





To import data from a CSV text file:

> Open Microsoft Access and create a new blank database.
> On the External Data tab, in the Import & Link group, click New Data Source. @
> In the menu that opens, click From File and click Text File. @

> |n the Get External Data - Text File window, click Browse, € to select the text file you want to
import, and click OK. @

> Click Next. @

> |n the next window, make sure First Row Contains Field Names is checked, @ if you have a
header row in the CSV file you are importing, and then click Next. @

> The remaining steps are exactly the same as in the previous example when you imported data
from a Microsoft Excel file.
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52| Import Text Wizard

=] Import Text Wizard X
Your data seems to be in a ‘Delimited' format. If it isn't, choose the format that more correctly What delimiter separates your fields? Select the appropriate delimiter and see how your text i affected in the preview below.
describes your data.
Choose the delimiter that separates your fields:
‘ o Feiimihad - Characters such as comma or tab separate each field I OTeb © Semicolon © Comma O Space O Other:
| O Foed Wit - ol ae allgned i columns wihspaces between each i
{8 First Row Contains Field Names 6 Text Qualifier: " =
Sample data from file: C:\USERS\LOCALADMIN\DOCUMENTS\STUDENTS.TXT. IStudent ID [Name |Address ICity [Postal Code [Telephone number [Class No
["Student ID","Name","Address","City","Postal Code","Telephone number","Class No" fr larco [44 Woodrow Way pallas [12345 212500432 7
[L, "Marco","44 Woodrow Way","Dallas","12345","212500432","2" I R [Lisa 36 Cambridge Court |pallas [12346 12500202 L
2," ","36 Cambridge Court","Dallas","12346","212500202","1" 3 im R2 Alfred Drive fLondon (12347 212500441 173
B, " "22 Alfred Drive","London" 2347","212500441","2" [4 [rom 36 Cambridge Court [allas [12346 12500202 B
4, " "36 Cambridge Court","Dallas","12346","212500202","3" 6 Rlex 02 Newport Lane [London [12348 12500516 B
|5, "Alex","202 Newport Lane","London","12348","212500516","3" 3 [Stella R048 Central Avenue [London [12349 12500123 B
6, "Stella", "2048 Central Avenue","London","12349","212500123","3"
- -
Advanced... Cancel < Back Einish Advanced... Cancel < Back Next > Einish

Students X

Student ID ~ Name v‘ Address

v‘ City - ‘Postal Code -~ Telephone number - Class No - |

J 1Marco 44 Woodrow Way  Dallas 12345 212500432 2
; 2 Lisa 36 Cambridge Court Dallas 12346 212500202 il
L 3 Kim 22 Alfred Drive London 12347 212500441 2
| 4Tom 36 Cambridge Court Dallas 12346 212500202 3
L 5 Alex 202 Newport Lane  London 12348 212500516 3

| 6Stella 2048 Central Avenue London 12349 212500123 3

To import database objects like tables, queries, forms, and reports from another Microsoft

Access database file:

> Open Microsoft Access and create a new blank database.
> On the External Data tab, in the Import & Link group, click New Data Source. @

> In the menu that opens, click From Database option and click Access. ©

> In the Get External Data - Access Database window, click Browse, € to select the Microsoft
Access database file from which you want to import objects, e.g., "Database.accdb."

> Click OK. ©®

> |In the Import Objects window, select the objects you want to import, e.g., the Courses and

Students tables, @ and then click OK. @

> Click Close, @ and your objects will be waiting for you in the Navigation pane.

£ Tell me what you want to do

Fi Home Create External Data Database Tools Help
[rZZ saved Imports =
FEeme | @ @E D
New Data| (& Linked Table Manage Saved Dataverse Excel Text PDF
Source v Exports e orXPS
Import & Link T
5 D From File > L I
All Access Objects ©
| p— [% From Database > @ A::esse

E?@ From Online Services >

[‘30 From Other Sources ”

dR| dBASE File
<

[% From SQL Server

& From Azure Database
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Get External Data - Access Database ? X

Select the source and destination of the data L { .
(L—/j; 7N i“

Specify the source of the definition of the objects.

Eile name: | c\Users\localadmin\Documents\Database.accdb ‘

[Coome ]

Specify how and where you want to store the data in the current database.

(o] Import tables, queries, forms, reports, macros, and modules into the current database.
If the specified object does not exist, Access will create it. If the specified object already exists, Access will append a number to the name of
the imported object. Changes made to source objects (including data in tables) will not be reflected in the current database.

(O Link to the data source by creating a linked table.

Access will create a table that will maintain a link to the source data. Changes made to the data in Access will be reflected in the source
and vice versa. NOTE: If the source database requires a password, the unencrypted password will be stored linked table.

OK Cancel

Import @bjects 5 A You can import a specific
Tables Queries Forms Reports Macros Modules e item from a database or
[ import the entire database.
Courses | oK
Grades
R e I Cancel
Select All
Deselect All
Options >>
]
Get External Data - Access Database ? X
Save Import Steps { ) {“
L £

All objects were imported successfully.

Do you want to save these import steps? This will allow you to quickly repeat the operation without using the wizard.

(O e mportsepd
7
All Access Objects @ « |E students X [ Courses X X
StudentID - Name - Address - City - Postal Code - Telephone number - Class No - |
[ search.. A || 1Marco 44 Woodrow Way  Dallas 12345 212500432 2
Tables ~ I 2Llisa 36 Cambridge Court Dallas 12346 212500202 1
[ & courses | 3Kim 22 Alfred Drive London 12347 212500441 2
T s B 4Tom 36 Cambridge Court Dallas 12346 212500202 3
|| 5 Alex 202 Newport Lane  London 12348 212500516 3
L 6Stella 2048 Central Avenue London 12349 212500123 3
#* (New)




1. Read each of the statements carefully and check True or False.

True False

1. You can export data from a table in Microsoft Access directly to
Microsoft Excel.

2. When exporting data to a text file, the format options include
both "Delimited" and "Fixed Width."

3. The "First Row Contains Field Names" option must be checked
while importing data to set column headers correctly.

4. Linking a Microsoft Excel file to Microsoft Access allows you to
edit the source data in Access.

5. You can save your export steps to repeat the process efficiently
in the future.

2. Read the questions and put a check mark for the correct answer.

1. What does selecting "Delimited" during export mean?
a. Data is separated by spaces.
b. Data is separated by characters like commas or tabs.
c. Data is grouped by rows.
d. Data is exported without separators.
2. When exporting data to Microsoft Excel, which feature ensures you save time in future
operations?
a. Select "Include Formatting."
b. Save Export Steps.
c. Use the "Navigation Pane."

d. Export only selected records.
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3. What should you do when importing data from a CSV file into Microsoft Access?

a. Choose "Link Table" for automatic synchronization.

b. Select "Delimited" and ensure the first row has field names.

c. Use the "File Properties" option to edit the table structure.

d. Ensure that "Primary Key" is unchecked.
4. Which field is typically used as a "Primary Key" when importing data into Microsoft
Access?
a. A field with unique values for each record
b. A field with multiple duplicates

c. A field with all text values
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d. A field left blank in the source data

5. How do you ensure data formatting is preserved when exporting to Microsoft Excel?
a. Select "Open File after Export."
b. Choose "Export Data with Formatting and Layout."
c. Save the export as a text file instead.

d. Click "New Data Source" and export.

3. Complete with the missing word.

1. To export a table from Microsoft Access to a spreadsheet, choose

as the format.

2. A file uses characters like commas to separate data.

3. When importing data, always define a to ensure unique

identification for each record.

4. Use to repeat export operations with the same settings.

5. When you data, ensure the first row contains field names to

maintain consistency.




4. Why is it important to export data to formats like Excel or CSV when sharing information
with others? How does exporting data in these formats make it more efficient for teams to
analyze and collaborate?

5. Export the report in the default folder to a Microsoft Excel file named "Books.xIsx."

1. Open the database you created in the previous lesson and the report "BooksReport."

2. Ensure:

« Data formatting and layout are preserved.

« The file automatically opens after the export.

3. Export the "Books" table as a CSV file:

« Name the file "BooksExport.csv."

« Ensure field names and data formatting are preserved.

4. Save and close the database.
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Plan an Event Database

Create a database in Microsoft Access to track event details. This database will track
event details, attendees, and tasks.

1. Create three tables.

« The "Events" table will include information about the events being organized.

« The "Attendees" table will store details about the people attending the events.

« The "Tasks" table will track the tasks associated with each event, including deadlines and

statuses.

« You can use the following fields in your tables:

5] Events X

Field Name Data Type

L ‘EventlD AutoNumber
EventName Short Text
‘ Date Date/Time
‘Location Short Text
‘Organizer Short Text

Attendees X

Field Name Data Type
f \AttendeelD AutoNumber
‘Name Short Text
Email Short Text
!Phone number Short Text
EventID Number

Tasks X
Field Name Data Type
B TaskiD AutoNumber
Description Short Text
Deadline  Date/Time
Status Short Text
EventID Number

« Don’t forget to set "Primary Keys" for your tables.

« After you create the tables above, connect them using relationships. Each event can have
multiple attendees and tasks, as illustrated in the relationship diagram below.

&= Relationships X

Attendees

B AttendeelD
Name
Email
Phone number
EventlD

Events Tasks
B Eventip B Taskip
EventName Description
Date Deadline
Location Status
Organizer EventID
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2. Use the Form Wizard to create one data entry form for each table. Use the forms
to input sample data into your database.

o

For the "Attendees" table, use your classmates’ personal details.
For the "Events" table, add sample events, such as "Science Fair" or "Cultural Fest."

For the "Tasks" table, list tasks like "Decorations" or "Prepare Invites", including deadlines and
statuses such as "In Progress" or "Completed.”

Create a report using the Report Wizard.

Use the fields EventID, EventName, Name, Email, Description, and Deadline from the available
tables.

Group the report by EventID.

Sort the report by EventName in ascending order and set the Layout to Outline and the
Orientation to Landscape.

Name the report "EventsReport."

Create and run the following queries.

Find all attendees for a specific event based on "EventName" input.

Display all tasks that are marked as "In Progress" and their deadlines.

Export and import data.

Export the "Tasks" table to a Microsoft Excel file named "TasksList.xIsx." Ensure data formatting
and layout are preserved.

Modify the Microsoft Excel file by adding a new column named "AssignedTo" and fill it with
team member names.

Import the modified Microsoft Excel file back into Microsoft Access as a new table named
"UpdatedTasks."

Ensure the First Row Contains Field Names option is selected during the import process.

Save and close the database.



Reflect
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1. What did you learn about organizing data in a database that you didn’t know before?

2. How did creating relationships between tables help you understand the connection
between different types of data?
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3. What was the most challenging part of designing and managing the database for the
project? How did you overcome this challenge?

4. How did your team collaborate to input data and create forms and reports? Was everyone
able to contribute effectively?
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Take a moment to reflect on your progress.

How confident are you in your ability to apply the following skills?
> | can explain what structured information is and describe its importance.

> | can create a database, add tables, and input data in Microsoft Access.

> | can describe different data types and their uses in a database.
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ey Terms

criteria field property
database group

data source import

data type label

export parameter

field primary key

| can create and customize data entry forms using the Form Wizard.

| can create and run queries to retrieve specific data and use parameter queries.

| can create, customize, and save reports, including adding fields and calculations.
I can export data from a database to Microsoft Excel and CSV files.

I can import data from Microsoft Excel and CSV files into a database.

query
relationship
report

structured information
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