EXPORT AN ACCESS OBJECT TO WORD

|
This section is designed to show how to create a report in Microsoft Access and export it to the

Microsoft Word program. Any report that is created in Access can be published as a Word
document. Once the report has been published to Word, it is possible to make any formatting
changes, such as headers and footers. Objects exported to Word are formatted in RTF (Rich Text
Format).
% Click the Report that is to be exported to Word.

or
Open the Report that is to be exported to Word.
Click the External Data tab.
In the Data Group, click the Word button (see illustration below).
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% The Export - RTF File window will display (see illustration below).

Select the destination for the data you want to export

Specify the destination file name and format.

File name: IC: \Documents and Settings whouse My Documents\Potential Income. rtf] Browse. .. |

Specify export options.

¥ | Excport data with formatting and layout.

Select this option to preserve most formatting and layoutinformation when exparting a t=ble, query, form, or repart.

[~ open the destination file after the export operation is complete.
Select this option to view the results of the export operation. This option is available only when you export formatted data.

I” | Bxport only the selected records.
-

ct-this option tojexport only the selected records, This option is only available when you export formatted data and have records
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% Click the Browse button to specify the area where the document is to be stored.

% Click the Open the destination file after the export operation is complete to view the document
after it has been exported.

% Click OK.

Another window will appear regarding saving the export steps.

Click Close.

The Report will appear in Word. A message will appear during the export process.

Changes can be made to the report in the same way as any other Word document.
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