Access 2016: Import Data into Access

Access provides an easy way to import data from external files.

You can easily import data from a variety of different sources, including text, Excel,
XML, HTML, ODBC datasources and more.

You can also link to external data sources, so that changes in the source file are
reflected in your Access database.

Generally, when importing data, you have these options:

o Import the data into an existing table;

o Have Access create a new table based on the data; or

o Establish a link to the external file, so that future updates are reflected
automatically.

Today, we'll import data into an existing table.

Import a CSV File into an Existing Table
We will import the following CSV file into the Artists table.

Source File: artists.csv
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Avenged Sevenfold, 1999
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Destination table: Artists
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You can download the CSV file here: artists.csv

Note that this file includes an extra field that's not in our destination table. Not a
problem. Access will allow us to remove the extra field.

Also, the CSV file doesn't contain a header row, but that's fine. Access can deal with
this too.

Home Create - Diase Tools '-:-' Tell me what you want to do

Saved Linked Table Excel MAccess ODBC - Saved Excel Tewt XML PDF  Email =
Imports  Manager Database  » More~ Exports File  File orXPS 9 M
Import & Link Export
All Access Obje... @ « Import text file
Import data from or link to datain a
search. L delimited or fixed-width text file.
Tables &
E Albums
== Artists
E Genres

Read
1. !



https://www.quackit.com/microsoft_access/microsoft_access_2016/tutorial/artists.csv
https://www.quackit.com/pix/microsoft_access/microsoft_access_2016/tutorial/import_data_into_microsoft_access_1.png

Launch the Import Wizard

Before starting, ensure that both the source file, and the destination table are
closed.

To launch the wizard for a CSV file, click Text File fromthe External
Data tab on the Ribbon.

You can also launch the wizard by right-clicking on a table and selecting an
option from the Tmport option.

Access needs the destination table to be closed before importing data. If you
don't close it before starting the import, Access will warn you later in the
process, and offer to save and close the table for you.
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Select the Source File & Destination Table

Use the Browse. .. button to navigate to and select the import file (in our
case, artists.csv).

Select Append a copy of the records to the table and then select the
artists table from the drop down list of tables.

Click ok to continue.
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You can just type the path directly into the File name field if you know the
full path to the file (i.e. instead of using the Browse. .. button).
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Review the Format Options

This part of the Import Wizard will ask you to confirm the file's format. In our
case, Access has (correctly) detected that our file is in a delimited format.

If all looks OK, click next >.
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Select/Review the Delimiter

Now Access will ask you to select the file's delimiter. In our case, Access has
(correctly) detected that our file uses a comma as its delimiter. If it was wrong,
you can click another delimiter and see how the data updates to reflect the new
delimiter.

You can also select whether or not the file contains header rows. If the first
row of your file contains headers, click First Row Contains Field Names.
Otherwise, leave it unchecked.
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However, before continuing, click the advanced. . . button, as we need to tell
Access to skip the extra field.
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Skip the Extra Field

Access won't import the CSV file the way it is because it contains an extra
field. The file contains 3 fields but our table only has two. Therefore we can
only import two fields. We need to tell Access which field to skip.

Check the box next to Fie1d3 so that doesn't get imported.
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Then click ox.
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After skipping the extra field, you'll be back on the delimiter screen. Click
Next >.
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Run the Import

Click rinish to run the import.


https://www.quackit.com/pix/microsoft_access/microsoft_access_2016/tutorial/import_data_into_microsoft_access_6.png

8.

Music : Database- C:\Users\Fred\Documents\Music.accdb (Access 2007

Access 2007 - 2016 file format)

{“reate ELRA ata Natahase Tanls L7 Tell me what

Get External Data - Text File
[
Saved Linked Tahb Save |mpDI‘t Steps
Imports  Manage
A Finished importing file 'Ch\Users\Fred\Documents\artists. csv' to table "Artists'.
All Access . - . o
Do you want to save these import steps? This will allow you to quickly repeat the operation with
Search.
Tables |:| Save import steps
j Albums
T Atists
j Genres
Ready
Close the Wizard

Once the import operation has completed, Access will ask you if you want to
save the import steps for another time. Check the box if you'd like to,
otherwise leave it unchecked, and click c1ose.
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Check that the data has been Imported

Now that the import has run, you should check the table to make sure that all
data is in the correct fields and it looks OK.

Double click on the artists table to view its contents.
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