Instructions for Importing into Microsoft Access 2010

1. Start Microsoft Access

2. Select the Blank Access database template as shown below:
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1. Select the location on your computer where you want to store the database and provide a file

name as shown in the example below:
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2. Click the Create button
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3. Select the External Data tab
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4. Click the “Text File” selection on the ribbon under the “Import & Link” Section.
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5. Click the Browse button and navigate to the location where you unzipped the data file (e.g.,
senate_1_all.txt) and select it as shown in the example below and click open:
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6. Ensure settings are set like below and click the OK button.
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Select the source and destination of the data

Spedfy the source of the data,
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Specify how and where you want o store the data in the currant datsbase.

@ Import the source data into a new table in the current database.
If the specfied taole does not ewist, Access will areawe it. Ifthe spedfied table akeady exists, Access might overwrite its contents
with the imoorted data. Changes made to the source data will not be reflected in the dztabase, fl

| Append a copy of the records to the table: | Tah=1
If the specfied taole exists, Access will add the records to the tablz. If the table does rot exist, Access will create it. Changes made
to the source data will nct be reflectedin the database.

' Link to the data source by creating a inked table.

Access will create a table that will maintain a link to the sourze data. You annot change or delete dats that & linkec to a text file.
llewever, you can add new records,
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7. The Import Text Wizard dialog should now appear, select the Delimited format option as shown
on the next page
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‘Your data seems to be in a 'Delimited’ format. If itisn't, choose the format that more correctly
describes your data.
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ample data from file: C:\TEMP\SENATE_1_ALL.TXT.
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8. Click the Next > button
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9. On the next screen of the wizard, set the Choose the delimiter that separates your fields
option to Comma, set the Text Qualifier to double-quotes (“) and check “First Row Contains
Field Names” as shown below:
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Choose the delimter that seperates vour fields:

~Tab (= Semicolon (@ Eomma (7 Sgace ™ Other:

First Row Contzins Fied Namss Text Qualifier: " =

STATUS |PRECINCT |CONGRESS [ASSEMELY [SENATE |COMMISSION |[EDUCATION REGENT |SCHOCL [CITY [WARD |TC

=8 B&66 Ed 01 L E Ed 1 E HLV HL3 ML =
B Eo6d 14 01 i E 14 . B WLV HNL3 \I]'_j
=8 E4bg 12 fs L = 12 A = MLy  WNL1 Ly |
uy 2463 14 n7 1L E 14 1 E WLV WNL1 HL

uy 2446 14 17 1L E 14 1 E HLV NL4 HNL

I 2464 12 h7 1L E 14 1 E WLV NL1 [NL

I B752 12 h7 1L E 14 L E cC Al 1L

I 2457 14 01 i E k3 i B HLV NL4 [NL|

B 2449 14 01 i E 14 i B NLV NL4 [NL|

Y 2449 & 01 L E 14 1 B WLV PNL4 NL

N 2449 & 01 L E 14 1 B HLV PNL4 NL

u el aliks] 14 01 L E 14 1 IC WLV PNL3 HL

u [E456 14 n7 L E 14 1 E WLV NL4 HL

Y 2484 12 n7 i E 14 1 E WLV NL4 HNL Li
Ki S| x

Advanced... Cancel | ’ < Eack | I Next = | ’ Finish |

10. Click the Next > button

11. Leave the options in this screen as-is and click the Next > button.
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fou can spedify information about each of the fields vou are importing. Select fields in the area below. You can then modify field
nformation in the 'Field Options' area.
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12. The next screen of the wizard will allow you to specify a primary key for the new table — select the
No primary key option as shown in the following example:
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Microsoft Access recommends that you define a orimary key for your new table. A primary key is used to
= uniquely identify each record in your table. It allows you to retrieve data more quidky.
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13. Click the Next > button

14. The final screen of the wizard will ask you to name the new table — accept the default or enter a
descriptive name for the new table as shown in the example below:
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That's all the information the wizard needs to impert your data.

Import to Table:

[T would like a wizard to analyze my table after importing the data.
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15. Click the Finish button

16. Once the import has completed, click on the Close button of the confirmation dialog that will
appear as shown below:
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Save Import Steps

Finished importing file 'C:\templsenate_1_all. txt' to table 'Senate_1_all'.
Do you want to save these import steps? This will allow you to quickly repeat the operation without using the wizard.

[7] save import steps
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