Importing the Menagerie Kennel data from Excel into Access

1. Close Tablel by clicking on the ‘X’ in the uppeght corner of the table.
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2. This should cause Tablel to be deleted from thegd&ien Pane. If not, then right click
on the name of Tablel in the Navigation Pane aletts®elete’. The Navigation Pane
should now be empty as shown here.
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3. Click on the External Data tab above the Ribbonsaidct Excel.
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4. Browse to find the Menagerie_Kennel database on goonputer then click ‘Ok’.
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Select the source and destination of the data

Specify the source of the definition of the objects.

File name: | coUsers\csalbert\DropboxiISM 210 DeviKennel\Menageriz_Kennelxlsx

Browse..,

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 ovenwrite its
contents with the imported data. Changes made to the source data will not be reflected in the database.

71 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
be reflected in the linked table, However, the source data cannot be changed from within Access,
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5. Leave the ‘Show Worksheets’ radio button selecthose the worksheet that contains
the data you want to import. Data must be impooteel table at a time. Since all
worksheets will be imported, you will work your wdgwn the list. Leave
‘Animal_Types’ selected as the first table to imp@lick next.
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E Import Spreadsheet Wizard &J

‘four spreadsheet file contains more than one worksheet or range. Which worksheet or range would you like?
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Sample data for worksheet "Animal_Types'.

1 pnimID Type -
2 po1 Dog |
[3Ro2  fat
[2 pos Bird
|5 hoa Reptile
?AOS Horse
[7 hoe Boat
e o7 [lama
s pos Mule
[1opos Rabbit
HAJ.O Ferret
[1zpia Rodent
lispiz Pig

-
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6. Be sure that the box next to ‘First Row Containdu@m Headings’ is checked. Click
next.

5
2] Import Spreadsheet Wizard @

Microsoft Access can use your column headings as field names for your table. Does the first

pecified contain column headings?
@ Row Contains Column Headings

AnimID [Type
1ROl Dog -
[2 moz fat i |
[3 mos Bird
an_\a Feptile
|5 pos Horse
6 mos Boat
[7 o7 Llama
?ROS ule
= pos Rabbit
EAIO Ferret
apai Rodent
lizjp12 Pig
| = v
cancel | [ <Back | [ mest> | [ Fosh
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7. Make no changes on the Field Options page. Jwust céxt.

8. Select ‘Choose my own primary key'. By default, finst field in the table will then
show up in the pull down box. Because we structtinedExcel worksheets to have the
primary key in the first column it will be the firBeld listed in the pull down box for
each worksheet imported. Double check that theecofield is selected in the pull down
box and then click next.

T =
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s Microsoft Access recommends that you define a primary key for your new table. A primary key is used to
B uniquely identify each record in your table. It allows you to retrieve data more quickly.
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" (7 Let Access add primary key.

R - (@ Choose my own primary key.  |AnimID |Z| G
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9. Under ‘Import to Table:’, leave the name that i®atly in the box.

10.Click Finish

11.You do not have to save the import steps, so €lidse on the final box of the import
wizard.

12.Repeat these steps for the remaining tables.
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