Instructions for Importing a Absentee Request Data File into Microsoft Access

1. Start Microsoft Access

2. Select the Create a new database using — Blank Access database option as shown below:

— Create a new database using

% Blank Access database:
—

™ Access database wizards, pages, and projects
===

é ™ Dpen an existing file

P\ InfoRequesksiInfoReqdb

P02 _CFiElection

F:\Peachtres) 20032003 _Resulks

Databasesivemnacs j

Ik I Cancel |

Click the OK button

4. Select the location on your computer where you want to store the database and provide a file
name as shown in the example below:

File Hew Database

Save in: |@ TEMP ﬂ = & 4 ~ Tools -

ey

File name: |.ﬁ.bsenteeRequestlmdb j EH create |
Save as bype: |Microsoft Access Databases (*.mdb) j Cancel

5. Click the Create button

6. Select the Tables database object

7. Click the New button (to create a new table)



8. When the New Table dialog appears, select the Import Table option as shown below:

Datasheet View
Design Yiews
Table Wizard

Import Tab

Link, Tabl
This wizard imports tables and i 1abe

objects from an external File
into the current database,

Ik I Zancel |

9. Click the OK button

10. When the Import dialog appears, change the Files of type selection to Text Files (*.txt; *.csv;
*tab; *.asc)

11. Navigate to the location where you unzipped the PublicAbsReq data file (e.g.,
PublicAbsReq.txt) and select it as shown in the example below:

Import
Lok in: |5 THTFiles | & & ¥ 5 ER - Took -
Marme | Size | Type | Modified |
5 i 3976 KB Programmer's F.., 7/20/2004 7:...

File: narme: | j & Import |
Files of type: |Text Files (%, bxby® covy® kab*, asc) ﬂ Cancel

12. Click the Import button

13. The Import Text Wizard dialog should now appear, select the Delimited format option as shown
on the next page



Bl Import Text Wizand E|

Your data seems to be in a 'Delimited Format. IF it isn't, choose the Format that more correctly
describes vour data,

) iDelimited - Characters such as comma or tab separate each Field

" Fized Width - Fields are aligned in colurns with spaces between each field

Ln
]
=

ple data fram File: ¥ \PUBLICRECGUESTS\WEBINFOVEYMEWEE, T TFILES\PUBLICABSREC

mAr,, ,"O", 3216825, "04P", "0052595", "CALDWELL, JOHN G "| «
mAr,, , "OM, 3216829, "O4F", "0415230", "ATYTERS, DOROTHY LOT
mAr,, ,"R", 321831, "O04P", "O0053616", "CALEY, DONALD G ",
mAr,, , "R", 321833, "04P", "O05502 6", "CAMACHO, CAROL ANH
mar,_ ., MRM™ 321835, "O04P", "O5504353", "CAMPEELL, BARBARL
mAr,, , "R", 321540, "04P", "O059538", "CAMPEELL, JOANN HA_:J

i
Advanced. .. Cancel | Mext = | Einish |

14. Click the Next > button

B2 R R

|

15. On the next screen of the wizard, set the Choose the delimiter that separates your fields
option to Comma and set the Text Qualifier to double-quotes (*) a s shown below:

B Import Text Wizand §|

What delimiter separates yvour fields? Select the appropriate delimiter and see how wour bexk
is affected in the preview below,

Choaose the delimiter that separates your figlds:

" Tab " Semicalon ) ;EEH'HE """""""" " Space " Other: I_

[~ First Row Contains Field Mames Text Qualifier: | -

218259 D4P 0415230 AYERS, DOROTHY LOUISE
F21831 P4F 053616 CALEY, DONALD & j
215833 P4F 0055026 CAMACHD, CAROL AN q
FZ1835 P4F 053045335 [CAMPEELL, BAREARL
FZ15840 O4F 0059535 CAMPEELL, JOANN MARY j

2l
Advanced, .. Cancel < Back | Mext = | Einish |

FZ21825 04P 00525935 CALDWELL, JOHN & i‘

T T R T =
= = R R R ]

LE




16. Click the Next > button
17. The next screen of the wizard will ask you where you want to store your data — make sure the
option In a New Table is selected as shown on the example below:

B Import Text Wizard §|

You can store your daka in a new table or in an existing table.

‘here would vou like ko store your data?

(¥ In a New Table
" In an Exjsting Table: ]

(21825 pP4F PO52593 CALDWELL, JOHN G o~
215825 D4FP 415230 RYERS, DOROTHY LOUISE H
(21831 P4F pPO536le CALEY, DONALD G
21535 P4P P0O55026 |CAMACHO, CAROL ANN
21835 P4F P550433 [CAMPEELL, BARBARA
F215840 pP4F 059535 [CAMPEELL, JOANN MARY _IJ

]
Advanced. .. Cancel < Back | Mext = | Finish ‘

18. Click the Next > button
19. Click the Next > button to skip the next screen of the wizard

ST T TR
=R - T

LE

20. 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:

B Import Text Wizard §|

Microsoft Access recommends that wou define a primary key For
e waur naw table, & primary key is used ko uniquely identify each
record in your table, It allows vou bo retrieve data more quickdy,

| BT
2 nnonEM mER
R
R

Ul ¢ wo ™ Choose my own primary key, | -]

™ Let Access add primary ke,

o ENQ primary ke,

jJFieldS |[Fiel]Field? |FieldS
F2l825 p4p poOs5zZ2593 CALDWELL, JOHN G o
F21829 p4P p415230 AYERS, DOROTHY LOUISE H

215831 D4F poOSsele CALEY, DCMNALD &

(215833 4P pOS50zZ6 CAMACHD, CAROL AMNM
21535 p4P p580433 [CAMPEELL, EBEAREBEARL
21540 p4F pO59538 CAMPEELL, JOANI MARY ﬂ

]
Advanced... Cancel | < Back | Mext = | Finish ‘

]
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21. Click the Next > button
22. 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:

B Import Text Wizand f'5_<|

That's all the information the wizard needs ko import vour data.

Import to Table:

publicaibsReg

[ Iwould like a wizard o analyze my table after imparting the
data,

[ Display Help after the wizard is Finished,

Advanced. .. Cancel < Back | Einish |

23. Click the Finish button

24. Monitor the Import status bar located in the lower left-hand corner of the main Microsoft Access
application window as shown in the example below (this is how you will know that the data file is
being imported):

Impgrt |llllll

25. Once the import has completed, click on the OK button of the confirmation dialog that will appear
as shown below:

Import Text Wizard

L
\!;) Finished importing File ":\PublicRequestsi\WwebInfol EVMBWeb) TXTFiles\PublicAbsReq.txt' to table 'PublicabsReq'.
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