7.04 Import

Total Points: 25

Your first task is to import a spreadsheet into a database table. You will be using the spreadsheet
you created in Lesson 5.05.

o The spreadsheet you created in Unit 5, Lesson 5.05 should be titled "Class Tests". You
may have named it something different, but you should first identify if you still have that
file and that the spreadsheet is correctly set up.

o If you no longer have this file, then go to a spreadsheet program and create a simple
spreadsheet of six students and four tests.

o The spreadsheet headings should be: Student Name, Test 1, Test 2, Test 3, Test 4.

o Add names for the six students and then add scores for each of the four tests taken
by each of the six students. You can make up this information!

o Name the file “Class Tests” and save it in a location you will remember.

There are two versions of 7.04 Import assignment — one for Microsoft Access and the other for
OpenOffice Base; below are instructions for using Microsoft Access to complete this
assignment.

Instructions if you're using Microsoft Access:

1. Open Microsoft Access.

2. Click on Blank Database.
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3. Save database as “Student Tests.”

Blank desktop database
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4. Click on the External Data tab.
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5. Select the Excel tab in the Import section.
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6. A “Get External Data” window will appear.
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Select the source and destination of the data

Specify the source of the data,

Bile name: [c:\Documents and Settings'A. Craddock,BOE2\My Documents) 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 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: [7--1 j
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 refiected in the database,

 Link to the data source by creating a linked table.

Access will create a table that wil maintain a link to the source data in Excel. Changes made to the source data in Excel wil be
reflected in the linked table, However, the source data cannot be changed from within Access.

OK Cancel

7. Click the “Browse” button so you can find the “Class Tests” spreadsheet file you created
in the spreadsheet unit (Unit 5, Lesson 5.05).
a. You may have named the file something different, but you should first identify if
you still have that file and that the spreadsheet is correctly set up.
b. If you no longer have this file, then go to a spreadsheet program and create a
simple spreadsheet of six students and four tests.
i. The spreadsheet headings should be: Student Name, Test 1, Test 2, Test 3,
Test 4.
ii. Add names for the six students and then add scores for each of the four
tests taken by each of the six students. You can make up this information!
iii. Name the file “Class Tests” and save it in a location you will remember.

8. Click the Open button.
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9. Make sure the first option is selected (this is the default option). Click the Okay button.

Select the source and destination of the data

Specify the source of the data.

File name: [c:\ACCESS BTA UNITSVUnit S\class test.xlsx | Erowse... l

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

& I sort the source data into a new table in the current database.

1¢ ine specified table does not exist, Access will create it. If the specified table already exists, Access might overyrite its contents
with the imported data. Changes made to the source data wil not be refiected in the database.

" Append a copy of the records to the table: [T =

If the specified table exists, Access will add the records to the table. If the table does not exist, Access wil create it. Changes made
to the source data will not be refiected 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
refiected in the linked table. However, the source data cannot be changed from within Access.

OK Cancel |

10. The spreadsheet data will appear.
a. Do not change the default options.
b. Because you only used one worksheet in the spreadsheet, “Sheet 17 should be
highlighted.
c. Ifyou click on Sheet 2, nothing will appear because there is no data in Sheet 2.
d. You should not change to Name Range because we did not name any of the
ranges in the spreadsheet.

§| Import Spreadsheet Wizard x ¢E=
Your spreadsheet file contains more than one warksheet or range. Which worksheet or range would you like?

% Show Workshests
" Show Named Ranges

Sample data for worksheet 'Sheet1’,
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11. Click the Next button

12. Make sure there is a check mark in the box stating “First Row Contains Column
Headings”.

rj eet Wizard %)
; Microsoft Access ~an use your column headings as fisld names for your table. Does the first
row spacified cont 'n oolumn headings?
[¥ Frst Row Contai ; Column Meadings
i
Student Test 1 |Test 2 |Test 3 Test 4 [Test S [Test & |Test 7 |Total |AVG [Count |MAY |MT
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2 jann Thoma=z B2 =2) (=] 65 BE ] MRz Bz .00 B BE 65
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| & [Count =) E3 e (4 =3 = H
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Al Al
Cancel | < fack I [iect > Brish | |

13. Click Next

14. Click Next again because the information given is correct. The new field name “Student’
is a text field and should not be indexed.

ak

E Import Spreadsheet Wizard =

‘fou can specify 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: Im DataType: [Text =1
Indexed: Ir-lo = I ™ Do notimport field (Skip)
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Cancel < Back Mext = Finish |
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15. Click Next — Let Access assign a Primary Key.

3
Zgl Import Spreadsheet Wizard x
Microsoft Access recommends that you define a primary key for your new table. A primary key is used to
L= uniguely identify each record in your table. It allows you to retrieve data more quickly.
| RERERTE T
2w onay
g ::: ::: ::: " éLet Access add primary key.
R s vk vk  Choose my own primary key, |

1 Na primary key.
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16. Type “Tests” in the box for “Import to Table:” This names your database table.

ib

E Import Spreadsheet Wizard

Import to Table:

|Tests|

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

™ 1 would like & wizard to analyze my table after importing the data.

Cancel

< Back

Einish

17. Click Finish.
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18. The Tests table is now available for you to view.
19. Double-click on the Tests table to open and see your data.
20. Analyze the records.

21. Do you think you need to keep the records that have Total, Average, Count, Max, and
Min? No you don’t.

22. Delete those rows in of records and the columns for field names.

) " B - Table Tools Student Tests : Database (Access 2007) - Microsoft Access -=x
Y | Wome | Greste  temalDsta  DatsbaseTools | Datasheet w
YV L Calibri n - (EEEEE Dl = o0t | 8 k Y SeRernee
— {2 Copy 3 Hsave Pupeting | % ¥ Advanced - = GoTo~
e ¢ B I U|A-S-EE = == PR [ atete] - | B ke - 7 Find 1 Select -
Clipboard g Font *|| RiechText Recoras Sort & Filter Find
Al Tables -« [3 Tablet | 7 Tests | ceiete e ) £
Tablel 2 ]3] +  Student - Testl - Test2 = Delete this item Ft 5 - Testé - Test7 - Total - AVG .
T3 Tablel: Table 1 Joe Smith 80 100 I - 70 95 100 627 89.5
| Tots = 2 Ann Thomas 92 85 89 65 92 69 492 820
= Tests:Table 3 Frank Hardy 95 90 88 91 90 98 78 364 91.0
4 Mary Sims 76 90 89 87 %0 94 526 87.6
5 Mike Wison 74 S0 89 90 74 90 507 84.5
6 Total 417 365 449 359 386 465 341
7 AVG 834 91.25 89.8 89.75 77.2 93 85.25
8 Count 5 4 5 4 5 5 4

9 MAX 95 100 93 91 20 98 100
10 MIN 74 85 88 83 65 50 69
&

Highlight the rows of records that contain total,

avg, count, max, min. Click on the boxes beside
the rows that contain this information. Hold
down your left mouse button as you select the
appropriate rows and it will highlight the records
from Total through Min. You will notice the
yellow box around the data; this means you have
successfully highlighted the data. Now click on
the delete button, which is located on the Home
tab.
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23. This is how it should look now.

Student Tests : Database [Access 2007) - Microsoft Access
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Highlight the field names at the top of
the columns. Click on the word “Total”,
hold down your left mouse button, and
highlight over the field names through
Min. You will notice the yellow box
around the data; this means you have
successfully highlighted the data. Now

= Add New Field

click on the delete button, which is
located on the Home tab.

"na‘ do-c-EEW)- Table Tools Student Tests : Database [Access 2007) - Microsoft Access =TEEx
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4 Mary Sims 76 90 83 87 50 94
5 Mike Wison 74 90 89 90 74 90
* (New)

24. Add the following records

Sam Jackson

Test 1 =98
Test 2 =100
Test 3 =96
Test 4 =100
Test 5 =100
Test 6 =100
Test 7=96

Drew Smith
Test 1 =68
Test2="170
Test3 =76
Test 4 =80
Test 5 =83
Test 6 =74
Test 7= 60

25. Save your work and exit the software.

© ACCESS Virtual Learning 2018

Kelsi Laye
Test 1 =88
Test2 =092
Test 3 =96
Test 4 =100
Test 5 =84
Test 6 =89
Test 7=90

Mike Dillard
Test 1 =58
Test 2 =88
Test3 =178
Test 4 =89
Test 5=90
Test 6 =74
Test 7=96
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