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Importing and Exporting Data 

Existing data can be imported or attached to an existing database rather than re-entering the data all over again. If the data is in Microsoft Excel, Lotus 1-2-3, or in a text file, you can import it. If the data is in another database file format such as Paradox or Microsoft SQL Server file, you can import it, or you can attach it to your Microsoft Access database and use Microsoft Access to work with it. In this section you will learn how to import data into your Microsoft Access database.

When you import data into your Microsoft Access Database, Microsoft Access copies the data from its source into a table in your database.

Objectives

In this section you will

· Import a table from an Excel spreadsheet

· Import a table from another database

· Export a Table to an Excel Spreadsheet

· Open the database file Ch 11 Import and Export
Importing Data from an Excel file

Details about Suppliers have been stored in an Excel file.
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· Click on File ( Get External Data ( Import in the Menu Bar 

The Import dialog box appears as shown below.

· Change File of Type to Microsoft Excel
· Check that the Look In box has AdAxs2000 in it

The Ch 11 Suppliers file should appear in the list.

· Click on the Ch 11 Suppliers file then click on Import 
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The spreadsheet that is being imported will be shown as on the following page.

We have to select which sheet of data is going to be imported.

· Click on the sheet that contains the data you want (if this is Sheet 1 it will already be selected)
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An example of the spreadsheet will appear in the Import Spreadsheet Wizard as shown below.

· Click on Next
In this step we can choose to use the Headings if they exist as the fields in the new table.

· Click on the First Row Contains Column Headings to put a tick
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Click on Next
The next step is to tell Access where this data is to be stored, in its own table or added into an existing table.

In this example we will create a new table.

· Click on In a New Table
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· Click on Next 
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In this step we can choose if all fields are imported or to leave some fields out.

· Click on Next to include all fields

The purpose of this step is to assign a primary key, which is recommended for any table. As a supplier number or code is not yet present we should let Access set the key for us, which it has already taken the liberty of doing.
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The default setting is Let Access add Primary Key. The ID field already appears to the far left of the list.
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· Click on Next
· Name the table Suppliers
· Click on Finish
A message will appear to say the file has been successfully imported.

· Click on OK
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The Suppliers table will appear in the list on the Table tab.

Once tables have been imported the data types and properties should be checked in Design view for appropriateness. 

· Click on the Supplier table and the Design View button 
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Click on the ID field and insert the text Supplier so its reads Supplier ID

· Click on the Terms field and change the data type to Number
· Click on Save and Close
Importing a Table from another Database

Any of the objects can be copied from one database to another. We will import the Customers table stored in another database file.

· Click on the Table tab to display it

· Click on New
· Click on Import Table
· Click on OK
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The Import Table window appears. 


· Check that Files of type reads Microsoft Access
· Click on the Orders file 

· Click on Import
The Import Objects window appears so you can import any of the objects created in this database.

· Click on the Customers table

· Click on OK


The table will be imported and appear in the table list on the Table tab.


Export an Access Table to Excel

The form of an Access table and an Excel worksheet are very similar. Each is a set of cells created from columns of fields and rows of records. An Access table can be exported to become an Excel file. 

· In Access Open the Access database Camp Sunnydays


· Click on the Tables tab

· Click on the Employees table

· Click on File ( Save As/Export in the Menu bar 

The Save As window appears to enable you to choose to send the data to an external file.

· Click on OK

The Save Table……window appears

· Click on Save as Type and change to Microsoft Excel 97-2000
· Check the name of the file is Employees
·  Click on Save

· Open Excel if it isn’t already open

· Click on the Open button

· Open the file Employees (the name just given to the exported Access table)

The file will open with the Access data now as a list of records in an Excel worksheet. The workbook has only one sheet that is called the name of the table.

Sending an Access Table directly to Excel

A similar result to exporting the file to Excel can be achieved using the Office Links button.

· Display Access and click on the Employees table 

· Click on the droplist button of the Office Links button

· Click on Analyze it with MS Excel

The table will automatically become a file in Excel with the name of the source table used for the File Name. If the file with the same name already exists you must call the new table something different 

· Save the file as Access Employees
Practice Exercises 

In this exercise you will use both methods to export the Campers data

· Click on the Access button on the Taskbar

· Use the Export to Export the Campers data in the Camper table in Access to Excel
The Camper data should appear as shown below.


· Save the file as Campers97 then Close
· Now try the second method using the Office Links button.

Copy an Access Data to Excel

Fields or records of data can be copied into an Excel worksheet. This method is useful if you do not want all the data, or if you want to add data onto the end of existing data in Excel.

· Display or Open the Campers table in Access
· Highlight the first six columns of data

· Click on Copy in the toolbar

· Switch to the Excel and Open the spreadsheet Campers97
· Click on cell A8 and click the Paste button


The data will be copied over however the rows and columns will need to be reformatted.

You can see the variance in the results between exporting and copying.

The first row of the spreadsheet becomes the field names
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