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Access 2010: Importing & Exporting with Excel

1.5 hour

In this workshop we will create Access tables from Excel Workbooks and other Access
database. Topics include 'cleaning' Excel data; linking to Excel; importing from Excel;
handling import errors; linking to another Access database; importing from another Access
database; and working with Saved Import/Exports. This workshop assumes some prior
knowledge of Microsoft Access.
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Create Tables from Existing Data
You can bring existing data into your Access database from another file, such as an Excel Spreadsheet, a character
delimitated (CSV) file, or any other data file that is structured in a database format (including other Access files).

The first group of the External Data tab is Import & Link. Access
will provide you a different wizard depending on the kind of file
you are trying to Import/Link. You can import from: Excel,
Access, ODBC, Text (such as CSV and TXT files), XML,
SharePoint, HTML, Outlook, and dBase.

Home Create External Data Databa

‘I'j ,—“!; — » | TextFile
7 ST & 'EL‘E 14
_— ==l 8 ML File
Saved Linked Table Excel Access OQDBC

Imports Manager Database '_=JfI Mare ~
Import & Link

Importing from Microsoft Excel
From the External Data tab, choose Excel from the Import & Link group.

Step 1: Source and Destination
Choose where the file is located and how you want to store the data. The Browse... button will help you navigate
through your file structure to find the Excel file you want to bring into your database.

There are three options:

e Importing a table will place a copy of the data in your database, entirely separate from the original data
source.

e Appending data will add the new set of data to an existing table within your database.

o Linking will place a copy of the data into your database but the new table will still be connected to the
original data.

If you link to another Access database the data can be changed in the original table or in the linked table. If you
link to any other data source you will only be able to make changes in the original file.

You will not be able to change all of the properties of a linked Excel table (such as field size or setting primary keys)
because Access cannot enforce these rules on data outside of the program. If you need to change these options, or
you would just like a complete copy of the data in your database that is not linked to the original, you should Import
instead of Link.

Get External Data - Excel Spreadsheet &Iéj

Select the source and destination of the data

Specify the source of the data.

File name: | C:\Users\preowart\Desktop\patients, xls

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 spedfied table does not exist, Access will create it. If the spedfied table already exists, Access might overwrite its contents
with the imported data. Changes made to the source data will not be reflected in the database.
Append a copy of the records to the table:  Ta0i=1
If the specified table exists, Access will add the records to the table, If the table does not exist, Access will create it. Changes made
to the source data will not be reflected in the database.

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. Howewver, the source data cannot be changed from within Access.
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Step 2: Worksheet or Range
Choose the worksheet or named range that contains your data within the Excel file. (see Excel Basics Il: Math and
Functions documentation to find how to name a range of cells).

=2 Import Spreadsheet Wizard &]

‘Your spreadsheet file contains more than one worksheet or range. Which worksheet or range would you like?

@ Show Worksheets

Sheet2
Sheet3

Show Named Ranges

Sample data for worksheet 'Sheet1',

|1 MED REC [LAST FIRST RDDRESS CITY 5T ZIP IDOB o
2 |015-695 [Jacobsen Jeffery 1398 NE 8th Ave, #1245 [Gainesville FL [32567 B/16/1963
?063—521 Ferez Penelope [2034 Banana Drive [Fainesville FL [52567 [3/7/19%8
2073—309 [zFlass Gloria 2343 Kale Lane Gainesville [FL [32597 [12/31/1959

5 [082-340 Enight Fatrina 9204 Avocado Ave lFainesville [FL (32667 [7/2/191%
?052—366 Pmith Barah M56 East Main Street Fainesville [F1 (32808 [5/7/1951

|7 ho5-469 Kent Fevin 2903 New Potato Drive [Fainesville FL [32608 [3/8/1958
?107—234 fue fena 2890 Poseidon Place Fainesville [FL [32597 [7/6/1920
Ell?—TZS foole Todd 0240 Carrot Way Fainesville FL [32667 [L/8/1952
10[124-988 [Clark Carl 9213 Kiwi Road Fainesville [F1 (32667 [3/20/1944
[1ih27-496 King Fala FE 2 box 323 Waldo FL [34567 [3/9/1592%9
EJ.ST—QQT Fogers Fobert 534 Lovers Lane Fainesville [F1 (32653 [L0/15/1998
13[146-935 Jones ill 209 Cantaloupe Way lFainesville [FL (32597 |9/10/1911
[1aflsa-788 puns Crville 723 S5W 35th Blwd Fainesville [FL [32655 [3/3/1960 v|
Kl 2

o) [om )

Step 3: Specify Column Headings

Decide if you should use the Excel column headings. If you leave this option unchecked Access will assign field
names to each column for you (Field1, Field2...). If any of the field names are invalid Access will label them with a
Field number as well. Invalid names would include anything with a period, bracket, or duplicate field names.

==] Import Spreadsheet Wizard &J

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

v ?i_rst Row Contains Column Headings

MED REC |[LAST FIRST ADDRESS CITY ST |ZIP DOB

1 [015-685 Jacobsen Jeffery 1398 NE 8th Ave, #1245 [Fainesville [FL [32567 [2/16/13963 o
?06-3—-321 Ferez [Fenelope [034 Banana Drive Fainesville [FL [32567 [3/7/1998
EO?S—BOQ Flass Gloria 2343 Kale Lane Gainesville [FL [32597 [12/31/1959

4 [082-340 Fnight Fatrina 5204 Avocado Ave Fainesville [FL [32667 [7/2/1915
?0-32—366 Pmith Barah M56 East Main Street [Fainesville [F1 (32608 [5/7/18951
EJ.OS—&SQ Fent Fevin 903 New Potato Drive [Gainesville FL [32608 [3/8/1958

7 L07-282 Kue Fena EE90 Poseidon Place Gainesville [FL [32597 [7/6/1920
?11’?—’?23 [foole Todd 9240 Carrot Way Fainesville [FL [32667 [1/8/1852

|5 h24-988 [lark Carl 9213 Kiwi Road Gainesville [f1 32667 [3/20/1944
512'?—496 Fing Fala FE 2 box 323 aldo FL [34567 [3/9/1929
EJ.BT—QQT Rogers Fobert 534 Lowvers Lane ainesville [F1 [32653 [10/15/1998
12[146-935 [Jones ill 09 Cantaloupe Way ainesville [FL [32597 [9/10/1911
[13[L54-722 puns Prville 723 5W 35th Blwd ainesville FL [32655 [3/3/1360
5155—130 [Finch Frank M08 5W 92nd Avenue icanopy FL [32608 [10/4/1963 vl

i
&

| Cancel | | < Back | [ Mext = ] | Einish |
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Step 4: Specify information about fields

Here you can change the name and data type of each field; skip columns so they will not be imported; and set

indexing.

=2 Import Spreadsheet Wizard

S5

‘You can spedfy information about each of the fields you are importing. Select fields in the area below. You can then modify field
information in the 'Field Options' area.

Field Options

Field Name: [Birth Date Data Type:  [Date/Time [+]

Indexed: Mo E| Do notimport field (Skip)

MED REC |LAST FIRST ADDRESS CITY ST [ZIP
1 [015-6595 [Jacobsen Jeffery 1398 NE 8th Ave, #1245 [Gainesville [FL [32567
TOSS—BEIL Ferez Fenelope (034 Banana Drive Gainesville [FL [325&7
?073—309 Flass Gloria 343 Kale Lane Gainesville [FL [32597
T0-32—340 Fnight Fatrina 9204 Avocado Ave Gainesville [FL 32667
? 82-366 Fmith Farah 1456 East Main Street Gainesville [f1 [32608
?105—469 Fent Fewvin 2903 New Potato Drive [Gainesville [FL [32608
|7 ho7-284 Kue Kena 2890 Poseidon Place Gainesville [FL [32597
?11'?—’?23 Toole Todd 9240 Carrot Way Gainesville [FL [32667
?12&—9-3-3 Clark Carl 9213 Kiwi Road Gainesville [f1 [32667
16127—496 Fing Fala FE 2 box 323 Waldo FL (34567
HJ.ST—QQT Fogers Fobert 534 Lovers Lane Gainesville [F1 [(32653
5146—935 Mones ill 209 Cantaloupe Way Gainesville [FL [32537
l13[sa-788 pums Crville [723 5W 35th EBlwvd Gainesville [FL [32655
EJ.SS—J.SO [Finch [Frank 1405 5W 92nd Avenue HMicanopy FL 2608
K1

Cancel | | < Back | ’ MNext > ] | Finish |

Step 5: Set Primary Key field

Remember a primary key means there will be no blanks and no duplicates within that column. If you let Access

add its own key, it will create an AutoNumber ID field.

== Import Spreadsheet Wizard

===

Microsoft Access recommends that you define a primary key for your new table. A primary key is used to

o] uniquely identify each record in your table. It allows you to retrieve data more quickly.
| BEEER
2w wn
g e Let Access add primary key.
A s @ Choose my own primary key. E|
No primary key.
FIRST RDDRESS CITY 5T |ZIP Birth Date
effery 1398 MNE 8th Ave, #1245 [Gaineswville [FL [32567 [2/16/1963 )
Fenelope [2034 Banana Driwe Fainesville [FL [32567 [3/7/1998
[Floria 2343 Kale Lane Fainesville [FL [32597 [12/31/135%9
Fatrina 9204 Avocado Ave Fainesville [FL [3266&7 [7/2/1915
Farah 56 East Main Street Fainesville [f1 [32608 [5/7/1951
Fevin 903 New Potato Drive [Fainesville [FL [32608 [3/8/1958
fena 2890 Poseidon Place |Fainesville [FL [32537 [7/&6/1920
Todd 0240 Carrot Way Faineswville [FL [32667 [L/8/1952
Carl 9213 Eiwi Road Fainesville [f1 32667 [3/20/1944
Fala FR 2 box 323 Waldo FL [34567 [3/9/1929
Fobert 34 Lovers Lane Fainesville [F1 32653 [10/15/1398
Jill 209 Cantaloupe Way Fainesville [FL [32597 [8/10/1911
Crville [f23 5W 35th Blvd |Fainesville [FL [2655 [B/3/1960
Frank M09 5W 92nd Avenue Micanopy FL [52608 No0/4/1963 ﬂ
i
Cancel | | < Back | ’ Next = ] | Einish |
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Step 6: Name the Table

This window also allows you to choose if you want Access to launch the Table Analyzer (See Access: Tables and

Field Properties packet for more information).

== Impart Spreadsheet Wizard @

That's all the information the wizard needs to impert your data.

Import to Table:
Patients

[]1 would like @ wizard to analyze my table after importing the data.

o) (<o

Step 7: Save the Import Steps

The final step asks if we want to save the steps of this import. This saves time if you have several similar data sets
to import that you have customized (i.e. changing DOB into Birth Date). Once it’s saved you can recall it from the

Saved Imports button on the External Data tab.
Get External Data - Excel Spreadsheet l P | S|

Save Import Steps

Finished importing file 'C:\Users\preowart\Desktop'patients. xls' to table 'Patients’. Not all of your data was successfully imported. Error
descriptions with assodated row numbers of bad records can be found in the Microsoft Access table 'Sheet1$_ImportErrars',

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

Save import steps

Manage Data Tasks

Save as: Import-patients
part-p; Saved Imports | Saved Exports

Click to select the saved import to manage.

Description:
@ Import-patients C:\Jsers\prcowart\Desktop'patients. xis
A ere to edit the description

Create an Qutlook Task,

If you regularly repeat this saved operation, you can create an Outlook task that reminds
The Outlook task will indude a Run Import button that runs the import operation in Access |

[ create Qutiook Task

Hint: To create a recurring task, open the task in Outiook and dick the Recurrence button

To edit the name or description of the saved operation, select the operation and then dick the text you want to edit,

{ Run I {Craab& Outlook Task... J { Delete
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Linking from Microsoft Excel
If you follow the link wizard instead of the import wizard you will go through the same first three steps.
Step 1 — Specify where the data is coming from and that you want to Link to it.
Step 2 — Specify the worksheet or named range you want to Link into your table.
Step 3 — Specify if the first row contains the column headings.
Final Step — Name your new Table

Tables -3
The linked table will look different on your list of tables. For all linked files you will *E Linked to Access
see an icon representing the original data source and an arrow representing that *[® Linked to Excel
this table is linked to an outside source. *8  Linked to Text

An imported table becomes a true Access table. A linked table which comes from a source outside of Microsoft
Access has limitations. For example, you cannot set a primary key or limit the field size of a linked file. You can,
however, use the table as the data source for your queries, forms, and reports. You can also make simple
relationships (though no data integrity) between your true tables and the linked tables.

Import Errors
To help reduce import errors you should make sure your Excel file is a consistent dataset. By this | mean the first

row of the worksheet (or named range) contains a column heading for every column, and that there are no
completely blank columns or rows.

It's also important the dataset has a consistent data type (all dates/number/text/no errors). One way to help
ensure this is to sort each column ascending then descending, one at a time to bring the "extremes" to the top of
your dataset.

Failed Import

The main reason that | have seen Access fail to pull in a dataset from Microsoft Excel is a conflict in the
field/column headings. Most of the time Access will recognize the name violations and replace them with a
generic field name (i.e. Field26). However, its blind spot is a leading space. If the first character of any heading is a
space, the Wizard will fail to import the Table.

Access will let you go through the entire wizard before it fails:
Import Spreadsheet Wizard [ﬁj

I—o-l ' DOB' is not a valid name. Make sure that it does not indude invalid characters or punctuation and that it is not too

long.

Impaort Spreadsheet Wizard I,—;-:h,l

lol An error occurred trying to import file 'C: WUsers\prcowart\DesktopBook 1.dsx’. The file was not imported.

As you are cleaning up your data, keep in mind Access's limitations. There are only 255 columns per table, and 64
characters per field name. For the field names, each field should have a unique name, the first character cannot
be a space, and there should be no periods ( . ), brackets ( [] ), or exclamation marks (! ). Also any calculations
you have in your Excel sheet will be pulled into Access as their true "value" not as the equation.
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Table S_ImportErrors

Microsoft Access determines a field's data type from the first eight rows in Excel. If the first ten rows or so are all
listed as numbers in Excel, even if the 11th is a text field, Access will pull this field in as a number. In step four
(page 3) you have a chance to change the field types to reflect their true contents. If you miss any, when the data
is completely imported, if any of the data points don't match their specified data type, Access will create a
S_ImportErrors table.

| _] Sheet15_ImportErors |
The import error table tells us the reason for the error and Error - | Field ~ | Row -
which field (column) and row in Excel caused the error. With ) )
this information we can return to Excel and look up the issue Type Conversion Failure  DOB .
and determine how to fix the issue. o
D E F G H

1 |/ADDRESS CITY Sl /AP | DOB

38 | 239 Marigold Street Gainesville FL 32397 1122/1998

39 9130 Watercress Road Waldo FL 32658 9/11/1963

40 2309 Hercules Road Gainesville FL 3259/ 3/12/1943

41 JRR 2 Box 659 Waldo FL  3456f N/A

42 2701 Williston Road Gainesville FL 32597 6/7/1949

43 987 Tinkerbell Drive Gainesville FL 32684 10/29/1995

44 12903 Endive Ave Gainesville FL 32608 11/12/1926

Importing and Linking from Access
To import from another Access datbase choose Access from the Import group of the External Data tab.

Step 1: Source and Destination
The Browse... button will help you navigate through your file structure to find the Access file you want to bring
into your database. This is the same as the Importing from Excel.

D |-

Get External Data - Access Databaze

Select the source and destination of the data

Specify the source of the data.

File name: | c1\Users\proowart\DesktopTmpar tLink. accdb

Browse...

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

@ Import tables, queries, forms, reports, macros, and modules into the current database.

If the spedfied object does not exist, Access will create it, If the spedfied object already exists, Access will append a number to the
name of the imported object, Changes made to source objects (induding data in tables) will not be reflected in the current database.

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 reouires a password. the password will be stored with the linked table.

CK | | Cancel
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Step 2: Choose the Objects

Access will open the Import Objects (or Link Objects) window. When you are linking you can select the tables, if
you are importing you can select the Tables, Queries, Forms, Reports, Macros and Modules from the other
database. Again, linking will keep the data 'alive' between both Access databases, importing will place a copy of
the objects, not touching the original.

Link Tables o Bulme3 | [ import Objects 12 [
Tables Tables |Queries | Forms | Reports I Macros | Modules|
Department oK Department oK
Doctors & Murses Doctors & MNurses
e Pt
Patients Cancel Patients Cancel
Reasons Reasons
VsitInfo Vit Info
Import Objects |2 [l
| Tables | Queries |Forms | Reports | Macros | Modules|
Dactor by Reason Crosstab oK
Doctor Time Summary
Pacents
Patients in Which City? Cancel
Patients Multiple Criteria Exact
Patients Multiple Criteria Range
Patients Over 65
Patients Sorted
=
By default the relationships between the tables and
queries in the original database will be copied through to
the new database. When importing your tables you can —
S
change the "options". — B ||
Import Import Tables Import Queries
Relationships @) Definition and Data @) As Queries
[T Menus and Toolbars ~) Definition Only ") As Tables
[ Import/Expaort Specs
D Mav Pane Groups
[ All Images and Themes

Exporting to Excel

If your data set is small enough you can copy and paste from Access into an Excel worksheet. "Small enough" is
relative, depending on the kind of data and size of your clipboard. Doing this preserves the data formats shown in
the datasheet view in Access, but it will not change the column widths.

To "export" to Excel we must remember the record (row) limitations. Excel 97-2003 has 65,536 rows; Excel 2007-
2010 has 1,048,576 rows. If your dataset is larger than these values you will not be able to send it to the Excel
sheet. If this is the case, create queries to pull out smaller sets of data.

Step 1: Select the Database Object

In Access 2010, we must select an object from our Navigation Pane before we use an automatic function, such as
Wizards, AutoForms, AutoReports, and Exporting. Select the object from the navigation pane and then choose
Excel from the Export group of the External Data tab.
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Step 2: Specify Destination and File Format

Because we chose "Excel" from our Export group, the File Formats will only be Excel. We can maintain the data
formatting like capitalization and input masks if we check the "Export data with Formatting and Layout". (formulas
will not be exported)

Export - Excel Spreadsheet &I-E_hJ

Select the destination for the data you want to export

Specify the destination file name and format.

File name: | c:\Users'\preowart\Desktop\Patients. xlsx

File format: | Excel Workbook (*.xlsx) Iz‘
ook (=,
. I L xlzx)
Spedify export optipicrasaft Excel 5.0/95 Workbook [*.xls)
Excel 97 - Excel 2003 Workbook (*.xls)
Export data with formatting and layout.

Select this option to preserve most formatting and layout information when exporting a table, guery, form, or report.

Binary Wol
orkbook

0Open the destination file after the export operation is complete.
Select this option to view the results of the export operation. This option is available only when you export formatted data.

Export only the selected records.

Select this option to export only the selected records. This option is only available when you export formatted data and have records
selected.

Step 3: Save Export Steps
If you are planning to create this Excel workbook on a regular basis, it's a good idea to save the steps to help you
automate your database.

Export - Excel Spreadsheet — - - - &Iﬂ

Save Export Steps

Finished exparting ‘Patients’ to file 'C: \Users\precowart\Desktop\Patients. xlsx’ successfully.

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

Save export steps

Save as: Export-Patients

Description:

Create an Outlook Task.

If you regularly repeat this saved operation, you can create an Qutlook task that reminds you when it is time to repeat this operation.
The Outlook task will indude @ Run Export button that runs the export operation in Access.

[ create Qutlook Task

Hint: To create a recurring task, open the task in Outlook and dick the Recurrence button on the Task tab.

Manage Data Tasks... Save Expart ] [ Cancel
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Running Saved Import/Exports

The External Data tab has buttons for Saved Imports and Saved Exports. Either button opens this window.
Choose the import/export you want to use and click Run.

Manage Data Tasks

Pl

Saved Imports | Saved Exports

Click to select the saved export to manage.

A

Export-Patients

Cr\Users\proowart\Desktop\Patients. xsx
Click here to edit tha description.

To edit the name or description of the saved operation, select the operation and then dick the text you want to edit.

[ Run

] [Create Qutlook Task... ] [

Delete

Close

Automating the Import/Export with a Macro
You can create a macro to run one or more of your saved import/exports. Once the macro is created we can make
a button on a form that runs the macro.

On the Create tab you will find the Macros button to create a new macro. You will have to turn on the "Show All
Actions" button on the Design tab. The Action is "RunSavedimportExport". The Action Arguments at the bottom of
the window will provide a list of the saved imports and saved exports.

Home Create External Data Database Tools Design [ ﬁ
' %= Single Step = wmiz = | :E/%.: ﬂEé
= = = s T
s ‘2}:] Convert Macros to Visual Basic - — - i e
Run Expand Collapse Expand Collapse |Ad:'rar :ShuwAIIQ
Actions Actions Al All Catalog| Actions |
Tools Collapse/Expand 51110 M
5 || ] Macot | X | Action Catalog x
0

B /1 RunSavedimportExport
Saved Import Export Name F_x

port-Patients

[

i [ Add New Action

ation Pane

[=]

=3 Program Flow
Comment
Group
I
Submacro

E 3 Adions
# [ Data Entry Operations
# [ DataImport/Export
# [ Database Objects
[ Filter/Query/Search
[ Macro Commands
# [ System Commands
# [ WUserInterface Commands
# [ Window Management
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