Tablel

Data labels
r‘- Mare Sales and Profit Chart
"5 !

" Show percent

" Show label

= Show label and percent
= show bubble sizes

[ Legend key mesxt to label

gl QK I Cancel

Select the Data Labels tab and choose Show value.
Select the OK button.
Select View from the menu bar and choose Form View.

Customer ID Form/Chart — ACEO001

@, Microsoft Access - [Form1 : Form]

|| Ble Edit ¥iew Insert Format Records Teols window Help

SETE|
|- BleRy (s =@ o |[a @215 Th MR B a0
» =
CUSTOMER_ID EEEEEEI -
Sales and Profit Chart
2000000
1500000
1000000
500000
1]
SALES_YTD PROFIT_YTD
=l
Record: I!I 5 1 km N&I of 13
[Farm view [ T e

The chart is re-displayed with labels to show the exact amount for the customer’ s sales and profit
amounts.

The Customer ID is aso displayed as acombo box.
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Form 1—Form View — Customer | D Combo Box

@, Microsoft Access - [Form1 : Form]

|| Ble Edit ¥iew Insert Format Records Teols window Help _|ﬁl|5||

|62 - B SRY [ sm@a o |e® 82T [0 a- &
»

CUSTOMER_ID g@g@ Ei! =

Sales and Profit Chart

2000000

1500000

1000000

500000

SALES_YTD PROFIT_YTD

Record: III 5 1 L) N&I of 13 LI
[Farm view o B e

When the combo box is selected, only the first customer is displayed and the box is empty.

Thisis because the combo box is setup to use a Control Source, but combo boxes must use a Row
Source instead of a Control Source.

The properties of the Customer ID field must be changed to display the information correctly.

Return to the design view of the form.

Form 1 —Design View — Customer |D Combo Box - Properties

= Eile Edit ¥iew Insert Format Iools Window Help =l
B-EH SRy |y e | aw 8R EaEs @ e 3
CUSTOMERJD-lMSSansEEnF -‘8 vln I g‘% jlﬁvlév‘ﬁ'vlr

& Detail

USTOMER.IB:; 3TUS TOMER D

|  BuldEvent...
™ Build. .

Change To 3
=3 Tab Order...

& cut
Copy

B Paste

Sales and Profit Chart

align

Size

5 FillfBack Color
A FontjFore Color

v~ vyvrvy v

Hyperii

.
- I

|

d |
[l 2 & F EES o [@EES OB N o2
|Dresign iew o

Right click on the Customer ID field and select properties.
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Combo Box —CUSTOMER_1D — Control Source
Faormat I Data I Event | Okher Al |
TG e CUSTOMER_ID -
Control Source . . .. | | j
R s Sy S Ry
Decimal Places . . . . . Auko
Input Mask . . ... ..
Fow Source Type . . . Table/Query
Fow Source ... ..
Column Count .. . ., 1
Column Heads . . . . . o
Calumn Widths . . . . .
Bound Columm . . . 1
ListRows ., ........ 3
Lisk width . o 0000 Auko ;I

In the Control Source field, remove the CUSTOMER _ID.

Combo Box — CUSTOMER _1D — Row Source

' Combo Box: CUSTOMER_ID

Forrmak I Ciata I Event | Other Al |
N T e b CUSTOMER_ID &
Cantrol Source . .. j
B The Expression
Decimal Places . . . . . Alkn Builder icon
Input Mask. . ... ... /
Row Source Type . . . Table/Query a
Row Source . .., % | |
Colurn Counk . . . .. 1
Column Heads . . . . . Mo
Column Widths . . . . .
Bound Column . . 1
Lisk Rows o o0 0000 =
List Width . . ... ... AUk ;|

Select the Row Source field.

Y ou have two options here, you can select to control the combo box with atable or query by using
the drop down box and selecting the table or query you want to use OR you can use the expression

builder to select fields from atable or query to control the Row Source.

Select the expression builder icon.
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Query Builder - Show Tables Box
Show Table 2]

Tab|ES| Queriesl Eh:uthl

The Query Builder Show Tables Box is displayed.
Select the table or query that the fields will come from.
Select the ARCU table.

Query Builder — Customer ID Field
@, Microroft Ac - [SOL Statement : Query Builder]
Irsert Query Took Window Help SIS
e me o m- |t sz|la - mNEa-a

=
o
m] [m] [m] [m] m]
A »
Fieady i T Eag e

Select the Customer ID field.

After selecting the field, you can save or close the query.
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Close Query — SQL Message

Microzoft Access x| |

A

Do you want to save the changes made to the 540L
statement and update the property?

The BecordSource or BowSource property contained an SEL

statement when vou invoked the Duer Builder, so the onginal SHL

statement was modified.

To cloge the Query Builder without changing the original SEL
statemnent, click Mo,

Mo Cancel

Access prompts you to save the SQL statement so the Row Source is updated correctly.

Select Y esto save the changes.

Combo Box — CUSTOMER _1D — Row Source

' Combo Box: CUSTOMER_ID
Forrmak I Ciata I Event | Other Al |
N T e b CUSTOMER_ID &
Cantrol Source . .. j
R i e
Decimal Places . . . . . Alkn
Input Mask. . . ... ..
Row Source Type . . . Table/Query
Row Source
Colurn Counk . . . .. 1
Column Heads . . . . . Mo
Column Widths . . . ..
Bound Column . ... 1
Listk Rows . 000000 =
List Width . . ... ... Auka ;|

The property box is re-displayed, showing the expression created with the SQL statement.

Close the property box.
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Form 1 —Design View — Customer | D Combo Box

@, Microsoft Access - [Form1 : Form]

[EJ Ble Edit Wiew Insert Format Iools Window Help _|ﬁl|5||
EHEIEE AR Y Sl L A=)
CUSTOMER_ID = | MS Sans Serif - ‘ s = | B 7 U

EXrer s

ME ;\5, J: 2 Inbound

Sales and Profit Chart

1st Gtr 2nd Qtr 3rd Gtr 4th otr

‘: | [ |
< |

[l aeanl ] 2 @ & EAEE - @ B @82 i@~ o 32|
|Desian view o

The Customer 1D combo box now displays as Unbound.
Select View from the menu bar and choose Form View.

Form 1 —Form View — Customer | D Combo Box

%, Microsoft Access - [Form 1 - Form] 1 =1
||E2 Ble Edit wiew Insert Format Records Tools window Help =l
IEREIEE A A R ==
3 =
CUSTOMER_ID: [T -
ACEDOT =
CASHLA -
Sales a) CasHMD
CaSHMN
CASHPS
CASHTR
DaLon
GREOM -
4|
Record: |l| A 1k |k P*I of 13
|Farm View [ e

The form isre-displayed.

Now when you select the combo button the list of customers displays correctly.
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Form 1 —Form View —Customer |D ACE001

@, Microsoft Access - [Form1 : Form]

21 2] |5 2 < | 4
N A ¥ L o i

Sales and Profit Chart
2000000
1500000

1000000

500000

SALES_YTD PROFIT_YTD

Select ACEOO1 in the combo box.
The chart shows the Sales Ytd and Profit Ytd for ACEOOL
Form 1 —Form View — Customer |D DAL 001

&, Microsoft Access - [Form1 : Form]

Sales and Profit Chart

100000

[
SALES_YTD PROFIT_YTD

JEEN R ) I TN =3
Formwiew L e

Select another Customer ID.
Example DALQO1.
The chart changesfor this customers Sales and Profit YTD.
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Save Form — Prompt

Microsoft Access |

& Do pou want bo zave changes to the design af form Form 2

Mo Cancel

Close the form and save as Sales and Profit Chart

Save Query — Save As— Sales and Profit Chart

Save As |

Farm farne: ok
ISaIes and Profit Chart|

iCancel
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Creating a Report

This example will walk you through the steps needed to create an Accounts Receivable/Sales
Order dunning report based on the Customer Balance query created earlier.

atabase Container — Reports - New

METables | Foueries | EForms Breports | @ Macros | 4 Moduks |

[Ready | | | N |

Select the Report tab on the database container. Select New to create a new report.

New Report Window

Mew Heport EE3 |
Design View
= Report wWizard
g ] AukoReport: Columnar
o AukoReport; Tabular

Chart Wizard
Creake a new report without Lalfél Wif:rrd

sing a wizard.

Choose the table or query where
the object's data comes From:

_ustomer Balance

Select how you want to create the report and the table or query you want to use to create the
report.
For this report, select Design View and the Trainingl query.
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&, Miciosol ft Access - [Report] : Report]
(B3 File Edit view Insert Format Tools Window Help

Report B | = ‘

- W &Ry L mE s o e & 82 E| 5|y

B | P | ﬂ;I

R[N daabl [ 2 & F EBEE o [EAEES E~ O R

|Desian view

/] ) ) T ) ]

The Reportl: Report screen is displayed.
Increase the space between the Page Header section and the Detail section.

In the page header, we will create a company letterhead, displaying the company name and

address.
First, create alabel field for the Company name.

Report 1 —Design View — Label 1con

&, Microsol ft Access - [Report] : Report]

= File Edit Yiew Insert Format Tools Window Help e x|

— S |wrule==[2 8 |2 =]

-EesRy|inmy|oawlazeeaEsoa- |2

m T z 1 3 1 T T & 1 7 =
& Page Header

NI PEE | '
IR R e =1 R BN =K

|Dresign View

| T

Select the Label icon (Aa) from the Toolbox toolbar.
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Report 1 — Company Name L abel

%, Miciosoft Access - [Report] : Report]
(B3 File Edit view Insert Format Tools Window Help
= =[G,

Report B |

z

3

R[N 4aabl [ 2 & F EBEE o [EAEES E~ O3
/) ) T ) )

|Desian view

Draw the label box in the top center of the header section. If it isnot exactly centered you can
change that later.

Report 1 — Company Name L abel

&, Microsoft Access - [Report] : Report]
B3 File Edit Yew Insert Format Tooks Window Help e x|

PageHeader - |

z

>

y "'ZZZZIZZZZ EEEE T FEEEE I
[l ]daanl 2 @ F BEo EEREES OE O

|Dresian View

T

Once the box is drawn, type Builders Supply Inc. Center the words in the box by clicking the
center icon from the toolbar and make bold.
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Report 1 — Company Address L abel

&, Miciosol ft Access - [Report] : Report]
[EJ Ble Edit Wiew Insert Format Iools window Help = 5||
= ‘ =fm s

Report
[&
0

[E|aanl ] 2 ¢ & HE o @EES =2 oR
[ T

|Desian view

Create a second label box. Once the label has been created type 1157 Valley Park Dr. Suite 105.

Move this box so that it is directly underneath the first box. Do not worry about the size of the
boxes that can be fixed |ater.

Report 1 —City/State/Zip Label

= File Edit Yiew Insert Format Tools Window Help IS |
- [n s uE==[a A (£ [0 -[="]
R-ESRY =B o &BRE ] 8[E 00
103 [ EE ER s 1 - 5 - 1 - 6 - 1+ - 7T o1 . =
# Page Header
12l
it 301

>

fE ::I: T T F T P
B EHEEE B N O
[ T

4 FEEEEEI TR EIEEEL] EEREEEREEEEEEEEIEEEN
B[4 abl [ 2 & &

|Dresign View

Create athird label box and type Shakopee, Minnesota 55379

Creating a Report - 73



ODBC w/Access OSAS Training

Report 1 -Company L etterhead Labels

@, Miciosoft Access - [Report] : Report]

[EJ Bile Edit Wiew Insert Format Iools window Help = 5||
PagoHzader = | =

G-lEsky s aey | vaeBRETleoEN S -0

3

[hln]aman 2 @ F BEE o @EBEESOE . OB
|Desian view T o

Move this box so that it is directly underneath the second box.
Center both of these boxes.

Report 1 -Company L etterhead Labels

@, Microsoft Access - [Report] : Report]
B Eile Edit Wiew Insert | Format Tools Window Help e x|

= [ anal G AutaFormat...

i W Set Control Defaults

Chiange To »
------- T T
 Page Header [ snep o Grid
Align »
R » Ta Fit
- Horizontal Spacing L1 To Grid
- Vertical Spacing » To Tallest

To Shorkest:
Bring to Front

o Detail Send to Back

To Datrowest

z

y EEEEEEE T ETEEEIEE "'ZZZZIZZZZ EEEE T FEEEE I HH i .
[ aabl 92 @ F e @EBEE 1B\ O3
|Dresian View ] v

Next, make all the boxes the same width.
Hold the shift key down and click the three label boxesjust created so all three are selected.
Select For mat from the menu bar then choose Size followed by To Widest.
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The next two label fieldswill not print in the header, but will be added to an expression created
later.

Report 1 —Our RecordsLabel

@, Miciosoft Access - [Report] : Report]

[EJ Ble Edit Wiew Insert Format Iools window Help = 5||

Report E sEEE == = & A
B-EHesRy|ibe s ww0[RE|Te[Ea2a- 2]
S R R SRR N e

& Fage Header

SRITH

1 ur records indicate that & balance of $

z

[hln]aman 2 @ F BEE O @EEESOE . OB

|Desian view T T [ [

Create afourth label box anywhere within the Page Header.
Type Our recordsindicate that a balance of $.

The position of thisin the header doesn’t matter because this label will be invisible and will not
print in the report header.

Report 1 —Our Records Label

&, Microsoft Access - [Report] : Report] IS
File Edit Yiew Insert Format Tools Window Help e x|
Labelz = | anal -l _-|m £ u = §|ﬁ'|£'|£'|?'"-|=v|

-E[2Ry smed-law(azEo el nNE -]

eSS, FEvat 2 Bela

B align »

! Size »

) 2| v

- A FontiFore Color | »

- = Spedial EFfect 3

2 »
iR i

[l ]daanl 2 @ F BEo EEREES OE O

|Dresian View ]

Because thisfield is not going to show on the report |ets change the background color as away to
denote this.

Right click inthe field then select Fill/Back Color.

Select the color you want for the background of this field. Changing the background color isan
optional step.
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Report 1 — Our Records Label - Properties

@, Micioso ft Access - [Report] : Report]

(B3 File Edit view Insert Format Tools Window Help

Our Records =) | Avial -z _-|lm 7z u|=

B-HSRY @R o|lew B2

LBl 1
shizs e I0E
L bl SRITY

n
D

AP

MOE im0
e

A

& Filjgack Color
A Font/Fore Color

z

[hNaanl ] 2 ¢ & EHE o @EBES =~ o %

|Desian view

Right click on the field and select Properties.

Our Record Label - Properties
& Label: Our Records

Fnrmatl Data | Event I Okher Al |

Marne Cur Records
apkion
Hwperlink Address | | |
Huyperlink subAddress

MElllE i e s Mo

Ll 3.25"

W R s 0,9553"
| 2. 70a3"
ISl s 0,.z033"
Back stwle .. ... ... Marrmal

Back Color . .. ... .. 128

Special EFfect . .. . .. Flak

Border Style . . ... .. Transparent

Cur records indicate that a b

/I ) T ) )

B

=l

Select the All tab.

Change the Name of thislabel field to Our Records. The name is needed later when we create the

expression for the dunning message.
Change the Visible field to NO.

Now when the report is printed, thisfield will not show in the header.
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Report 1 —Outstanding L abel - Properties

@, Miciosoft Access - [Report] : Report]

[EJ Ble Edit Wiew Insert Format Iools window Help = 5||
Report - | - = u =

([ [ z 1 - B
# Page Header
e
B

~ ||:[is outstanding and past due on your account. Please remit this amount immediately, or call our offices at (512)
_||i [555-0011 to meke other arrangements at your earliest convenience
: T T T

|| & petai

z

[hin]aman 2 @ F BB @EBEESOE . OB

|Desian view ] [ [

Create afifth label box anywhere with in the Page Header

Type isoutstanding and past due on your account. Please remit thisamount immediately, or
call our officesat (612) 555-0011 to make other arrangementsat your earliest convenience.

Report 1 — Outstanding L abel - Properties

&, Microsoft Access - [Report] : Report]
B3 File Edit Yew Insert Format Tooks Window Help e x|

Label+ vlwua\ v‘a vln z g‘% §|ﬁ-|g-|4-|]_-||3-|
-Easky | inac|oawlazeveEsoa- 2

[ [ O R B A

[ I - R

Page He.

£

{ sl SR G oL gESturt PIeasE rem
ke Othar, Srranggments

oatstEnding: 4

# Detail

Copy

R paste

al »
»
H » S R
¢ A FonrfFore Color | » ER
i |= special Effect | »
2
- el » %

I E& Properties
BB EHEEE B N O

) FEEEEEI TR EIEEEL] EEREEEREEEEEEEEIEEEN
B[4 abl [ 2 & &

|Dresian View

Fill the background color of thisfield asyou did with the previousfield.
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Report 1 —Outstanding L abel - Properties

@, Micioso ft Access - [Report] : Report]

(B3 File Edit view Insert Format Tools Window Help

L bl SRITY

z

[ETNaanl ] 2 ¢ & EHE o @EBES =~ o %

Label = | A -z _-|lm 7z u|=

L-H SRy t@2@e< | «|lew B2

| I [ R R O T N
T
i 0

|Desian view ] o

Right click on the field and select Properties.
Outstanding L abel - Properties

& Label: Iz Dutstanding

Fnrmatl Data | Event I Okher Al |

Wi e Is Qutstanding - T

Caphion . o0 v 00 is outskanding and past due

Hyvperlink Address | | |

Hyperlink Subaddress | [

WelallEes e S Mo

b s i i el 0.0333"

R v e s 1,25"

tale e S R R 5.5729"

la e s S e 0,.30z1"

Backstwle .. ... ... Marrmal

Back Colar . . . ... .. 128

Special EFfect . . . . .. Flak

Border Style . ... ... Transparent ;l
Select the All tab.

Change the Name of thislabel field to Is Outstanding. The name is needed later when we create

the expression for the dunning message.
Change the Visible field to NO.

Now when the report is printed, thisfield will not show in the header.
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Now we are ready to create the detail for the report.
Report 1 —Detail — Text Label and Text Field

@, Miciosoft Access - [Report] : Report]

[T Eile Edit wiew Insert Format Tools window Help SIS
Texts |Arla\ ‘s |n I u‘— §|Q-| | ”7 ||7|
& - |u|§|§w\x-g®f| |9@@|EIF[ SERIEEE ==

-------------- I I R I O

& Fage Header

[hln]aman 2 @ F BEE o @EBEESOE . OB
|Desian view T [ o e

Select the Text icon (ab) from the toolbox toolbar.
Draw atext box anywhere in the Detail section.
Report 1 —Detail — Text Field

@, Microsoft Access - [Report] : Report]

[ Eile Edit Yiew Insert Formet Tools Window Help e x|
Repart - = JEEE =S AT = -|=.-|

& - |ﬂ|§®.f\%h%§| IQG’IEIF[ S EER = ==

# Page Header

>

]]Ff\m:mu_ﬁd e F BEEDBEEEIE N OR
|Dresign View ] e

Select and highlight the text label.
Delete the text label so only the text field remains on the report.
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Report 1 —Detail —Unbound Field - Properties

@, Micioso ft Access - [Report] : Report]

[EJ Bile Edit Wiew Insert Format Iools window Help = 5||
Texts = | ial -z _-|m {\g\ggg|2-|é.|£-”?.”;-|
B-EasEy spesoae 00 N e-] &)
! B T . B E manee 1o I ) I T
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B Size

22 FilfBack Colar

z

[hln]aman 2 @ F BEE o @EBEESOE . OB
|Desian view ] o

Thetext field is unbound because it has not been linked to any specific field.

Right click on the text field and select Properties.

Text Box - Properties

&5 Text Box: Texth Ed

F-:urmatl Daka | Event I Other &l |

B SITESS e o Texts s
Contral Source . . . | .|
ARy s T e o Fl
Decimal Places . . . . . CUSTOMER_ID
Input Mask . .. .. .. CUSTOMER _MAME s
SR e Ea ADDRESS_LIME 1
Hide Duplicates . . . . . EﬁngSE:Ee_II-EIiEE_E
E:Q g:::’:k '''''''''''''''' CURRENT_AMT_DIUE

. BALAMNCE_31_60 -
Funning Sum . . . .. . iy
(IRt Z.0417"
I 025"
Ot e e 1.5" ;I

Select the Control Sourcefield to tie the unbound field to a specific field in the table or query.
Use the combo box and select the ATTENTION field.

Close the properties box.
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Report 1 —Detail —-ATTENTION Field

@, Miciosoft Access - [Report] : Report]

[EJ Bile Edit Wiew Insert Format Iools window Help = 5||
[n g ===a-|aL i |-
SR EEER

Texts = | ial ==

# Page Header

|| & petai

z

3

[hlan]aaan M 2 @

EBEE - @EEE OB N OR

|Desian view

/] ) T ) )

Unbound is now changed to ATTENTION.

Report 1 —Detail —-ATTENTION Field

&, Microsoft Access - [Report] : Report]
B3 File Edit Yew Insert Format Tooks Window Help e x|

Texts = | anal e _s|m £ @] §|ﬁ-|g-|¢-|y_-||3-|
-E[e2Ry smed-law(azEo el nB -2

Page He.

£

4 # Detsil
~faTTENTION HH

3

) EEEEEEE LT EIEEHEE L
[N daanl 2 ¢ F BEo EEREES OB O

|Dresian View

/B

Move the field to the first square of the Detail section.
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&, Miciosoft Access - [Report] : Report]
(B3 File Edit view Insert Format Tools Window Help

Labelz = | ial -5 _-|m 7 u|

# Page Header

# Detail
A TTENTICN

[hln]aman 2 @ F BEE o @EBEESOE . OB

[Desian view ! o 1
Create another text field.
Delete the text label.
Text Box - Properties
i Text Box: Text? k
Formak I Data I Ewvent I Other Al |
RS aa i i Texky -
Conkral Source L L, L | o]
IOl b e B
Decimal Places . . . .. Ao
Input Mask . . . ... .
Mol S Yes
Hide Duplicates . . . . . Mo
Can Qraw . . Mo
DS I A R R g Mo
Running Sum . . ..., Mo
Ll s R Z. 125"
Il A n.525"
i e " j

Right click thisfield and select Properties.
Select Control Source and use the combo box to select CUSTOMER_NAME.

Close the properties box.
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Report 1 —Detail - CUSTOMER NAME Field

%, Miciosoft Access - [Report] : Report]
[EJ Bile Edit Wiew Insert Format Iools window Help = 5||

Text? lerla\ -‘a -|n I g\§§§|gv|g-|g-”?-”§-|
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_ | [aTTENTION
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¥ S ’
[hln]aman 2 @ F BEE o @EBEESOE . OB
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Move thisfield below the ATTENTION field.

Report 1 —Detail —ADDRESSLINE 1, 2 And City/State/Zip

&, Microsoft Access - [Report] : Report]
B3 File Edit Yew Insert Format Tooks Window Help e x|

Detail

] ] 2~ [le ez =
-E[eRy b e o lawazEeals B a- @)

n r u|l=E==

~|[aTTENTION
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- ||sDDRESS Uil 1
_ ||aoDRESS_LNE_2
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|Dresian View ] v

Create 3 moretext fields. One for ADDRESS LINE 1 onefor ADDRESS LINE 2 and onefor
the City/State/Zip field. Delete the text labelsfor each field. Right click, select properties, and
change the Control Source for each field. Move the fields below CUSTOMER_NAME.

Hold the shift key down and select ATTENTION, CUSTOMER_NAME, ADDRESS_LINE. 1,
ADDRESS LINE._2, and City/State/Zip.

Select Format from the menu bar, then Size followed by To Widest.
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Report 1 —Detail —Dear Label and Attention Field

@, Miciosoft Access - [Report] : Report]

[EJ Bile Edit Wiew Insert Format Iools window Help = 5||
Detai - - =
EREIEIEN - Y =

& Fage Header

M| # cetail
~[aTTENTION
- |[cUSTOMER TaNME
- ||~DCRESS _LiNET
_ ||sooRESS_LINE_2
1 [etvstaterzin

z

[hln]aman 2 @ F BEE o @EBEESOE . OB
|Desian view ] o

In the row below City/State/Zip, create alabel field and type in Dear.
Next to the Dear field create atext field.

Delete the text label and change the Control sourceto ATTENTION.
Report 1 —Large Unbound Field

&, Microsoft Access - [Report] : Report]

D Bile Edit ¥iew Insert Format Inols Window Help _ 5]

Text1g v|m'|a\ v‘a v|n I g‘ §|ﬁ-|g-|£-”_-”:-|

- Haeky smmd o aw a2 E
T : D

=

=

¢
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TENTICH

Unbound S

Change To
* cut
Copy

El| T 7 BB paste

Align
Size

»
»
2 Filjpack Calor | »
A FontiFore Calor | »
=3 Special Effect »
»

# Page Fooker

S
[tfos]aabl 9 2 @ F e @EBEE 05\ o2
|Dresign View ] v

Below ATTENTION, create alarge text field.
Delete the text |abel.
Right click and select Properties.
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Text Box — Properties
& Text Box: Textl8

Fnrmatl Data | Event I Cther

I s i ia a Textls
Conkrol Source . .. . |
TR i e e o6

Decimal Places . . . . . Auto
Inpuk Mask , ... ...

Elaiis S S Yes
Hide Duplicates . . . .. Mo

Can Grow L. Mo
Canshrink ... Mo
Rumning Surm . .00 Mo

e s i 0.4533"
[ R o 2"
Wl g 4,9533"

=l

In the Control Source field, click the expression builder icon.

Expression Builder

Expression Buillder kB3

+ - *|ﬂ=>ﬂ:<>| ond Or Mok LikEI ] :l|

= o

Cancel

LI Undo I

Paste I Help I

g eport 1
(¥ Tables
(31 Queries
(¥ Forms
E3| Reparts
(¥ Functions

£ Constants

| Operatars

£ Common Expressions

=Field List =
Labeln
Labell
Labelz

Cur Records
Is Cuatskanding
Texts

Texkt?

Texka

Texkll

Capkion

Zounk

DateGrouping
FastLaserPrinting
Filter

Filkercn

Grids

Gridy
GrpkespTogether
HasModule -

The expression builder box is displayed.

We will create the expression to display the dunning amount for each customer.
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Expression Builder — Label Caption

Expression Buillder kB3

[Dur Records]. Caption

= o

Cancel
Ll Undo |
+ - § *|a]=><<s| and or mot tke| (3|  paste |  Hep |
s epork 1 <Report> « | |Bordersiyle ;I
(%] Tables <Field List = T | |Borderwidch
) Labeln

(3 Queries Labell ContralType
(3 Farms Labelz EventProcPrefix
(31 Reports Our Records FontEold
(%1 Functions Is Cukstanding — |FontItalic

Texts FonkMame

i tantk:
g D':'”S ‘i” = Text? ForitSize
perators Texka FontUnderline
£ Common Expressions Texkll LI Fontweight ;I
o

In the first box, select Report1.

In the middle box, select the Our Records |abel created earlier.
In the third section, select Caption. Select the Paste button.

Expression Builder — Str

Exprezsion Builder 7 =]
[Our Records], Caption & Str (=numbers) | ;I
Cancel
;I Undo
+ - i *|a] == << and or Mot Like| ¢ 3|  paste |  Hen |
1 Reportl - Spaced |= |
E Tables Arrays Spc
) Canversion Sqr
% usries Database SkDey
Forms Date/Time StDevP
(¥ Reports DDE/CLE
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FaEiLilE-In Funckions E_rrnr Handllng Str_CDmp
£ b1 Financial Skring —
T | General Skring$
| | [» Inpak Oukpuk ;I Sum ;I
Str{number
L ) .

Pastea"&" to the top section (without the quotes).
In the first section, select Built In Functions.

In the middle section select <All> and then the Our Records |abel created earlier.

In the third section, select Str. Select the Paste button

Thiswill change a numeric value to a string value so you can add the 2 strings together.
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Expression Builder — Total Due

Expression Buillder kB3

[our Records], Capkion & Str f [Tokal Due]

= o

Cancel
LI Undo I
+ - § *|a] == <<5| And or mot Like| ¢ 3] paste | help |

(¥ Tables
=1 Queries

L [C1 customer Ealance
(31 Forms

(¥ Reports
=1 Functions
|— 23 Built-In Functions |
4| | »
str{inumber)

Labeln

Labell

Labelz

Cur Records
Is Cuatskanding
Texts

Texkt?

Texka

Texkll

BALAMCE_61_90  |a |
BALAMCE_91_120
BALAMCE_OYER_12
City ['StatefZip
CURREMT_AMT_DU
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CUSTOMER_MAME
MEW _FIM_CHARGE

UMNAPPLIED R0l
URPAID FIMN_CHS |

=

Within the parentheses paste the Total Due field by selecting Reportl in the first section, then
select <Field List> in the middle section and Total Due in the last section.

Select the paste button to add the Total Due to the top section.

Expression Builder — Label Caption

Expression Buillder kB3

Cuksktanding]. Caption |

[Dur Records]. Caption & Str { [Tokal Due] ) & [Is

= o

Cancel
=l Undo |
+ - § *|a] == <<5| And or mot Like| ¢ 3] paste | melp |
g eport 1 =Report= Backstyle ;l
(3] Tables =Field List = BorderColar
. Label BorderLineStyle
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F Forms Labelz Borderswidth
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Texts EventProcPrefix
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g D':'”S ‘i'_' = Text? FontBald
perators Texta FontItalic
(£ Cammon Expressions Textl11 =1 |Fortrame =1
=

Pastea"&" to the top section (without the quotes).

The last step for this expression is to add the I's Outstanding caption.

In the first box, select Reportl

In the middle box, select the Is Outstanding label created earlier.

In the last section select Caption and click the Paste button.

Select OK  to save the expression and close the properties box.
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Report 1 —Detail — Expression Field

%, Miciosoft Access - [Report] : Report]
[EJ Bile Edit Wiew Insert Format Iools window Help = 5||

Textlg = | ial -5 _-|m z @
L-H SRy 2@ «|lew B2 e

El

=[Our Records] [Caption] & Str[Total Dus]) & 15 Outstanding] [Caption]

3
[hln]aman 2 @ F BEE o @EEESOE~ OB
|Desian view ] o

The expression is displayed in the text box.
Report 1 — Detail — Label Field

@, Miciosoft Access - [Report] : Report]

[EJ Ble Edit Wiew Insert Format Iools window Help = 5||
e 2| lm s o= oA | ]
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=[Our Records] [Caption] & Stri[Total Due & [l Outstanding] [Caption]

e already sent payment, please accept our apologies and disregard this letter |

# Fage Footer

3

<
[hln]aman 2 @ F BB @EBEESOE . OB
|Desian view T T [ [

Below the text box, create alabel box and type If you have alr eady sent payment, please accept
our apologies and disregard thisletter.
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Report 1 — Detail — Sincerely Label Field

@, Miciosoft Access - [Report] : Report]

(B3 File Edit view Insert Format Tools Window Help
| s u =
EREIEIENE - =
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|Desian view
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Below that label create another label and type Sincerely,

Report 1 — Detail —Mary Raynor Label Field

&, Microsoft Access - [Report] : Report]

= File Edit Yiew Insert Format Tools Window Help e x|
Jszu===[2-a 2] =]

clewBRETaEn 8 a0
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 Page Footer

>

<
[l 4aanl 2 ¢ F @BE o @DEBEES OE O

|Dresign View
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A few spaces below Sincerely create another label box and type in the name of the person sending

the letter.
Example Mary Raynor.

Creating a Report - 89



ODBC w/Access

Report 1 —Detail — Alignment

@, Miciosoft Access - [Report] : Report]

(B3 File Edit view Insert Format Tools Window Help
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Below those fields, create another label field and typein Accounts Receivable.
Moveit directly below the Mary Raynor field..

Create another label field and type in Builders Supply Inc.

Move this below the Accounts Receivable field.

OSAS Training

Hold the shift key down and select Sincerely, Mary Raynor, Accounts Receivable and Builders

Supply Inc.
Select For mat from the menu bar and the Size followed by To Widest.

Report 1 —Print Preview

@, Miciosoft Access - [Report] : Report]
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Select View from the menu bar and then choose Print Preview or Layout Preview.
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AR/SO Dunning Report

@, Miciosoft Access - [Report] : Report]

|| Bile Edit view Tooks windaw Help = 5||
|62- S| P OB = - |F- Do O

Builders S upply Inc.

1157 walley Park Or. Sufte 105

Shakopee, Minnesota 56379

ACCOUNTS P AYABLE
ACE BUILDERS
1588 SE 315T STREET

PADUCAH, KY 296557205

Dear ACCOUNTS PAYABLE

Our records indicate that & balance of 136738 44 is sutstanding and past due on your ascount
Please re mit this amourt immediately, or call sur offices ot (512) 555-0011 10 make other
amangements at your eariest sonveniencs

Ify0u have already sent payment . please acoept our apologies and disregard this leter.

Sincery.

hary Faynar
Socourts Receinable

Page; Ll | 1 e lwa] s | »
[Ready ) — ) ——

The report is displayed.
AR/SO Dunning Report

@, Miciosoft Access - [Report] : Report]

|| Eile Edit wiew Tooks windaw Help IETES

|62 - S [ Ll@EBE| = == |F - |E -] @)

Builders S upply Inc.

1157 walley Park Or. Sufte 105

Shakopee, Minnesota 56379

CASH SALES- DAKLAND, i

Dear

Our records indicate that a balance of% 51447 23 is outstanding and past due on yourassourt
Please re mit this amourt immediately, or call sur offices ot (512) 555-0011 10 make other
amangements at your eariest sonveniencs

Ify0u have already sent payment . please acoept our apologies and disregard this leter.

Sincery,
Mary Raynor
fccourts Recanable .
Page; wala [ =2liedei] 4] | ,
|Ready LM

Y ou can scroll through the records and see the different totals.

Y ou will notice that some of the Dear Attention fields are blank. Thisis because the attention field
isblank in OSAS. We will change that field to print the Customer Name if the Attention field is
blank.

Select View from the menu bar and choose Design View.
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(B3 File Edit view Insert Format Tools Window Help
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=[Our Records] [Caption] & Str([Total Due]] & [l Outstanding] [Caption]
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3
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Select the ATTENTION field next to the Dear label. Right click on the field and select properties.

ATTENTION —Tex Box

&5 Text Box: Textlb Ed
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il

Delete ATTENTION from the Control Source field and choose the expression builder icon.
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Expression Builder - [IF

= o |

Cancel
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The Expression Builder is displayed.

In the first box, select Build In Functions. In the middle box, select <All> In the last box, select

IF.

The I1F function allows you to select and expression. If they expression istrue, the first valueis
returned, if the expression isfalse, the second value is returned.

Expression Builder - I1F

Expreszion Builder B E3

IIF { [ATTEMTION] =" "] =trueparts, =falseparts)

= o]

Cancel
I ;I Lndo I
+ - i *|a]==<<2] and or Mot Like| ¢ 3|  paste | e |

(31 Tables
Labeln

ADDRESS LIME 1 |-
ACDCRESS LIME =

& Queries Label1 BALAMCE_31_&0
(31 Forms Labelz BALAMCE_G1_o0
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[=1 Functions Is Cudkskanding BALAMCE_OWER _1Z
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I:g d;' f Funetens Text? CURREMT _AMT_DU
1 T | Texta CUSTOMER_ID
| | » Textil | =] |cusTomER_MaME =]
IIF{expr, truepart, Falsepark)
=
In the <expr> field, enter ATTENTION =" “ . You can select thefield by selecting Reportl in the

first box, choosing <Field List> in the second box and selecting the ATTENTION field from the

third box.
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Expression Builder - [IF

Expression Buillder kB3
IIF { [ATTEMTION] =" *, [CUSTOMER_MAME] , «falseparts) =]

Cancel

LI Undo I
+ - *|a]=> <<3| And or Mot LikeM paste | hHelp |

| <ReEart> a | |ATTENTION =]
& Tables BALAMCE_31_60
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(] Forms Labelz BALAMCE _OVER_12
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=] Functions Is Cuatskanding CURREMT_AMT_Dild
C3 Built-In Functions Texts CUSTOMER 1D
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4 | » Text11 | =] |TatalDue Rl
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Select the CUSTOMER_NAME field for the <truepart> field of the expression.

Expression Builder - [IF

Expression Buillder kB3
IIF { [ATTEMTION] =" ", [CUSTOMER_MAME], [ATTEMTION] b |= |

Cancel
I LI Undo I
+ - § *|a] == <<5| And or mot Like| ¢ 3] paste | help |

[&] Tables BALAMCE_31_60
. Labelo BALAMCE_51_a0
(31 Queries Label1 EALAMCE 91120
(] Forms Labelz BALAMCE _OVER_12
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=] Functions Is Cuatskanding CURREMT_AMT_Dild
; : Texts CUSTOMER_ID
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4 | » Text11 | =] |TatalDue Rl
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Select the ATTENTION field for the <fal separt> field of the expression
The expression should look like the following:
[If (ATTENTION] =“ “ ,[CUSTOMER_NAME], [ATTENTION])

With this expression if the Attention field is blank, the customer namewill print, if not the
attention field will print.

Select the OK button to save the expression.

Close the text box.
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Report 1 —Dear ATTENTION Field

crosoft Access - [Reportl : Report]

[E3 File Edit ¥iew Insert Format Tools window Help == 5||
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The new expression replacesthe ATTENTION field.

Select View from the menu bar and choose Form View.

AR/SO Dunning Report

&, Microsoft Access - [Report] : Report]
|| Bl Edit yiew Took window Help

62 - & | O @ EE o~ | [I7 - [ ;- @]

Builders S upply Inc.
1157 walley Park Dr. Suite 10§

Shakepee, Minnessta 56379

ACCOUNTS PATABLE
ACE BUILDERS
1598 SE 315T STREET

PADUCAH, KY 286557385

Dear ACCOUNTS PAYABLE

Our records indicate that & balance of 136738 44 iz outstanding and past due on your account.
Please r= it this ameunt immediately, or call our offices ot (§12) 555-0011 1o make other
amangements at your eariiest conveniencs

300 have already 2t payment, pleass scoept our apalogies and disregard this letter.

Sincerly,

Mary Raynor
Focourts Recehable =

Page: [ 1p ] L« | »
= TR B === ) B

Thereport is redisplayed.
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AR/SO Dunning Report

%, Miciosoft Access - [Report] : Report]
|| Bile Edit view Tooks windaw Help

|62- 8|2 oE@E| -~

— =)<
A=)

Builders S upply Inc.

1157 walley Park Or. Sufte 105

Shakopee, Minnesota 56379

CASH SALES- DAKLAND, i

Dear CABH $ALES-DAKLAND, CA

Our records indicate that a balance of% 51447 23 is outstanding and past due on yourassourt

Please re mit this amourt immediately, or call our offises at (§12) 555-0011 1o make
amangements at your eariest sonveniencs

Ify0u have already sent payment . please acoept our apologies and disregard this leter.
Sincery.

Mary Raynor
fccourts Recanable

Page; wala ([ 2l lwm] 4]

|Ready

1 2
[ eaes i |

Y ou can scroll through the records and see the different totals.

Now the Attention or Customer Name print next to theword Dear for each customer.
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Appendix A - Build Shadow Dictionary

If you are using the version 1.1 of the Basis ODBC Drivers, (OSAS version 6.02 or earlier) you
must run the Build Shadow Dictionary function to access the OSAS data.

A shadow dictionary is a streamlined copy of the main data dictionary that is used by the ODBC
driver to access the datain the data files. The shadow dictionary is used because it is more
efficient for data retrieval than the main dictionary.

Creating a shadow dictionary allows faster accessto your data when you use the driver. Onceyou
have created the shadow dictionary, you can check the “ Fast Connect” and “ No Shadow
Dictionary Consistency Check” optionsinthe ODBC driver setup to allow the faster access.

Use the Build Shadow Dictionary function to create the shadow dictionary, and to update the
shadow dictionary after changes are made to the main data dictionary.

Dictionary Tools Menu

i% 05AS Tooo

Sefngs Edit
SAMPLE DATA PATH
0B/05,1995 Company H - Builders Supply 2:18 PM

— Main Menu —l

ODBC Kit
Dicticnacy Toocls

Build Shadow Dicticnaryg
Copy File{s) to Dictionacy
Files
ODBC Fields
Reso Indexes
Add/Change Reserved Words
— Tables

TO00——————  — OPEN SYSTEMS (R) Accounting Software
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Build Shadow Dictionary Screen

#% 0sAS Tooo

Seftings Edit

Build Shadow Dicticnary

This function will build a Shadow Dictionary based on your cucrcent
Data Dictionarcv.

Make sure your options for "Fast Connect® and "No Shadow Dictionarcy
Cconsistency Check' are checked in the Advanced settings of wour BASIS
QDEC Driver.

Verification
(- Press <PgDn> to proceed

To create the shadow dictionaries perform the following:

Select Build Shadow Dictionary from the Dictionary Tools menu.

The first time you run the Build Shadow Dictionary function, the Proceed command, PgDn or

Esc P, isdisplayed to create the shadow dictionaries.

Thereisalso areminder —Make sure you options for ‘Fast Connect’ and ‘No Shadow
Dictionary Consistency Check’ are checked in the Advanced settings of your BASIS ODBC

Driver.®

The system creates a shadow dictionary for all OSAS data dictionariesinstalled, and for any files,

fields or indexes added through those functions.

® The Fast Connect and No Shadow Dictionary Consistency Check options are selected when you
create a data source using the BASIS ODBC Driver version 1.1. Thisfunction is not done through

OSAS.
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e—create Shadow Dictionary Screen

OSAS TOOD

Build Shadow Dicticnary

This function will build a Shadow Dictionary based on your cucrcent
Data Dictionarcv.

Make sure your options for "Fast Connect® and "No Shadow Dictionarcy
Cconsistency Check' are checked in the Advanced settings of wour BASIS
QDEC Driver.

Shadow dicticnary already exists. Do you want to re-create it?
— Company H Werify —

If the shadow dictionaries have already been created you are prompted, “Shadow dictionary
already exists. Do you want to re-create it?”

Select, Y, for Yes, if you want to overwrite the old set of shadow dictionaries and create anew set.
Select N, for No, if you do not want to rebuild the shadow dictionaries.

Note: You only need to run the Build Shadow Dictionary function once, unless an application is
installed after the shadow dictionaries have been created’or if you create or edit files, fields or
indexes after the shadow dictionaries have been created.

" Inversion 5.2 the ODBC Kit must also be reinstalled if you add an application after the shadow
dictionaries have been built.
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Basis ODBC 3.0 and 2.3 Drivers

Using Access to create the data sour ce
Create a New Database Screen

Microzoft Access E m |

—i_reake a Mew Database Using

X " Database ‘Wizard

é? " Open an Existing Database

More Files, .,

CAMYDOCU~14db1
db3

dbt

04 I Zancel I

Start Microsoft Access. Select the database you want to use with ODBC. If the database you want
to useisnot listed, create a blank database. This example uses a blank database.

File New Database Screen

File New Database ﬂm
Save in: ||:| My Dacuments j ﬂ Iﬁ £ |

Create

=
Cansl |

¥ Extlusive

File name: Idbl ndb j

Jave as bype: IMicmsuFt fAccess Databases (*,mdb) j

Choose the path and file name for the database. Select the Create button.
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Link Tables

Microsoft Access - [dbl : Database]

” Eile Edit ‘diew Insert Tools Window Help

_ =] x|

i+

” 0 [ MHew Database...
AL— St +O

Open Databaze...

EE=E ==

Get Extemal Data
= : I 2 Macros
Close

I % Modules I

k| Save
SavE A Erporty
Save Az HTML

St

Bage Setiin ..,
% Prnt Pregiee

= Pt iR

Serdl..

Diatabase Properties

Ldbl

E COMYDOCU-~1db1

= CiProgram FilesiMicrosoft SfficeiMichaslidb
4 CiProgram FilesiMlicrosoft Sfficelichaelidbe

Exit

SEEN

[DESian I
W= |

|Ready

The database is displayed.
Select the Tables tab.

From the menu bar, select File, then choose Get External Data, and select Link Tables

Link Screen —Files of Type— ODBC Databases

Link
Loak.in: I[:l My Documents j ‘alll l?

[ e

FeJab1.mdb

Find files thak match these search criteria:

File name:

Files of kype: |Microsoft Access (*.mdb;*.mdw;*.mda;lzl Last modified:

HTML Documents (%, html;* htm) -

j Text or property: I 'l Eind Mow |
Iany time 'l MNew Search |

Link. I
Cancel |
Advanced. .. |

Mok al file byg dEASE II1 (*.dbF)
Change CptiddBASE Iv (*.dbF)

the Office 97 WYaluPack,

B bypes, run the Setup program, click Addj/Remove, Data Access,

Microsaoft FoxPro

dBASE 5 (*.dbf)
1 Filefs) Fou

The Link screenis displayed.
In the Files of Type field, select ODBC Databases.
Use the combo button to select the ODBC Databases.
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Select Data Sour ce Screen

SotectDatasouee U EEd|

File Data Source  Machine Data Source ;

Data Source Mame | Type | Description |
dBASE Files Uszer
E=cel Files Uszer
FoxPro Files Uszer
5 Access 97 Database Uszer
Text Files Uszer

Mew. .

&, kachine Data Source iz gpecific to thie machine, and cannot be =hared.
"Uzer'' data zources are specific to a user on thiz machine. "'Spstem'’ data
sources can be uzed by all users on this machine. or by a system-wide service.

Ok i Cancel i Help I

The Select Data Source screen is displayed.

Select the Machine Data Source tab®.

Select the data source you want to use to link to the OSAS data.

If the data source is not listed, click the New button to create a data source.

Select New.

8 Y ou must always use a Machine Data Source to link to that OSAS data from Access.
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The Create New Data Source screen is displayed.
Create New Data Sour ce Screen- Select Data Source Type

Create New Data Source

Select a type of data source:

€ User Data Source [&pplies to this machine only)

" Sypstern Data Source [Applies to this machine onlyE

Selecting System D ata Source creates a data
zource which iz gpecific to thiz machine, and uzable
by any uzer who logs onta this machine.

= Hach I Mest » I Cancel

Select the type of data source you are creating.

Selection Description

User Data Source Creates a data source for this machine that only the user creating it can
access.

System Data Source Creates a data source for this machine that anyone who uses this

machine can access.

Select the Next button.

Create New Data Sour ce Screen- Select Driver

Select a driver for which you want to zet up a data source.

[ o=
2
1.
CRDEZ 3
CR Infarmix 3
CR Informix 5 2.
CR Infarmix 7 2.
CR Informiz3 3.
CH Oracley 3.
CR Oracled 3 =
rE Sl P aca ]
<] | L|_I

< Back I Mext > I Cancel I

Select the driver for the data source. For OSAS data select the BASIS ODBC Driver.
Select the Next button.
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Create New Data Sour ce Screen - Finish

Create Mew Data Source x|

wohien wou click Finish, wou will create the data source

which you have just configured. The driver may prompk you
far more information.

Spstem D ata Source ;I
Driver: BASIS ODBC Diriver

i o

< Back

Cancel I

The last screen summarizes the type of data source you are creating and the driver used for the
data source. Verify everything to make sureit is correct.

Select Finish
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BASIS ODBC Driver Data Source Configuration Screen
BASIS ODBC Driver Data Source Configuration

[Data Source Mame; IEIS.-’-\S B 0k

Drescription: |Eompan_l,l H Sample Data Cancel

Databasze Help
| CAWIMDOW S Confgh. tpm

User 1D I .-’-‘n.uthenticatian...l Fead Timeaout: I

s

Ahout

— Options

[ Fead Only Access [ Force File Length Update on FAT Systems
[ Disable Use of Math Coprocessar [~ Allow Multiple Feads in a Fecord

[ Emnable Floating Metwark Lock Eyte ™ 14 Digit Buzsiness Math

[T Mo Strict Key Checking on CREATE TABLE [T Do Mot Automatically Feorder Tables

[ Pack numerics ower 14 digits long ™ Pad variable length columns with spaces
— Logging

[ LagErmar Messages
I Log Function Calls
[ LagFile Access for Buery O ptimization

Log File Location: |

—Dates

Column Suffisles): | QEM Type: I vl

— Character Set Tranzlation

| Tranzlate |

The BASIS ODBC Driver Data Source Configuration screen is displayed.

Enter the following:

Eield Description

Data Source Name Enter a name for the data source.

Description Enter a description for the data source.

Database Enter the path and filename of the configuration file you created with

the Edit CONFIG.TPM function.

Use the Browse button to search for the file. The default location is
the RWdata directory in OSAS.

User ID If you are using a data server with OSAS, you must enter avalid
network user ID to usewith this data sourcefile. If you do not enter a
valid user ID, you will not be able to access your OSAS data stored on
the data server.

Root, Admin, Supervisor, and Administrator are not allowed.

Authentication Click this button for secure data servers that require user
authentication. Y ou can enter aUser ID, Password and Domain, to
authenticate the user logging in, or an Authentication String.

Read Timeout Enter a number between 0 and 255 to indicate the number of seconds
to wait for alocked record to become available. The default is 10.
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BASIS ODBC Driver Data Source Configuration Screen
BASIS ODBC Driver Data Source Configuration

[Data Source Mame; IEIS.-’-\S B 0k I
Drescription: |Eompan_l,l H Sample Data Cancel |
Databasze Help |
|C:\WINDDWS\Ennfgh.tpm Browse... I About |
User 1D I Authenbication... I Fead Timeaout: I
— Options
[ Fead Only Access [ Force File Length Update on FAT Systems
[ Disable Use of Math Coprocessar [~ Allow Multiple Feads in a Fecord
[ Emnable Floating Metwark Lock Eyte ™ 14 Digit Buzsiness Math
[T Mo Strict Key Checking on CREATE TABLE [T Do Mot Automatically Feorder Tables
[ Pack numerics ower 14 digits long ¥ iPad vaniable length columns with spaces
— Logging

[ LagErmar Messages
I Log Function Calls
[ LagFile Access for Buery Optimization

Log File Location: |

—Dates

Column Suffisles): | QEM Type: I vl

— Character Set Tranzlation

| Tranzlate |

Option Description
Read Only Access Check this box if you are using the Read/Write version of the ODBC

Drivers and you want this data source to allow read only access. Any
changes made to the files are not allowed with read only access.

Disable Use of Math Check this box, if you want to disable the use of the math
Coprocessor COprocessor.

On machines with math coprocessors, the ODBC Drivers may be able
to use the coprocessor to enhance the speed and accuracy of the
functions.

Enable Floating Network  Check this box to enable the older, slower file-locking scheme, which
Lock Byte allows for standard access across the network.

No Strict Key Checking  Check this box, if no primary key has been specified in the datafiles,

on CREATE TABLE creates a primary key using as many columns (fields) as can fit into
the 120 character maximum key length. If thisoptionis not select,
then a primary key must be setup in each datafile or errors will occur.

Pack numerics over 14 Check this box, if you have numeric values that are more then 14
digitslong digitsto allow compression of these values into a pseudo-binary form

to preserve disk space.
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BASIS ODBC Driver Data Sour ce Setup Screen
BASIS ODBC Driver Data Source Configuration

[Data Source Mame; IDS.-’-‘«S E.x 0k I
Drescription: ||:Dl'l'||:lal"|_|.J H Sample Data Cancel |
Databasze Help |
|E:‘\WINDDWS\Cangh.tpm Browse... I About |
User 1D I Authenbication... I Fead Timeaout: I
— Options
[ Fead Only Access [ Force File Length Update on FAT Systems
[ Disable Use of Math Coprocessar [~ Allow Multiple Feads in a Fecord
[ Emnable Floating Metwark Lock Eyte ™ 14 Digit Buzsiness Math
[T Mo Strict Key Checking on CREATE TABLE [T Do Mot Automatically Feorder Tables
[ Pack numerics ower 14 digits long ¥ Pad variable length columns with spaces
— Logging

[ LagErmar Messages
I Log Function Calls
[ LagFile Access for Buery O ptimization

Log File Location: |

—Dates

Column Suffisles): |DATE OEM Type: I vl

— Character Set Tranzlation

| Tranzlate |

Option Description
Force File Length Check this box to force MS-DOS to update the length of a dynamic

Update on Fat Systems file after any changes are made to thefile.

Allow Multiple Readsin  Check thisbox to allow multiple read processes to access the key of a
a Record keyed file.

14 Digit Business Math Check this box to put the ODBC Driversin a 14 digit Business Math
mode. Thisforces keys and templates to use 14 digit Business Math
precision.

Do Not Automatically The ODBC drivers may attempt to reorder the table if you are using a
Reorder Tables Select statement against multiple files, for optimization. Check this
box, if you do not want the ODBC driversto try to reorder the table.

Pad variable length Check this option if you are using the Read/Write version of the
columns with spaces ODBC Drivers, so that any updates you make to the OSAS files will
be padded correctly.
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BASIS ODBC Driver Data Sour ce Setup Screen
BASIS ODBC Driver Data Source Configuration

[Data Source Mame; IDS.-’-‘«S E.x 0k I
Drescription: ||:Dl'l'||:lal"|_|.J H Sample Data Cancel |
Databasze Help |
|E:‘\WINDDWS\Cangh.tpm Browse... I About |
User 1D I Authenbication... I Fead Timeaout: I
— Options
[ Fead Only Access [ Force File Length Update on FAT Systems
[ Disable Use of Math Coprocessar [~ Allow Multiple Feads in a Fecord
[ Emnable Floating Metwark Lock Eyte ™ 14 Digit Buzsiness Math
[T Mo Strict Key Checking on CREATE TABLE [T Do Mot Automatically Feorder Tables
[ Pack numerics ower 14 digits long ¥ Pad variable length columns with spaces
— Logging

[ LagErmar Messages
I Log Function Calls
[ LagFile Access for Buery O ptimization

Log File Location: |

—Dates

Column Suffisles): |DATE OEM Type: I vl

— Character Set Tranzlation

| Tranzlate |

L ogging Field Description

Log Error Messages Check this option to write any error messages generated by the ODBC
Driversto the log file entered in the Log File Location field.

Log Function Calls Check this optionlto write each ODBC API function call to the log
file entered in the Log File Location field.

Log File Accessfor Check this option to write each file system read to the log file entered

Query Optimization inthe Log File Location field.

Log File Location Enter the path and filename for the log file. Thisfileis used by the

Log Error Messages, Log Function Calls, and Log File Accessfor
Query Optimization options.
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BASIS ODBC Driver Data Sour ce Setup Screen
BASIS ODBC Driver Data Source Configuration

[Data Source Mame; IDS.-’-‘«S E.x 0k I
Drescription: ||:Dl'l'||:lal"|_|.J H Sample Data Cancel |
Databasze Help |
|E:‘\WINDDWS\Cangh.tpm Browse... I About |
User 1D I Authenbication... I Fead Timeaout: I
— Options
[ Fead Only Access [ Force File Length Update on FAT Systems
[ Disable Use of Math Coprocessar [~ Allow Multiple Feads in a Fecord
[ Emnable Floating Metwark Lock Eyte ™ 14 Digit Buzsiness Math
[T Mo Strict Key Checking on CREATE TABLE [T Do Mot Automatically Feorder Tables
[ Pack numerics ower 14 digits long ¥ Pad variable length columns with spaces
— Logging

[ LagErmar Messages
I Log Function Calls
[ LagFile Access for Buery O ptimization

Log File Location: |

—Dates

Column Suffisles): |DATE OEM Type: I vl

— Character Set Tranzlation

| Tranzlate |

Dates Field Description
Column Suffix(es) Enter the suffix(es) of the columns that are to be converted to the

OEM date type selected in the OEM Type field.

More then one suffix can be entered. If more then one suffix is
entered separate each with a comma.

OEM Types By default, the numeric columns that end in the Date Column Suffix
are treated as Julian Numbers and converted to SQL Dates.

If you are using an OEM database that uses non-Julian numbers for
the data format, select one of the OEM data types listed in the combo
box to indicate your OEM date preference for columns ending in the
Date Column Suffix.

Trandation Click this button to select the Microsoft Code Page Translator or other
ODBC character trandator.

Character Set Trandation The trandator selected, if any, with the trandation button is displayed.

Select the OK button to save the data source setup.
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Select Data Sour ce Screen
Select Data Source 2] I

File Data Source Machine Data Source I

Data Source Mame | Type | D e=zcription ;I
rOIs Swztermn MSMO Information Server Databasze

M5 Access 97 Databasze Uszer

M5 Access Databasze Uszer

05A5 B.05 System SAMPLE DATA

[m] Sypztem  Company H Sample Data

Text Files Uszer

Wizual FoxPro Databaze Uszer

*izual FoxPro Tables Uszer -
< i E

Mew. .

&, b achine Data Source iz specific to thiz machine, and cannot be zhared.
"Uzer'' data zources are specific to a user on thiz machine. ""Sypstem'’ data
zources can be uzed by all users on thiz machine. or by a spstem-wide service.

Ok I Cancel I Help I

The Select Data Source screen is re-displayed.
Highlight the data source you created and select OK.
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Using the ODBC Administrator to create the data source
ODBC Data Sour ce Administrator

&10DBC Data Source Administrator

Usger DSN  Swstem DSH I File DSHM I Dli'-.-'ersl Tracingl Connection F'oolingl Abowk I

Svstem Data Sources:

M ame

| Driver | add...

MLIS

streme Sample

]

El==EE=E Microzoft Access Driver [F.rndb) Remove I

SOL Server

LConfigure. .. I

An ODBC System data source stores information about how to connect to
the indicated data prowvider. A System data source iz vizible to all users
on thiz machine. including MNT services.

ak. I Cancel I anm)e) (1] I Help I

Create a Data Source with the 32-bit ODBC Administrator in the control panel.

Option
User DSN

System DSN
File DSN

Drivers

Tracing

Connection Pooling

Description

Creates a data source for this machine that only the user creating it can
access.

Creates a data source for this machine that anyone who uses this machine
can access.

Creates a data source that can be shared by userswho have the same
driversinstalled.

Displaysthelist of installed ODBC Drivers.

Creates alog file of calls made to the ODBC Drivers. This can be used to
aid support and debug your applications.

Allows applications to reuse open connection handles, which saves
round-trips to the server.

Select User DSN or System DSN for use with Access.

Click the Add button to create the new data source.
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Create New Data Source
Create Mew Data Source I

Select a driver for which pou want to et up a data source.

Ciriver da Microzoft para arquivos testo [kt ® csv]
Diriver do Microsoft Access [*.mdb)

Ciriver do Micrazoft dB aze [*.dbf)

Figivear Ao bdicroeabt Focali® ool

<

M ame I i -
EBASIS ODEL Diriver 2
B ODBC Driver 32-BIT 1)
CR DEZ2 [
CR Informix 5 2.
CR Informiz 7 2.
CR S0LBaze M

4.

4.

':...r.-.
1

= Back I Finish I Cancel |

The Create New Data Source screen is displayed select the Basis ODBC Driver.
Select the Finish button.
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BASIS ODBC Driver Data Source Configuration Screen
BASIS ODBC Driver Data Source Configuration

[Data Source Mame; IEIS.-’-\S B 0k

Drescription: |Eompan_l,l H Sample Data Cancel

Databasze Help
| CAWIMDOW S Confgh. tpm

User 1D I .-’-‘n.uthenticatian...l Fead Timeaout: I

s

Ahout

— Options

[ Fead Only Access [ Force File Length Update on FAT Systems
[ Disable Use of Math Coprocessar [~ Allow Multiple Feads in a Fecord

[ Emnable Floating Metwark Lock Eyte ™ 14 Digit Buzsiness Math

[T Mo Strict Key Checking on CREATE TABLE [T Do Mot Automatically Feorder Tables

[ Pack numerics ower 14 digits long ™ Pad variable length columns with spaces
— Logging

[ LagErmar Messages
I Log Function Calls
[ LagFile Access for Buery O ptimization

Log File Location: |

—Dates

Column Suffisles): | QEM Type: I vl

— Character Set Tranzlation

| Tranzlate |

The BASIS ODBC Driver Data Source Configuration screen is displayed.

Enter information for the following fields:

Eield Description

Data Source Name Enter a name for the data source.

Description Enter a description for the data source.

Database Enter the path and filename of the configuration file you created with

the Edit CONFIG.TPM function.

Use the Browse button to search for the file. The default location is
the RWdata directory in OSAS.

User ID If you are using a data server with OSAS, you must enter avalid
network user ID to use with this data source file. If you do not enter a
valid user ID, you will not be able to access your OSAS data stored on
the data server.

Root, Admin, Supervisor, and Administrator are not allowed.

Authentication Click this button for secure data servers that require user
authentication. Y ou can enter a User ID, Password and Domain, to
authenticate the user logging in, or an Authentication String.

Read Timeout Enter a number between 0 and 255 to indicate the number of seconds
to wait for alocked record to become available. The default is 10.

116 — Appendix B —Creating a Data Source



OSAS Training

ODBC w/Access

Option
Read Only Access

Disable Use of Math
Coprocessor

Enable Floating Network
Lock Byte

No Strict Key Checking
on CREATE TABLE

Pack numerics over 14
digitslong

Force File Length
Update on Fat Systems

Allow Multiple Reads in
aRecord

14 Digit Business Math

Do Not Automatically
Reorder Tables

Pad variable length
columns with spaces

Log Error Messages
Log Function Calls
Log File Accessfor

Query Optimization
Log File Location

Description

Check this box if you are using the Read/Write version of the ODBC
Drivers and you want this data source to allow read only access. Any
changes made to the files are not allowed with read only access.

Check this box, if you want to disable the use of the math
COprocessor.

On machines with math coprocessors, the ODBC Drivers may be able
to use the coprocessor to enhance the speed and accuracy of the
functions.

Check this box to enable the older, slower file-locking scheme, which
allows for standard access across the network.

Check this box, if ho primary key has been specified in the datafiles,
creates a primary key using as many columns (fields) as can fit into
the 120 character maximum key length. If thisoptionis not select,
then a primary key must be setup in each datafile or errors will occur.

Check this box, if you have numeric values that are more then 14
digitsto allow compression of these valuesinto a pseudo-binary form
to preserve disk space.

Check this box to force MS-DOS to update the length of a dynamic
file after any changes are made to thefile.

Check this box to allow multiple read processes to access the key of a
keyed file.

Check this box to put the ODBC Driversin a 14 digit Business Math
mode. Thisforces keys and templatesto use 14 digit Business Math
precision.

The ODBC drivers may attempt to reorder the table if you are using a
Select statement against multiple files, for optimization. Check this
box, if you do not want the ODBC driversto try to reorder the table.

Check this option if you are using the Read/Write version of the
ODBC Drivers, so that any updates you make to the OSAS files will
be padded correctly.

Check this option to write any error messages generated by the ODBC
Driversto the log file entered in the Log File Location field.

Check this optionlto write each ODBC API function call to the log
file entered in the Log File Location field.

Check this option to write each file system read to the log file entered
inthe Log File Location field.

Enter the path and filename for the log file. Thisfileis used by the
Log Error Messages, Log Function Calls, and Log File Access for
Query Optimization options.
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BASIS ODBC Driver Data Sour ce Setup Screen
BASIS ODBC Driver Data Source Configuration

[Data Source Mame; IDS.-’-‘«S E.x 0k I
Drescription: ||:Dl'l'||:lal"|_|.J H Sample Data Cancel |
Databasze Help |
|E:‘\WINDDWS\Cangh.tpm Browse... I About |
User 1D I Authenbication... I Fead Timeaout: I
— Options
[ Fead Only Access [ Force File Length Update on FAT Systems
[ Disable Use of Math Coprocessar [~ Allow Multiple Feads in a Fecord
[ Emnable Floating Metwark Lock Eyte ™ 14 Digit Buzsiness Math
[T Mo Strict Key Checking on CREATE TABLE [T Do Mot Automatically Feorder Tables
[ Pack numerics ower 14 digits long ¥ Pad variable length columns with spaces
— Logging

[ LagErmar Messages
I Log Function Calls
[ LagFile Access for Buery O ptimization

Log File Location: |

—Dates

Column Suffisles): |DATE OEM Type: I vl

— Character Set Tranzlation

| Tranzlate |

Dates Field Description
Column Suffix(es) Enter the suffix(es) of the columns that are to be converted to the

OEM date type selected in the OEM Type field.

More then one suffix can be entered. If more then one suffix is
entered separate each with a comma.

OEM Types By default, the numeric columns that end in the Date Column Suffix
are treated as Julian Numbers and converted to SQL Dates.

If you are using an OEM database that uses non-Julian numbers for
the data format, select one of the OEM data types listed in the combo
box to indicate your OEM date preference for columns ending in the
Date Column Suffix.

Trandation Click this button to select the Microsoft Code Page Translator or other
ODBC character trandator.

Character Set Trandation The trandator selected, if any, with the trandation button is displayed.

Select the OK button to save the data source setup.
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ODBC Data Sour ce Administr ator

ENM0ODEC Data Source Administrator

Uszer DSM  Swpstem DSM I File DSH I Dli'-.-'ersl Trac:ingl Connection F'oolingl Abovt I

Syztem D ata Sources:

M ame I Diriver I add. I
MOIS SCOL Server

Loy BASIS ODEC Driver
LConfigure... I

An ODBC System data source stores information about how to connect to
the indicated data provider. & Spstem data zource iz vizible to all uzers
oh thiz machine, including NT services.

Ok I Cancel I Eply I Help I

The data sourceis listed in the ODBC Administrator Box. Click OK to exit.
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BasisODBC 1.1 Drivers

Using Accessto create the data sour ce
Create a New Database Screen

Microzoft Access E m |

—i_reake a Mew Database Using

X " Database ‘Wizard

é? " Open an Existing Database

More Files, .,

CAMYDOCU~14db1

04 I Zancel I

Start Microsoft Access. Select the database you want to use with ODBC. If the database you want
to useisnot listed, create a blank database.

This example uses a blank database.

File New Database Screen

File New Database Hm
Savein: ||:| My Documents j @ I:

Create

o=
canel |

¥ Extlusive

File name: Idbl Jndb j

Save as bype: IMicmsoFt Access Databases (*.mdb) j

Choose the path and file name for the database.
Select the Create button.
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ink Tables

Microsoft Access - [dbl : Database]

= Eile Edit “iew Insert Tools Window Hel) -
(B e Edk view snsen Toots windor b . =] x|

[ Hew Database... el +H | | niEe | 8 e | | = | 2 v| |
I3 3 aen picasasee oo |18 2 === )

Get Extemal Data
- fonel |2 I T2 Macros I % Modules I

Close

SEEN
k| Save G

Save AsErport [DESian I
Save Az HTML
W= |

Bage Setiin ..,
% Prnt Pregiee
= Pt iR

Serdl..

Diatabase Properties

Ldbl
E COMYDOCU-~1db1

= CiProgram FilesiMicrosoft SfficeiMichaslidb
4 CiProgram FilesiMlicrosoft Sfficelichaelidbe

Exit

[Ready [ e

The database is displayed.
Select the Tables tab.
From the menu bar, select File, then choose Get External Data, and select Link Tables

Link Screen —Files of Type— ODBC Databases
Link Em
Loak.in: I[:l My Documents j Qlll IE_E =l
FeJab1.mdb k|
Cancel |
Advanced. .. |

Find files thak match these search criteria:

File name: j Text or property: I 'l Eind Mow |
Files of kype: |Microsoft Access (*.mdb;*.mdw;*.mda;lzl Last modified: Iany time 'l MNew Search |

HTML Documents (%, html;* htm) -
Mot all File bygdBASE III (*.dbf) B bypes, run the Setup program, click Addj/Remove, Data Access,
Change CptiddBASE Iv (*.dbF) the Office 97 WaluPack.

dBASE 5 (*.dbf)
Microsoft FoxPro (%, dbl

1 Files) Foum

The Link screenis displayed.
In the Files of Typefield, select ODBC Databases.
Use the combo button to select the ODBC Databases.
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Select Data Sour ce Screen

Soioctatasowree gk

File Data Source  Machine Data Source ;

Data Source Mame | Type | Description |
dBASE Files Uszer
E=cel Files Uszer
FoxPro Files Uszer
5 Access 97 Database Uszer
Text Files Uszer

Mew. .

&, kachine Data Source iz gpecific to thie machine, and cannot be =hared.
"Uzer'' data zources are specific to a user on thiz machine. "'Spstem'’ data
sources can be uzed by all users on this machine. or by a system-wide service.

Ok i Cancel i Help I

The Select Data Source screen is displayed.

Select the Machine Data Source tab®.

Select the data source you want to use to link to the OSAS data.

If the data source is not listed, click on the New button to create a data source.

Select New.

° Y ou must always use a Machine Data Source to link to that OSAS data from Access.
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The Create New Data Source screen is displayed.
Create New Data Sour ce Screen- Select Data Source Type
Create New Data Source
Select a type of data source:
€ User Data Source [&pplies to this machine only)
" Sypstern Data Source [Applies to this machine onlyE
Selecting System D ata Source creates a data
zource which iz gpecific to thiz machine, and uzable
by any uzer who logs onta this machine.
= Hach I Mest » I Cancel
Select the type of data source you are creating.
Selection Description
User Data Source Creates a data source for this machine that only the user creating it can
access
System Data Source Creates a data source for this machine that anyone who usesthis

machine can access.

Select the Next button.
Create New Data Sour ce Screen- Select Driver

Create Hew Data Source

Select a drver for which you want bo zet up a data =ource.

I Werzion I Compa
1.01.0000 EaASIS

Microzoft Access Driver [F.mdb]  3.50.2342800  Microsg
Microzoft dBaze Driver [*.dbf] 3.60.342800  Micros:
bicrozoft Excel Dinver [*.xlz] 2.50.342200  Microsc
bicrozoft FoxPro Driver [*.dbf] 2.80.342800  Microsg
Microzoft Text Driver [ ket *cav] 350342800  Microse
SAL Server 2.65.0213 Microgy
4] | i |

< Back I Mest » I Cancel

Select the driver for the data source. For OSAS data select the BASIS ODBC Driver.

Select the Next button.
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Create New Data Sour ce Screen - Finish

Create Hew Data Source

‘when pou click finish, pou will create the data source
which wou hawve just configured. The driver may prompk
woul for mare infarmatian.

Syztem Data Source =l
Drriwer: BASIS ODBLC Driver 32-BIT

< Back

The last screen summarizes the type of data source you are creating and the driver used for the
data source. Verify everything to make sureit is correct.

Select Finish
BASIS ODBC Driver Data Sour ce Setup Screen

BASIS ODBC Driver Data Source Setup |

Enter Data Source S pecification:
] 4

Diata Source Mame: IDsas Sample Data

Description: IEDmpan_l,l H Cancel

Databaze Configuration Help

C:ADzashBWwWDATAWConfgh.tpm

s

Advanced >

The BASIS ODBC Driver Data Source Configuration screen is displayed.

Enter information for the following fields:

Eield Description

Data Source Name Enter a name for the data source.

Description Enter a description for the data source.

Database Enter the path and filename of the configuration file you created with

the Edit CONFIG.TPM function.

Use the Browse button to search for the file. The default location is
the RWdata directory in OSAS.

Select the Advanced button.
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Basis ODBC Driver Data Sour ce Setup Screen

BASIS ODBC Driver Data Source Setup |

Enter Diata Source Specification:;

_IIIK
D ata Source M ame: IDsas Sample Data
Description: IEnmpany H Cancel |
Databaze Configuration Help |
IE:\DsaS\HWD.ﬁ.Tﬁ.HEangh.tpm Browse... | Advanced >>|
— Optionz
[” Fead Only Access W Fast Connect
[ Dizable Use of Math Coprocessor [ &llow Multiple Beads in 2 Recard

[ Do Mat Read or write a File \With a MonZero Access Count in Header

[™ Enable Floating Metwork Lock Byte

[™ Force File Length Update on FAT [DOS) File Systems

¥ Mo Shadow Dictionary Consistency Checki ™ 14 Digit Business Math

Log File Location: I

Metwork, L zer ID:I Read Timeout: I

—OEM Dates

Date Coluran S uffis: I Date Type: I
— Tranglation
Tranzlate |

The Options section is displayed.

Enter information for the following options:

Option Description
Read Only Access Check thisbox if you are using the Read/Write version of the ODBC

Drivers and you want this data source to allow read only access. Any
changes made to the files are not allowed with read only access.

Disable Use of Math Check this box, if you want to disable the use of the math
Coprocessor COprocessor.

On machines with math coprocessors, the ODBC Drivers may be able
to use the coprocessor to enhance the speed and accuracy of the
functions.

Do Not Read or Writea  Check this box if you want to prevent the access of afilethat hasa
File With Non-Zero non-zero access count stored in the header of thefile.
Access Count in Header A non-zero count may indicate a damaged file.

Enable Floating Network  Check this box to enable the older, slower file-locking scheme, which

Lock Byte allows for standard access across the network.

Force File Length Check this box to force MS-DOS to update the length of a dynamic
Update on Fat (DOS) file after any changes are made to thefile.

File Systems
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Basis ODBC Driver Data Sour ce Setup Screen

BASIS ODBC Driver Data Source Setup |

Enter Diata Source Specification:;

_IIIK
D ata Source M ame: IDsas Sample Data
Description: IEnmpany H Cancel |
Databaze Configuration Help |
IE:\DsaS\HWD.ﬁ.Tﬁ.HEangh.tpm Browse... | Advanced >>|
— Optionz

[” Fead Only Access W Fast Connect

[ Dizable Use of Math Coprocessor [ &llow Multiple Beads in 2 Recard

[ Do Mat Read or write a File \With a MonZero Access Count in Header

[™ Enable Floating Metwork Lock Byte

[™ Force File Length Update on FAT [DOS) File Systems

¥ Mo Shadow Dictionary Consistency Checki ™ 14 Digit Business Math

Log File Location: I

Metwork, L zer ID:I Read Timeout: I

—OEM Dates

Date Coluran S uffis: I Date Type: I

— Tranglation
Tranzlate |
Option Description
No Shadow Dictionary Check this box to prevent a Shadow Consistency check at connection
Consistency Check time.
This option will allow you to make faster connections to your OSAS
data.
Fast Connect Check this box to alow for the fastest connection to the OSAS data.

Thisoption isrequired if you are using the 1.1 version of the
ODBC Drivers.

Allow Multiple Readsin  Check this box to allow multiple read processes to access the key of a
a Record keyed file.
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Basis ODBC Driver Data Sour ce Setup Screen

BASIS ODBC Driver Data Source Setup |

Enter Diata Source Specification:;

_IIIK
D ata Source M ame: IDsas Sample Data
Description: IEnmpany H Cancel |
Databaze Configuration Help |
IE:\DsaS\HWD.ﬁ.Tﬁ.HEangh.tpm Browse... | Advanced >>|
— Optionz
[” Fead Only Access W Fast Connect
[ Dizable Use of Math Coprocessor [ &llow Multiple Beads in 2 Recard

[ Do Mat Read or write a File \With a MonZero Access Count in Header

[™ Enable Floating Metwork Lock Byte

[™ Force File Length Update on FAT [DOS) File Systems

¥ Mo Shadow Dictionary Consistency Checki ™ 14 Digit Business Math

Log File Location: I

Metwork, L zer ID:I Read Timeout: I

—OEM Dates

Date Coluran S uffis: I Date Type: I

— Tranglation
Tranzlate |

Field Description

Log File Location Enter the path and filename for the log file. Thisfileis used by the
Log Error Messages, Log Function Calls, and Log File Accessfor
Query Optimization options.

Network User ID If you are using a data server with OSAS, you must enter avalid
network user ID to use with this data source file. If you do not enter a
valid user ID, you will not be able to access your OSAS data stored on
the data server.

Root, Admin, Supervisor, and Administrator are not allowed.
Read Timeout Enter a number between 0 and 255 to indicate the number of seconds

to wait for alocked record to become available. The default is 10.
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Basis ODBC Driver Data Sour ce Setup Screen

BASIS ODBC Driver Data Source Setup |

Enter Diata Source Specification:;

_IIIK
D ata Source M ame: IDsas Sample Data
Description: IEnmpany H Cancel |
Databaze Configuration Help |
IE:\DsaS\HWD.ﬁ.Tﬁ.HEangh.tpm Browse... | Advanced >>|
— Optionz
[” Fead Only Access W Fast Connect
[ Dizable Use of Math Coprocessor [ &llow Multiple Beads in 2 Recard

[ Do Mat Read or write a File \With a MonZero Access Count in Header

[™ Enable Floating Metwork Lock Byte

[™ Force File Length Update on FAT [DOS) File Systems

¥ Mo Shadow Dictionary Consistency Checki ™ 14 Digit Business Math

Log File Location: I

Metwork, L zer ID:I Read Timeout: I

—OEM Dates

Date Coluran S uffis: I Date Type: I
— Tranglation
Tranzlate |

Field Description

Date Column Suffix Enter the suffix(es) of the columnsthat are to be converted to the
OEM date type selected in the OEM Type field.

More then one suffix can be entered. If more then one suffix is
entered separate each with a comma.

Date Types By default, the numeric columns that end in the Date Column Suffix
are treated as Julian Numbers and converted to SQL Dates.

If you are using an OEM database that uses non-Julian numbers for
the data format, select one of the OEM data types listed in the combo
box to indicate your OEM date preference for columns ending in the
Date Column Suffix.

Trandate Click this button to select the Microsoft Code Page Translator or other
ODBC character trandator.

Trandation Thetranslator selected, if any, with the trandate button is displayed.
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Select Date Sour ce
SelectDataSouce K|

File D ata Source  Machine Data Source I

Data Source Mame | Tupe | D ezcription |
dBASE Files Uszer

E=cel Files User

FoxPro Files Uszer

5 Access 97 Database Uszer

[mE 1= Swstem Company H

Text Files Uszer

e,

"Usger'' data sources are specific to a user on this machine.

& kMachine Data Source iz specific to thiz machine. and cannot be shared.
"Swstem'' data

sources can be uzed by all users on thiz machine, or by a system-wide service.

Ok I Cancel I Help I

The Select Data Source screen is re-displayed.
Highlight the data source you created and click OK.
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Using the ODBC Administrator to create the data source
ODBC Data Sour ce Administrator

&10DBC Data Source Administrator

Usger DSN  Swstem DSH I File DSHM I Dli'-.-'ersl Tracingl Connection F'oolingl Abowk I

Svstem Data Sources:

M ame | Ciriwer I Add...
tEIS SOL Server

B E R E R Microsoft Access Driver [“.rndb] Bemoaove I
LConfigure. .. I

An ODBC System data source stores information about how to connect to
the indicated data prowvider. A System data source iz vizible to all users
on thiz machine. including MNT services.

ak. I Cancel I anm)e) (1] I Help I

Create a Data Source with the 32-bit ODBC Administrator in the control panel.

Option Description

User DSN Creates a data source for this machine that only the user creating it can
access.

System DSN Creates a data source for this machine that anyone who uses this machine
can access.

File DSN Creates a data source that can be shared by userswho have the same
driversinstalled.

Drivers Displaysthelist of installed ODBC Drivers.

Tracing Creates alog file of calls made to the ODBC Drivers. This can be used to

aid support and debug your applications.

Connection Pooling Allows applications to reuse open connection handles, which saves
round-trips to the server.

Select User DSN or System DSN for use with Access.

Click the Add button to create the new data source.
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Create New Data Source

Select a driver for which you want to zet up a data source.

Marne I .
BAS|S ODBLC Ciriver

BASIS ODELC Diriver 32-BIT
CRDEZ

CR Infarmix

CR Informix 5

CR Infarmix 7

CR Informiz3

CH Oracley

CR Oracled

[ == =Y

| |

e RO X Rl S

T
L |

< Back I Finizh I Cancel I

The Create New Data Source screen is displayed select the Basis ODBC Driver 32-Bit.
Select the Finish button.

BASIS ODBC Driver Data Sour ce Setup Screen

BASIS ODBC Driver Data Source Setup |

Enter D'ata Source Specification:

o
-

s

Diata Source Mame: IDsas Sample Data

Description: IEDmpan_l,l H Cancel

Databaze Configuration Help

C:ADzashAWDATAConfgh. tpr

Advanced >

The BASIS ODBC Driver Data Source Configuration screen is displayed.

Enter information for the following fields:

Eield Description

Data Source Name Enter a name for the data source.

Description Enter a description for the data source.

Database Enter the path and filename of the configuration file you created with

the Edit CONFIG.TPM function.

Use the Browse button to search for the file. The default location is
the RWdata directory in OSAS.

Select the Advanced button.
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Basis ODBC Driver Data Sour ce Setup Screen

BASIS ODBC Driver Data Source Setup |

Enter Diata Source Specification:;

0k

Data Source Mame: IDsas Sample Data

Description: II:Dmpan_l,l H

Cancel

Databaze Configuration

Help

ik

I C:A0zaz\RwDATAMonfgh.tpm

Browse. . |

Advanced >>|

— Optionz
[” Fead Only Access

[ Dizable Use of Math Coprocessor
[ Do Mat Read or write a File \With a MonZero Access Count in Header
[™ Enable Floating Metwork Lock Byte

[™ Force File Length Update on FAT [DOS) File Systems

¥ Fast Connect
[ &llow Multiple Beads in 2 Recard

¥ Mo Shadow Dictionary Consistency Checki

™ 14 Digit Business Math

Log File Location: I

Metwork, L zer ID:I

—OEM Dates

Read Timeout: I

Date Coluran S uffis: I

Date Type: I—

— Tranzlation

Tranzlate |

The Options section is displayed.

Enter information for the following options:

Option
Read Only Access

Disable Use of Math
Coprocessor

Do Not Read or Write a
File With Non-Zero
Access Count in Header

Enable Floating Network
Lock Byte

Force File Length
Update on Fat (DOS)
File Systems

Description

Check this box if you are using the Read/Write version of the ODBC
Drivers and you want this data source to allow read only access. Any
changes made to the files are not allowed with read only access.

Check this box, if you want to disable the use of the math
COprocessor.

On machines with math coprocessors, the ODBC Drivers may be able
to use the coprocessor to enhance the speed and accuracy of the
functions.

Check this box if you want to prevent the access of afile that has a
non-zero access count stored in the header of thefile.

A non-zero count may indicate a damaged file.

Check this box to enable the older, slower file-locking scheme, which
allows for standard access across the network.

Check this box to force MS-DOS to update the length of a dynamic
file after any changes are made to thefile.
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Option Description
No Shadow Dictionary Check this box to prevent a Shadow Consistency check at connection
Consistency Check time.
This option will alow you to make faster connectionsto your OSAS
data.
Fast Connect Check this box to allow for the fastest connection to the OSAS data

Allow Multiple Reads in
a Record

Log File Location

Network User ID

Read Timeout

Date Column Suffix

Date Types

Trandate

Trandation

Thisoption isrequired if you are using the 1.1 version of the
ODBC Drivers.

Check this box to allow multiple read processes to access the key of a
keyed file.

Enter the path and filename for the log file. Thisfileis used by the
Log Error Messages, Log Function Calls, and Log File Access for
Query Optimization options.

If you are using a data server with OSAS, you must enter avalid
network user ID to use with this data source file. If you do not enter a
valid user ID, you will not be able to access your OSAS data stored on
the data server.

Root, Admin, Supervisor, and Administrator are not allowed.

Enter a number between 0 and 255 to indicate the number of seconds
to wait for alocked record to become available. The default is 10.

Enter the suffix(es) of the columnsthat are to be converted to the
OEM date type selected in the OEM Type field.

More then one suffix can be entered. If more then one suffix is
entered separate each with a comma.

By default, the numeric columns that end in the Date Column Suffix
are treated as Julian Numbers and converted to SQL Dates.

If you are using an OEM database that uses non-Julian numbers for
the data format, select one of the OEM data types listed in the combo
box to indicate your OEM date preference for columns ending in the
Date Column Suffix.

Click this button to select the Microsoft Code Page Translator or other
ODBC character trandator.

Thetranslator selected, if any, with the trandate button is displayed.

Select the OK button to save the data source setup.
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ODBC Data Source Administrator

ENM0ODEC Data Source Administrator

Uszer DSM  Swpstem DSM I File DSH I Dli'-.-'ersl Trac:ingl Connection F'oolingl Abovt I

Syztem D ata Sources:

M ame I Diriver I add. I
MOIS SCOL Server

BASIS ODEC Driver 32.B(T
LConfigure... I

An ODBC System data source stores information about how to connect to
the indicated data provider. & Spstem data zource iz vizible to all uzers
oh thiz machine, including NT services.

Ok I Cancel I Eply I Help I

The data sourceis listed in the ODBC Administrator Box. Click OK to exit.
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If your OSAS datais stored on a UNIX or LINUX system and you are not using a data server, you
should not use the Edit CONFIG.TPM function in OSAS to create a configuration file.

UNIX and LINUX do not use drive letters or colons for paths but the BASIS ODBC Driver needs
adrive letter and colon for the DICTIONARY, DATA and SY SFIL paths.

Edit CONFIG.TPM Selection Screen Unix System

&l Sco_ste - TNYTPlus

Session Edit Miew Commands Help

s SR EE R E =R
Edit COMFIG.TPM =l
Fath and Hame of COMFIG.TPM File

/supportl/apps/0sas605/ rudata/ CONFGH. TPH

Variable Data
> DICTIONARY /suppeortl/apps/0sas685/ mudata/

DATA /supportl/apps/osas6B5/ data/
CID H

SYSFIL /supportl/apps/osaséB5/sysfil/

Line (080601 of BBOGO4)

Enter = edit, Append Line, Write. Change CONFIG.TPM Mame
— Company H Werify —

limlmliv

The configuration file, displayed above, can cause errors when trying to link to the OSASfiles.

Appendix C - Creating Unix/LINUX CONFIG.TPM File - 135



ODBC w/Access OSASTraning

To prevent this problem you must first use NFS software on the Windows machines where the
BASIS ODBC Driversareinstalled. NFS software allows you to map the UNIX or LINUX
volume as aregular Windows/Dos drive.

Once the drives are mapped use any text edit to create the configuration file'™.
The file should have aminimum of four lines.

Line 1 should contain the DICTIONARY variable and the path using the NFS mapped drive to
point the directory containing the data dictionaries.

Line 2 should contain the DATA variable and the path using the NFS mapped drive to point to the
directory containing the OSAS data you want to accesswith this configuration file.

Line 3 should contain the CID variable and the company 1D, for the data files you want to
11
access.

Line 4 should contain the SY SFIL variable and the path using the NFS mapped drive to point to
the sysfil directory in OSAS. The sysfil directory contains some Resource Manager datafiles.

The following example uses N as the NFS mapped drive. The configuration file should look like
this:

DICTIONARY=N:/OSAS/RWDATA/
DATA=N:/OSAS/DATA/

CID=H

SYSFIL=:/OSAS/SY SFIL

Save the file and store it anywhere on the Windows machine

Note: If you use DATAZ2 or DATA3 or have any other variables, such aslast year PA or GL files,
add those to the configuration file al so.

19 The configuration file does not have to have the name CONFIG.TPM. Thefileisan 8.3 Dosfile
and isonly required to have the TPM extension, but can have any name you want.

1 1f you have multiple companies, you must create a configuration file for each company.

136 — Appendix C - Creating Unix/LINUX CONFIG.TPM File



Appendix D — Security Issueswith ODBC

There are some security issueswith ODBC because there are no optionsin OSAS to prevent
someone from having access to certain files. All the data dictionaries are installed in the samefiles
and you cannot limit the access to those data dictionaries by application. So, if you have someone
locked out of an application in OSAS, like Payroll or General Ledger, they will be able to access
those datafilesin athird party product, such as Excel or Access using the ODBC Drivers and with
the Read/Writer drivers they could even change the datafiles.

To prevent unauthorized people from accessing certain data files you have to create a second set of
data dictionaries, and store the second set in a secure directory network that has limited access on
the network or store the second set of data dictionariesto your local drive.

In the original set of data dictionaries, only include the files you want everyone to access. In the
second set of data dictionary files, only include the files you want secured.

To create a secure set of data dictionary files perform the following steps:

This example uses the Payroll files but the stepswill be the same for any application you want
secured.

1. At the operating system level copy the *.OSl files from the SY SFIL* directory to the
RWdata directory.

2. FErasethe DD_*.0Sl files that were copied to the RWdata directory.
3. Rename the remaining copied *.0Sl filesto a different extension other then OSI.

NOTE: The extension used in the rename does not matter because the files have to be renamed to
have a .1 extension when you move them to the secure directory ™,

DO NOT renamethefilesto .1 whilethey arein the RWdata directory or you risk
overwriting theoriginal .1 data dictionary files

Example: Rename the copied *.0Sl filesto *.PA if you are creating Payroll data dictionary files.

21n5.2the *.0Sl filesare in the progRM directory.

3 The ODBC Driverswill only work with data dictionary files that have a.1 extension.
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Copy File(s) To Dictionary

4, Copy File[s] to Dictionary
LCommandz Edit Modez Other Help

%Xt§|l§|ﬂ@|?@ DKr\JAbandUnl
_
From Dictionary |1 =T
To Dictionary P, 4]
Copy:

i+ Al Application File
" Specific File
i~ Base Dictionamy T ables

Application |0 [ E

|DK[F'gDn] Company H |10/09/2000 | Terminal TODO | IMS

4. InOSAS, Select Copy File(s) to Dictionary from the Dictionary Tools menu. Thiswill allow
you to copy the data dictionary files from the main dictionary to the new dictionary.

5. Enter the following:

Field Description
From Dictionary Enter the extension of the source data dictionary files. Thisisusually 1to

copy the .1 data dictionary files.
The Inquiry command, F2 or Esc W, is available to select the sourcefiles.

To Dictionary Enter the extension of the destination data dictionary files. Thiswill be the
extension you used to rename the copied *.0OSl files.

The Inquiry command, F2 or Esc W, is available to select the destination
files.

PA in this example.

Copy: Select 1, for All Application File, to copy the data dictionary filesfor a
specific application.

Application ID Enter the id for the application whose data dictionary files you want to
copy.

The Inquiry command, F2 or Esc W, is available to select the application
to copy.

PAin this example

Thiswill copy all the selected application files, fields and indexes from the *.1 data dictionary
filesto the *.PA (or to the extension you used for the copied files).

If you are using the 2.3 or 3.0 version of the ODBC drivers (OSAS 6.05 or higher) skip to step 8.
If you are using the 1.1 version of the ODBC drivers (OSAS 5.2 or 6.02) proceed to step 6.
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Data Dictionary Select Screen

F

o = |

P~

I H Builders Supply

i

" OSAS

OFPEN SYSTEMS® Accounting Saffware

Main Menu | ODBC Kit | Dictionary Tools
Accounts: Payable Edit COMFIG.TPI

GEMERAL Report ‘writer Dictionary E xtenzions

Fesource Manager

Accounts Receivable Dictionary Toals Files

B ank Reconciliation Dictionary Reports Fieldz

Billz of Materialz K itting Indexres

Fized Aszsets Add/Change Reserved WwWords
General Ledger T ahles

lreeentarn &, Data Dictionary 5election

Job Cost Commands Edit Modes Other Help

Faproll .

Purchase Order oy | = | = | 7 & 0K | Abanden |
Salez Order 5

[Pe Tl

Company H |Term|nal TOOO [ 10/09/2000 | 2:27 P4

6. Once the files have been copied, use the F9 from any ODBC menu to switch the copied data

dictionary files.

Y ou can use the Inquiry command, F2 or Esc W, to select the data dictionary files you want

to access.

Y ou can check in Files or Fieldsto verify that you have switched to the correct set of data

dictionary files.

Field Description
Dictionary

PA Data Dictionary Files Screen

Displays the current set of data dictionary filesin use on the current terminal.

LCommands Edif Modes Other Scroll Commands  Help
P A M NERE 0K || Abanden |
‘ Dictionary = PA
File M ame Description Type Reclen Recs Key
=|
PaCE P4, Checks Earmings File ME.eped 128 o 0=
PaCcH P4, Checks File MEeped 256 a a ﬂ
PACO P2 Codes File MKeped 7B u] u]
PAChw P Checks withholdings b Keped 128 a a
FPADD P4, Deductions File b Eepead B4 a a
FaDE P4, Employee D eductions MEeped 192 a a
FPaDP Fa, Department File MEeped 128 a a
PaDP_1 P4, Department File - Hours Rec MEeped 128 a a
PADP_2 P& Department File - Pieces Re hMKeped 128 a a
PADP_3 P Diepartment File - Eamings b Keped 128 a a
FPADP_4 P Department Fils - withholdi b Keped 128 a a
FaDP 5 P4, Department File - Deduction b Eepead 128 a a ﬂ
PADP_DEDUCTION Wigw Indexed 0 u] u] gl
PADP_EARNINGS Wigw Indexed 0 u] 0 g
1

| Enter = edit I Lippend I

Line Mo [ D001 of 000089

Goto I

| Compary H [10/09/2000 | Terminal TOOD | IMS
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7. Once you have switched to the new data dictionary files run the Build Shadow Dictionary
functions from the Dictionary Tools menu.

Thiswill build files for the current set of data dictionary filesin use on the current terminal .
Y ou may be prompted: Shadow dictionary already exist. Do you want to re-create it?
Select Y, for Yes.

8. At the operating system level move the 13-copied data dictionary files (*.PA in this
example) from the RWdata directory to the secured subdirectory or your local drive.

Note: If you use a directory on the network, DO NOT use any directorieslisted in the
Directories function in Resource Manager or any directories listed in Application Information
in Resource Manager. Anyone will be able to access this new set of data dictionary files
through OSAS, if they are moved to either of those locations.

Y ou can create a different subdirectory under your OSAS directory for the second set of data
dictionary files, such as Rwdata2. Thiswill not be listed in the Directories function or
Application Information so no onewill have access to the data dictionary files through OSAS.

9. Inthe secured subdirectory, rename the 13 new data dictionary filesto have a .1 extension™
Edit CONFIG.TPM Screen

4, Edit CONFIG.TPM

LCommands  Edif Modes Other Scioll Commands  Help

'}@XE§||BE|?® Ok | Abandon |
Fath and Mame of COMFIG. TP File
[C:AWIND OWw/S /SECOREH. TPM
"W ariable Crata
=
DATA, C:/05A5/samples =
CiD H =l
STEFIL C:/O5A5 syl
=l
=l
=l
Line Mo [ OD0001 of 000004 |
| Enter = edit | Geto | | Appendine | white | | Change COMFIG. TFM Mame | |
|Preparing Scratch File. | Company H |10/09/2000 | Terminal TOOD | INS

10. Select Edit CONFIG.TPM from the ODBC Kit menu to create a new configuration file.

Edit the Dictionary variable to point to the drive and directory where you copied the new data
dictionaries.

11. Copy the configuration file to the secure directory or your local hard drive.

1 you are using the 1.1 ODBC drivers move the DD_*.DAT filesaswell.

> The ODBC Driverswill only work with files that have a .1 extension. DO NOT rename the
DD_*.DAT files.
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Data Dictionary Select Screen
5 TOOO - OP ting
File Modez Toolz Favoritez Other Help

TS er 2 Mm@ KRS

[H  Builders Supply ﬂQhAS

OFPEN SYSTEMS® Accounting Saffware

o = |

Main Menu | ODEBC Kit |
Accounts: Payable Edit COMFIG. TPk
Accounts Receivable Dictionary Tools
B ank Feconciliation Dictionary Reports
Billz of Materialz/K.itting
Fixed Aszets
General Ledger
|Fwentony
Job Cost &, Data Dictionary 5 election
Faproll Commands  Edit bodes Other Help
Purchaze Order . Z 7 53
e S s |Bn @ B E | 7 € Ok | Abandon |

GEMERAL Report WWriter

Dictionany Extensions |1 g

Fesource Manager

| |Company H [ Terminal TOOO [10,/09/2000 [2:29 PM

12. Usethe F9 and switch back to the .1 Data Dictionaries.
Main Data Dictionary Files Screen — Deleting Files

5. Files B ; B =] [
LCommands Edit Modes Oth 5
P A M NERE 0K || Abanden |
‘ Dictionary =1
File M ame Description Type Reclen Recs Key
. _ 25 =|
PaCE P4, Checks Earmings File ME.eped 128 o o gl
PaCcH P4, Checks File MEeped 256 a a ﬂ
PACO P2 Codes File MKeped 7B u] u]
PAChw P Checks withholdings b Keped 128 a a
FPADD P4, Deductions File b Eepead B4 a a
FaDE P4, Employee D eductions MEeped 192 a a
FPaDP Fa, Department File MEeped 128 a a
PaDP_1 P4, Department File - Hours Rec MEeped 128 0] a
PADP_2 AN i, Delete 30 0
PADP_3 P& L e \a] u]
PADP_i PAT Line mumber 235, D 0
FADP_5 P& L & o 0=
PADP_DEDUCTION Wiew e Ma | \a] u] gl
PADP_EARNINGS Wiew 0 0 g
1

Cine Mo [ OO0233 of 000380

| Enter = edit I Lippend I Goto I

| | Compary H [10/09/2000 | Terminal TOOD | IMS

13. Select Filesfrom the Dictionary Tools menu and delete the data dictionary files that you do

not want to give everyone access, using the Delete command, F3 or Esc D.
In this example, delete the Payroll data dictionary files.
If you are using the 2.3 or 3.0 ODBC drivers, you are done™®.

If you are using the 1.1 ODBC drivers, proceed to step 14.

18 To edit these data dictionary filesyou will have to copy or move them back to the RWdata,

ProgRm or ProgOD directories.

Since these data dictionaries have the same file name and extension as the main data dictionaries,
rename them before you copy them to insure you do not overwrite your main data dictionaries.

Use the F9 to switch between the data dictionaries.
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Build Shadow Dictionary Screen
5 OSAS TODD
ftings Edit

Build Shadow Dicticnary

Data Dictionarcv.

Make sure your options for
Consistency Check'

"Fast Connect® and
are checked in the Advanced
QDEC Driver.

This function will build a Shadow Dictionary based on your cucrcent

*No Shadow Dictionarcy
settings of your BASIS

Shadow dicticnary already exists.
L Company H

Do wou want to re-create it?

Werify —

14. Select the Build Shadow Dictionary function from the Dictionary Tools menu, to re-create the
shadow dictionary files for the edited set of main dictionary files'.

¥ To edit these data dictionary files you will have to copy or move them back to theRWdata,

ProgRm or ProgOD directories.

Since these data dictionaries have the same file name and extension as the main data dictionaries,
rename them before you copy them to insure you do not overwrite your main data dictionaries.

Use the F9 to switch between the data dictionaries. If you make any changesyou will haveto re
run the Build Shadow Dictionary function and copy the new DD_*.DAT files and the second set
of data dictionaries back to the secured directory. Rename them back to *.1. Use the F9 to switch
back to the original*.1 dictionaries and run the Build Shadow Dictionary function again.
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Use the following steps to access last year Payroll or previous year General Ledger datawith
ODBC. These steps will work with the 3.0, 2.3 or the 1.1 Basis ODBC Drivers.

You will need to create a separate configuration file for last year Payroll and current year Payroll
and a separate configuration file for each GL Y ear you want to access.

Create a configuration file with the Edit CONFIG.TPM functionin ODBC Kit.

Edit CONFIG.TPM

4, Edit CONFIG.TPM = 0=
Commandz Edif Modes Other Scroll Commands  Help
A= | B  mE| 2@ 0F | &bandon |
Fath and Mame of COMFIG. TP File
[E-AWIND OWS /EOMFGHLYT. TPM
o
) ] sample. gl
o] H =
STSFIL /0545 Ayl
=l
|
=
Line Mo [ 000001 of 000004 |
| Enter = edit | Goto | | &ppendline | wihite | Change CONFIG.TPM Name | |
|Preparing Scratch File. | Compary H [12/06/2000 | Terminal TOOD | OWR
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Payroll Variablefor Last Year Files

Use the Append function to add Variables for last year Payroll.
Append Field Information —PLY Variable

4, Append Field Information ]|
Commands Edit Modes DOther Help
YRR BE 28 0K | Abandon |
W ariahle FLY
Data LY
Field Description
Variable Enter the name of the variable you want to add. The variable name can be

anything you want.

Thisvariable will be added to the ODBC Path field in Files, which will allow you
to access the data you want.

If you are using 6.1x the variable for last year payroll has already been added
to the data dictionary file. Add that variable to the configuration file to access
last years payroll with ODBC. Thevariable used isPLY, but you can use any
variable name you want. If you use a different variable name, you will have to
change each file to match the new variable name.

If you are using 6.05 or lower, you must add the variable name used to each
file with the Filesfunction on the Dictionary Tools menu. You can usethe
same PLY variable name or create a different one.

Data Enter the extension of the datafile in OSAS that you want to access with the
ODBC drivers.

For Last Year Payroll filesenter “.L YY" (without the quotes)

This variable will access Payroll filesthat haveaLY extension

Use the Proceed command, PgDn or Esc P, to save the variable.
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General Ledger Variablefor Previous Year Files

Y ou can add the General Ledger Variable for pervious years to the same configuration file as the
Payroll Variable or you can create a new configuration file for the GL variable.

Use the Append function to add Variables for the General Ledger year you want to access.
Append Field Information —GLY Variable

4, Append Field Information
Commands Edit Modes DOther Help

P[] [E3

RXE

Eellic!

@ &

?

@

0K | Abandon |

W ariahle
Data

GLY

793

I
o

Variable

Data

Description

Enter the name of the variable you want to add. The variable name can be

anything you want.
This variable will be added to the ODBC Path field in Files, which will allow you

to access the data you want.

If you are using 6.1x, the variable for pervious year general ledger fileshas

already been added to the data dictionary file. Add that variable to the

configuration file to access last years payroll with ODBC. Thevariable used is

GLY, but you can use any variable name you want. If you use a different

variable name, you will have to change each file to match the new variable
name.

If you are using 6.05 or lower, you must add the variable name used to each
file with the Files function on the Dictionary Tools menu. You can usethe
same GLY variable name or create a different one.

Enter the extension of the datafile in OSAS that you want to access with the
ODBC drivers.

For Previous Year GL filesenter “.Yxx" (without the quotes), where xx
represents the GL Y ear you want to access.

This example uses Y99.

This variable will access General Ledger files that have a Y 99 extension®®.

Use the Proceed command, PgDn or Esc P, to save the variable.

18 Each GL Y ear will require a separate configuration file.
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The TPM file should look something like the following.

TPM File
4, Edit CONFIG.TPM ==
LCommands  Edif Modes Other Scioll Commands  Help
%Xt§| |ﬂ@|?® ok I.t’-\bandonl
Path and Marne of COMFIG.TPM File
JC: AW IND O S ACONFGHLY. TPM
“Yariable Drata
DATA C:./05A5 sample’ ] =
CID H ﬂ
STEFIL C:/O5AS fsysfhils
FLY L
GLY rag
=l
=
=
Lire Mo [ 000001 of 000006 )

| Enter = edit | Geto | | Appendine | white | | Change COMFIG. TFM Mame | |
[ | Company H |12/06/2000 | Terminal TOOD | INS

Select Write to save the changes to the configuration file.
Next, create a configuration file to access this years data.
Create a configuration file with the Edit CONFIG.TPM functionin ODBC Kit.

Edit CONFIG.TPM

4, Edit CONFIG.TPM ==
LCommands  Edif Modes Other Scioll Commands  Help
%Xt§| |BE|?® [k IAbandonI
Path and Marne of COMFIG.TPM File
JC: AW IND O S ACONFGH. TPM
Yariable Data
CID H - ﬂ
STEFIL C:/O5AS fsysfhils
=l
=
=
Lire Mo [ 000002 of 000004 )

| Enter = edit | Geto | | Appendine | white [3] | Change COMFIG. TFM Name | |
[ | Company H |10/09/2000 | Terminal TOO0D | INS
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Payroll Variablefor Current Year Files

Use the Append function to add Variables for current year Payroll.
Append Field Information —PLY Variable

4, Append Field Information ]|
Commands Edit Modes DOther Help
%XE E & G ?@ 0K |.¢.bandnn|
WYariable FLY
Data
Field Description
Variable Enter the same name you used for the last year Payroll variable.

If you are using 6.1x the variable for last year payroll has already been added
to the data dictionary file. Add that variable to the configuration file to access
last years payroll with ODBC. The variable used isPLY, but you can use any
variable name you want. If you use a different variable name, you will have to
change each file to match the new variable name.

If you are using 6.05 or lower, you must add the variable name used to each
file with the Filesfunction on the Dictionary Tools menu. You can usethe
same PLY variable name or create a different one.

Data’® Leave thisfield blank.

OSAS stores the current year Payroll fileswithout an extension.

This variable will access Payroll files that do not have an extension, which ishow OSAS stores
the current year files.

Use the Proceed command, PgDn or Esc P, to save the variable.

1% The configuration file for last year data contained a.LY in the data field. This means ODBC
will look for afilewithalLY extension, after the variable is added end of the filein Dictionary
Tools. Thelast year configuration file will only access the last year files. If the files are not
available, you will get Fserr=13 in Excel (same as and error 12, missing or duplicate file) or you
will get an error message in Access “ Query must have at least one destination field”.

You MUST create another configuration file to access current year data, using the same variable
name but leaving the datafield blank. ODBC will look for afile without an extension. If the fil es
are not available you will get Fserr=13 in Excel, or and error message in Access “Query must have
at least one destination field”
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General Ledger Variablefor Current Year Files

Y ou can add the General Ledger Variable for current year to the same configuration file asthe
Payroll Variable or you can create a new configuration file for the GL variable.

Use the Append function to add Variables for the General Ledger year you want to access.
Append Field Information —GLY Variable

4, Append Field Information ]|
Commands Edit Modes DOther Help
2¥XtE @B a2 0K | Absndon |
Vaisble  [GLY
Data
Field Description
Variable Enter the same name you used for the previous year General Ledger variable.
If you are using 6.1x, the variable for previous year general ledger fileshas
already been added to the data dictionary file. Add that variable to the
configuration fileto access last years payroll with ODBC. Thevariable used is
GLY, but you can use any variable name you want. I f you use a different
variable name, you will have to change each file to match the new variable
name.
If you are using 6.05 or lower, you must add the variable name used to each
file with the Filesfunction on the Dictionary Tools menu. You can usethe
same GLY variable name or create a different one.
Data® Leave thisfield blank.

OSAS stores the current year GL fileswithout an extension.

This variable will access General Ledger files that do not have an extension, which ishow OSAS
stores the current year files.

Use the Proceed command, PgDn or Esc P, to save the variable.

% The configuration file for previous year data contained a.Y xx (xx represents the GL year) in the
datafield. This means ODBC will ook for afilewith a 'Y xx extension, after the variable is added
end of thefilein Dictionary Tools. The previousyear configuration filewill only accessthe files
for the year entered in the datafield. If the files are not available, you will get Fserr=13 in Excel
(same as and error 12, missing or duplicatefile) or you will get an error message in Access“ Query
must have at |east one destination field”.

You MUST create another configuration file to access current year data, using the same variable
name but leaving the datafield blank. ODBC will look for afile without an extension. If the files
are not available you will get Fserr=13 in Excel, or and error message in Access “Query must have
at least one destination field”
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The TPM file should look something like the following.

TPM File

5, Edit CONFIG. TPM ==
LCommands  Edif Modes Other Scioll Commands  Help

. Pl t§| &l B | 7T & ok I .t’-‘«bandonl

Path and Marne of COMFIG.TPM File
JC: AW IND O S ACONFGH. TPM

“Yariable Drata

DICTIONARY C:/0545 /Rwdata’ EI
DATA C:/05A5 s amples 3'
CID H ﬂ
STEFIL C:/O5AS fsysfhils

e«

Line Mo [ DO006 of 000006 |

| Enter = edit | Geto | | Appendine | white | | Change COMFIG. TFM Mame | |

[ | Company H |12/06/2000 | Terminal TOOD |O%A

Select Write to save the changes.

Appendix E -Accessing Previous Y ear General Ledger and Payroll Data - 149



ODBC w/Access OSASTraning

Adding the Variablesto Dictionary Files

If youareusing 6.1x the PLY and GLY variables have already been added to the data dictionary
files. If you are using 6.05 or earlier you will have to add the variables to each data dictionary file.
Select Files from the Dictionary Tools menu in the ODBC Kit.

Dictionary ToolsMenu - Files

4, TODO - OPEN SYSTEMS® Accounting Software =] E3

File Modez Toole Favoritez Other Help
b)AS "

Tl Ber 2 M@K

I H Builders Supply ;IQ
OPEN
Il

SFETEMS®,

Main Menu ODEBC Kit |
Accounts: Payable Edit COMFIG. TPk py File(z] to Dictionary
Accounts Receivable Dictionary T
B ank FReconciliation Dictionary Reports Fieldz
Billz of Materialz K itting Indexes
Fized Aszsets Add/Change Reserved WwWords
General Ledger T ables
|rwentony
Job Cost
Faproll
Purchage Order
Salez Order
GEMERAL Feport "wWriter
ODEC Kit
Fesource Manager

Company H | Terminal TOOD | 10/09/2000 | 215 Pk

Select the file you want to add the variable to and press Enter to edit the file.

Files

Commandz  Edif Modes Other Scroll Commands Help

2 ¥ e | =@ 7@ 0F | abandon |
‘ Dictionary =1
File Mame Drezcription Type Fieclen Fecs Key
] hE.eved 2112 i =
FAER P4, Employee Persannel File b Eepead SE0 a E ﬁl
FAES FaA Emp. Tax Setup File MEeped 128 a a
FPAES_1 Fa Emp. Tax Setup File - Fed. MEeped 128 u] u]
P&ES_Z2 P& Emp. Tax Setup File - State MEeped 128 a a
FPAES_3 P& Emp. Tax Setup File - Local b Keped 128 a a
PAES_FED_IMFO Wiew Indexed 0 u] u]
PAES_LOCAL INFO g Indexed 0 u] u]
PAES_STATE_INFO g Indexed 0 u] u]
FAET P4, Earning Tvpes File MEeped B4 a 1
PaEWw P4, Emp. History wWithholding Fi ME.eped 384 o o
PaEX P4, Employee Exclusions File MEeped 128 a a zl
PAFRMHDR P Formula Header File b Keped 192 a a g
PAFRLIMN P Formula Detail File b Keped 128 a a EI
I

Line Mo [ 000259 of 000380 | —
| Enter = edit I Append I Gaoto I

[ | Compary H [12/06/2000 | Terminal TOOD | M5
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Edit Files
Edit File

Commands

Edit

Modes Other Help

=10) %]

R X s

B @

E &8 7

&

oK | abandon |

Dhictionan

File M ame

Dezcription
e efittiomny
Type

Fecord Length
Mo. of Records
kK.ep Size

File Index
Rt Topic
Long File
OCEC Fath
Application (D

=1

[FEEG

1]

|F'.-i'-. Ermployee General Information

&
M¥.eped

]

—_
[N}

400

PAE Gwmm

Pa 9]

[DATAJPAEGICID]PLY]

Add the Payrall variable within parentheses to the ODBC Path field.

You will haveto add thisvariable to each Payrall file that you want to accesslast year or this

year data.

Repeat the same steps for the General Ledger files.

Files

s, Files

Commandz  Edif Modes Other Scroll Commands Help

MW rE | By Em  @Bm| 2@ 0K | abandon |
‘ Dictionary =1
File Mame Drezcription Type Fieclen Fecs Key
T loumal File 0 i =|
GLJE_WIEw "wisw Indexed o a a ﬂ
GLMA, GL b azter File b Eepead 1344 a 15 ﬁl
GLMA_WIEW Wigw Indexed 0 u] u]
GLME. GL Maszter Alternative Kevs Fil MEeped 256 u] u]
GLMSE Account Mask File MEeped B4 a 3
GLRE Fecuring Entries File b Keped 128 a a
GLSCF Statement Contents Generic Fil b Keped 128 a 10
GLSCF 1 Statemnent Content Line Record b Eepead 128 a 10
GLSCF 2 Staternent Content Maszk Record b Eepead 128 a 10
GLSCF_LIMNE_IMNFO Wigw Indexed 0 u] u]
GLSCF_MASE_INFO Wiew Indexed 1] o o
GLSE Account Segments File MEeped B4 a a8 zl
GLSLF Statement Lapout File b Keped 320 a g g
GLSLF_1 Statement Lapout Title Record b Keped 320 a g EI
Line Mo [ 0D0146 of 000380 | ——
| Enter = edit I Append I Gaoto I _‘

| Compary H [12/06/2000 | Terminal TOOD | M5
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Edit Files
A4, Edit File =]=) |
Commands  Edit Modes Other Help
W rE DR BE 7 & Ok I.ﬁ.bandnnl
Dhictionan =1
File Name [GLR &l
Dezcription |.J|:uurnal File
Yiew Defintion?. [
Type M¥.eped j
Fecord Length 192
Mo. of Records ]
kK.ep Size I 0
File Index 4
Rt Topic 1m
Long File GLJR s
OCEC Fath [DATAIGLIR[CID)IGLY
Application 1D GL &l

Add the General Ledger variableto all the GL filesyou want to access pervious year information.

You will haveto add thisvariable to each General Ledger file that you want to access
previousyear or thisyear data.

If you are using 6.05 or higher, you are now ready to access last year or current year datawith
ODBC

If you are using 5.22%"- 6.02, you will have to run the Build Shadow Dictionary function to
recreate the shadow dictionary to access last year or current year data with ODBC.

Y ou will need to create a separate data source file, for each configuration file, using the Basis
ODBC Driver.

One data source will access last year Payroll and previousyear General Ledger files. The other
data source will access current year Payroll and General Ledger files.

If you have more GL years you want to access, then you will create a data source for each GL year
configuration file.

2 For 5.22 you MUST have the latest 5.21A installed.
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