CSE3180 Principles of Database   
      Access Mailing Labels  Tutorial

Although it sounds trivial, ‘mailing labels’ (or lists) is a complicated text handling facility.  The effort in developing ‘own-code’ software is quite high, and all of the PC database software contains the ‘built in ‘ facility to quickly, and with  ‘look , see and amend’ opportunity,  develop a mailing list format which best suits your needs. This of course is extended to the type and size of mailing labels (sometimes called sticky labels) which you prefer to use.

There is a small database table at the website (http://www.csse.monash,.edu.au/courseware/cse3180s) named Mailing.mdb  and you can either open it, or copy it to your diskette and use it from there (this is probably the more secure method).

The approach is:


Locate and load the database


Select the Database icon from the top toolbar (about 5 from the left hand end)


Select “reports” from the dialog box


Select the table (with the name from the drop down selection box - sometimes 
called a combo box)


Use the Reports Wizard, and highlight Mailing Label


Then organise the order of appearance of  your  entries


I suggest Lastname, then Firstname(on Line 1) with a suitable space 
gap. Notice the > meaning insert highlighted item

                      
      new line

                       
      space

                        
  <  reverse current selection 

Apply similar criteria to the other address line details

When you have completed one aspect, use the ‘Next’ to move on to the next required item

Use the Sort By and introduce the Post Code as the sort key

Change the Font Style and Size if you wish

Examine the Label sizes available - these indicate commercially available sticky label stationery.

Don’t print anything, just examine the output of the Report ) check if the order really is Post Code order !)
An Afterthought:  : The appearance of the Address with the Last Name and First Name firstly looks unwieldy and secondly gives each person’s first name, which many people object to in public mail delivery services. It gives a possible unfair advantage to another person(s) and can be embarrassing. 

Suggest a way by which the records could be altered, and then implement this change. 

30 August 2002


