Setting up email updates in Access ...
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Getting started with collecting data using e-mai messages

You can collect data from other people by sending them a data entry form in an e-mai message, When users return the completed
forms, you can choose to have the data in these forms processed and stored in an Access database,

The wizard assists you with setting up an operation to collect data using e-mail. The operation requires completing the following
major steps:

1. Choose the type of data entry form that you want to send.

2. Choose whether to collect new data or update existing data.

3. Specify the data that you want to collect.

4. Specify whether you want the data to be automatically processed and added to the database.
5. Select how you want to specify e-mail addresses of the recipients.

6. Review, specify list of recipients, and send e-mail messages with data entry forms.
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Collect data through e-mail messages

Choose the type of data entry form that you want to send to users. ‘

Select one of the folowing types of forms:

HTML form
® ? This option creates an HTML e-mad message. Any recpient who uses an e-mai application that supports
‘ I HTML, such as Mirosoft Office Outiook, can read and reply to this message,

Microsoft Office InfoPath form

L.‘.l. _ This option creates a Microsoft Office InfoPath form. To read and reply to this e-mal message, your
-—.‘__] recplents need both Microsoft Office Outiook 2007 and Microsoft Office InfoPath 2007 installed on their
s computers,
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Collect data through e-mail messages

Are you colecting new data or updating existing data? ‘

Choose whether to create an e-maid message to collect new information only, or to update existing nformation.

m:j Collect new information only
® ‘Q—’ Recpeents fill out 3 blank form. The data that is collected is appended to the database.

Exampie: Use this option to add new contacts to your Contacts table.

Update existing information
Recipients receive information to review, They can then update the nformation and return the message
to you, and in the case of the Mirosoft infoPath 2007 form also add new rows of nformation. The
R? updated information overwrites the older information in your table. New information is appended to your
. database,
b= You can use this apton anly if the recpients’ e-mal addresses are stored in the database.,

Example: Use this option when asking your existing contacts for the latest information to update the
Contacts table.
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Collect data through e-mail messages

Speafy the data that you want to colect.

Choose the fields that you want to indude in your form,
Table; thiPersonalinfo

Fields in table Fields to ndude in e-mal message

Lname

- =)

<

Field Properties

Label to display in front of the field in the e-mall message.
Frame| ‘

Note: Fields marked with '™ are [C] Read-only

required fields,
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Collect data through e-mail messages

Speafy how you want to process the rephes.

Aggess Data Collection Rephes

The repbes will be stored in the followng folder in your Mrosoft Office Outhook malba:

To have the rephes automabcally processed whean they arrve in your madben: and the data added to your database, select the
following option,

[[] mustomatically process replies and add data to thiPersonalinfo.

To only allow updates to existing data and prevent new data from being added usng this form, select the following option.
inky allony updates t ting data

3 bes to control the sutoma ofr
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Caollect data through a-mail messages

Speafy the field n the database that contams the reapients’ e-mal addresses. {

Which table contains the reapents’ e-mail addresses?

(%} The current table or query

Select the field that contains the e-mail addresses of your recpients:
emai v

Collect data through e-mail messages

Customize the e-mal message {

Review the subject and intraducton of the e-mal message and make necessary changes.

subject
Update iPersonaflnfo Table Form
Introduction

Fill cut the form induded in this message and send it badk to me.,

Add redpients’ e-mal addresses in the:
(3 To field
(D Cc fald
() Bec fisld

(e w0 )
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Collect data through e-mail messages

4

Create the e-mal message

You are now ready to create the e-mal messages, When you dick Next, the wizard displays the e-mai messages,

To see the e-mail status, click the External Data tab in Microsoft Office Access 2007 and then click Manage
Replies.

1\, Note: These e-mal messages might contain data that is of a confidential or sensitive nature.

Next > ]

[ <ex |

Collect data through e-mail messages

To select a specific group of recpients, cick the e-mail address of each recipient you wish to send an e-mai message to and then
chick Send. To send e-mal messages to all recipients, dick Select All, and then dick Send.

Send the e-mai message to your recpents

E-mad addresses  (Total: 3) Select Al
=3 for).nks fo;‘i'f.' - ' “
=4 forpunkstuffonly M |
23 shaylemsms o=
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Manage Data Collection Messages

Select a Data Collection message:
Message name Based On Message Type Qutiook Folder
Update thiPersonalinfo Table F... thiPersonalinfo HT™ML Access Data Collection Reples
[Messnewm ] [amdMEﬂuMem ] [ Relete this E-mal Message ]
Message detals
Name: Update thiPersonalinfo Table Form
Fieids induded in the messags: Friame _
Lname
| Gender v
Message created on: 8/31/2008 7:53:16 PM
Message last sent on: 8/31/2008 7:53:16 PM
Automaticaly process reples: False
Date and tme to stop automatic Nooe
processing of rephes:

Fill out 1rs S inciuded in his message and send 1 back 12 me

Note: Type only n the aress dedignated far data entry. Youw reply will be auternatcally processed, 5ot 15 important that
thie feam or the metisge i not sltered i any other way

Update thiPersonalinfo Table Form
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http://office. microsoft.com/en-us/access/HA100154271033.aspx?pid=CH100645721033
-> explains the process

http 7/ www. microsoft.com/student/discounts/theultimatesteal-us/default.aspx
-> for students, requires verifiable student email address.
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