USING THE IMPORT WIZARD

Make sure you know where a data source exists



ONCEYOU HAVE A BLANK DATABASE
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BE SURE TO USE THE CORRECT DATATYPE
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WHICHWILL START THE IMPORT WIZARD
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Specify how and where you want to store the data in the current database.

Import the source data into a new table in the current database.

If the specified table does not exist, Access will create it. If the specified table already exists, Access might overwrite its
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Link to the data source by creating a linked table.

Access will create a table that will maintain a link to the source data in Excel. Changes made to the source data in Excel will
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HERE IT IS
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DECIDE WHICH WORKSHEET TO IMPORT
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DIFFERENTIATE THE DATATO BE IMPORTED
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GO RIGHT PAST THIS NEXT STEP
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LET ACCESS ADD THE PRIMARY KEY
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YOU ARE READY TO IMPORT THE TABLE
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YOU HAVE ATABLE, BUT ...
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H % & = TABLE TOOLS
HOME ~ CREATE  EXTERNALDATA  DATABASE TOOLS DESIGN

EN 5 b [l B8 Ji=e

I Delete Rows
Property Indexes Create Data Rename/ Relationships Object

import-data : Database- C\Users\bergr\Desktop\import-data.accdb (Access 2007 - 2013 file format) - Access 2. x

Bergquist, Ronald Edward ~ H

View  Primary Builder Test Validation =
- Key Rules EQ Modify Lookups | gheet Macros~ Delete Macro Dependencies
Views Tools Show/Hide Field, Record & Table Events Relationships

N -
All Access Obje... ® « £ Tablel | E tbiPublisher x P rty Sheet
Field Name Data Type Description (Optional) roperty ee
Search.. L 13 E AutoNumber Selection type: Table Properties
tblPublisher_PublisherName Short Text General

= abier thlPublisher_City Short Text Read Only When Discannect Mo
T tolPublisher tblPublisher_State Short Text Subdatasheet Expanded No

N Subdatasheet Height 0
tblPublisher_Country Short Text rientation Left-to-Right
Description
Default View Datasheet
Validation Rule
Validation Text
Filter
Order By
Subdatasheet Name [Auta]
Link Child Fields
Link Master Fields
Filter On Load
Order By On Load

Tables 3

Field Properties

General |Lookup

Field Size Long Integer

New Values Increment

Format

Caption

Indexed Yes (Mo Duplicates)
Text Align General

Afield name can be up to 64 characters lang,
including spaces. Press F1 for help on field
names.

Design view, witch panes. F1 = Help. NUM LOCK

&)




