Access 102: Create a Database from Existing Data The University of Akron
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Lesson 1: Overview

The data for the database may exist in PeopleSoft, in an Excel file, or
in a file with another format, such as CSV (comma separated value) or
text. This data can be imported to an Access table. The data may be
imported to a new table or appended to (added to) the data in an
existing table.

In this course, you will create a new database and use data from an
Excel file to create a new table in that database. The data, in the Excel
file, was exported to Excel as a CSV file from PeopleSoft Student
Administration/HR using the Query Viewer tool.

In order for the import of data to be successful:

1. Review the data to ensure that it is in a format that Access can
read and use.
2. Make any changes to the data that are necessary.
3. Open the database in which to import the data or create a new
database.

4. Use the import tools on the = P®eMalbata 151 of the Ribbon in
Access.
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Lesson 2: Prepare the Data in Excel
Discussion

Data stored in an Excel spreadsheet may be imported to a table in
Access. In order for this to work smoothly, follow the rules in Excel for
data stored as a list:

1. The first row in the list should contain the field names.

2. The data rows start in row two.

3. There are no completely blank rows or blank columns.
Empty cells are okay.

If you do not want to modify the appearance of the original worksheet,
copy the worksheet. Then, modify the copy.

“  Tables are the only objects that store data in an Access
database.

Tip: Copy an Excel Worksheet

Copy and paste will result in column width

and row height changes. This method is

better.

1. Place the mouse pointer on the sheet tab
to copy.

2. While holding down the CTRL key, drag
r \-31\’ v
the black triangle ¢ «» »_ sheeti to the
location to copy the new worksheet.
3. Release the CTRL key first and, then,

release the mouse button.
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Step 1 - First Row Contains Field Names

Discussion

Review the worksheet to:
e Delete any rows above the header row.
¢ Insert a header row if necessary.
¢ Modify field names in the header row.

Delete Rows above the Header Row

1. Open the Excel workbook that contains the data to import to Access.
Il n class, follow the instructoros
Access102-ProgPlanGpa.xIsx.

2. If necessary, click on the sheet tab for the worksheet that contains
the data. The sheet displays on top of the other worksheets.

In class, select the . FProag plan gpa data = gp

Cn d® w3

0 AN ™o - Lentr i-,
il

B 7 U A EEa xE 5 W e/l contmane Pael

tizanst

T

Sheet tab
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3. Review the data to see if it follows the first rule, which states:
The first row in the spreadsheet should contain the field names.
Note that the field names are in row 4.

4. To follow the rule for this worksheet, delete rows 1, 2 and 3.
A B C

1 |PS Query - 03/25/2009

2 College of Education

3

4 Academic (Major) FPlan Plan Title

5 100200  598000MD VWaorkshop Specialist

6 100201 53060885 “ocational Integrated Business

To delete a row in Excel 2007:
a. Click in any cell of the row to be deleted.
b. On the Home tab of the ribbon, click on the down arrow of the

M Delete -
5-t s tool.

% Delete Cells.., Tip: Using the Delete Tool
This is a two part tool. To

use it, click on the down
arrow and select what is to

be deleted. If you click on
c. Click on Delete Sheet Rows. the left side of the tool, the

The active row is deleted. default action occurs, to
The other rows move up one row.  delete the active cell. If this

happens, click on
Undo .

= Delete Sheet Rows

#' | Delete Sheet Columns

o Delete Sheet
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Insert a Header Row

The worksheet used in class has a header row, so these steps are not
needed. The following steps are provided in the event that a
spreadsheet with which you are working does not have a header row.

1. Click in row 1 of the worksheet.
2. On the Home tab of the Ribbon, click on the down arrow of the

g Insert - . .
tool. Tip: Using the Insert

Tool
This is a two part tool,

9= | Insert Cells...

+= | [nsert Sheet Rows

- like the Delete tool. To
':'5" Insert Sheet Calumns use it. click on the down
tod  Ingert Sheet arrow and select what is
3. Click on Insert Sheet Columns. to be inserted. If you
A blank row is inserted as the active row. Click on the left side of
The other rows move down one row. the tool, the default
action occurs, to insert a
single cell. If this
happens, click on
Undo “.
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Modify Field Names in the Header Row

1. Review the field names in the header row.
2. Enter a field name, if one does not exist.
a. Click in cell A1 and type ID. Press the ENTER key to complete
the entry.
b. Click in cell E1 and type Gender. Press the ENTER key to
complete the entry.
3. Modify any field names, as needed.

Each field name must be unique.

Certain characters, such as ()*%# should not be included in a field
name. It is recommended, but not necessary, that the field names
do not contain spaces.

a. In cell B1, enter AcademicPlan.
b. In cell C1, enter PlanTitle.

4. Use the Save tool = in the Quick Access toolbar to save the
changes.
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Step 21 Data Rows Start in Row Two

¢ Verify that the data begins in row two.
e Delete or insert rows, as needed. Follow the instructions on
pages 4-6.

Step 317 No Completely Blank Rows or Blank Columns

¢ Review the data for any completely blank rows or completely
blank columns.

¢ Follow the instructions on page 5 to delete a row. To delete a
column, follow those same instructions, but select Delete Sheet
Column or Delete Table Column from the list on the Delete tool.

Save and Close the File

1. Use the Save tool = in the Quick Access toolbar to save the
changes.

2. Close the file by clicking on the Office Button > Close.

3. Close Excel by clicking on its X.
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Lesson 3: Create a Blank Database

1. Start Access 2007 from 2stat| 5 p Programs > Microsoft Office >
Microsoft Access 2007. The Getting Started window displays.

Cin) o 2 I W Atre

- Acratint -
Template Catogones

Getting Started with Microsoft Office Access

From Merosolt Offcr Ordne 3 -~ Open Srcent Databwse

o Nore

Siraons = o ] \-.\2008Fallacedb

©] H\tram| . \seminars 2000.mdb
] L.\Commutters2007 accdb
] \.\Studentsaccdb

] \\Leamusaaccd

] My Practice Files \Leamasaacodb

| v 2] |- \semnars2000_2008 11 3.
! [ v—
u - v ] \.\Commuttees2007.accdb..
& ’ %
2 =] Students.acodd
tankeing prjecs Frasects Saes poere Tasks > " y

Dn Mot an OMoe Ondine
- Office Online eeirat o
anmg | Terplares | Downlosd

Whars new in Acceis 20077

2. Click on the BlankDatabase jcQn,
The window is modified.
The Blank Database box displays on the right.
Blank Database
Create a Microsoft Office Access database that does
not contain any existing data or ohjects.
File Name:
|Da13base1 | =
C:'\Documents and Settings\ClairMy Documents),
[ Create l [ Cancel
Ver. 2009.07.21 Page 9 pstrain@uakron.edu
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3. To select a drive, folder and file name for the new database:
4
a. Click on the Browse tool
The File New Database dialog box displays.
This is a Save As dialog box.

File New Database ? E|
Save in B My Dacuments hd ] 04X Ca j &
) ) AccesssSBS
’J | )Microsoft Prass
Recant My Data Sources
)My eBooks
7 dMy IMusic
Lﬂ (Z)my Pictures
Dieskiop |Z)My Practice Files
)My PSPE Files
i, EMV Videos
___,,/ ) Owners
My Docurments i SharePoint Drafts
s
-
59
My Computer
J
Iy Metwork,
Places
’J File name: studentsspring2009|
3ave a5 tYPe! | Micrasaft Office Access 2007 Datahases
-

b. Select the appropriate drive and folder.
In class, select My Documents as the folder.

c. In the File Name box, type a name for the database.
In class, name the database StudentsSpring2009.

d. At Save as type, select the database format.
In class, select Microsoft Office Access 2007 Databases
(*.accdb).This format allows the use of all the new functionality of
Access 2007.

Note: Access 2003 cannot open an Access 2007 database file.
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e. Click on OK.
The Welcome window displays.

Blank Database

Create a Microsoft Office Access database that does
not contain any existing data or objects.

File Name:
StudentsSpring2009.accdb I_j'
C:'\Documents and Settings\My Documents

[ Create l [ Cancel ]

4. Verify that the File name and drive/folder location are correct and
click on Create. The new, blank database is opened.
The database window displays.
A new, blank table opens in the Datasheet view.

[ | v

“ In Access, most objects have at least two views. In one view,

the data displ ays. |l n the second
displays.
Ver. 2009.07.21 Page 11 pstrain@uakron.edu
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Lesson 4: Create a Table with Excel Data
Create a Table
1. Open the database into which the data will be imported.

2. Click onthe Bt€mMalData [iap of the Ribbon.
3. In the Import group, select the Import Excel spreadsheet tool.

= == | - = z
=g ﬁ "\:‘T; : I; #_|TextFile | Ensyre that you
(57 | lat” |25 S yeiMLFIle | are in the

Saved | Access| Excel [SharePoint
Imports List » ¢4 More ~ Import group of

tools.

Import

The Get External Data i Excel Spreadsheet box displays.

Get External Data - Excel Spreadsheet @@|

Select the source and destination of the data

Spedfy the source of the data.

File name: |¢:\Documents and Settings\My Documents),

Spedfy 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:

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. However, the source data cannot be changed from within Access.

oK ] l Cancel
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. Click on

Browse...

The File Open dialog box displays.
5. Navigate to the Excel file to be used and double-click on its name.
The File name displays in the Get External Data box.
6. Select one of the three options in the Get External Data box.
In class, select Import the source data into a new table in the
current database.
7. Click OK.
The Import Wizard opens.

to locate the file with the data to import.

% Show Worksheets

E;_'| Import Spreadsheet Wizard

" Show Mamed Ranges

Your spreadsheet file contains more than one worksheet or range. Which warksheet or range would vou like?

Select the
sheet of the
workbook to

Sample data For worksheet 'Prog plan gpa data'. im port
1 (ID lkoademicFlan [FlanTicle lboademicLewe l-BOT Izender [Ethn ﬂ
?1DDZDD 15950001 Morkshop Specialist Freshman Male Lot
TIDDZDI IE30E03EB3 Wocational Integrated Business Bth Vear Undergraduate Female [Thitc
TIDDZDZ I540000ES Technical Education Fenior Femsale [Thitc
?100203 I540000E5S Technical Education Fenior Male Thit
?100204 I540000E3 Technical Edud Female [Thit
|7 po0zos 54000083 Technical Edug Praview the Male  [Whit
8 [L00206 |540000E3 Technical Edud Femsale [Thitc
|2 poozo7 54000083 Technical Edug Olata. Female [Thit
10100208 [540000EB3 Technical Edud r Undergraduate [Female [Thit
HIDDZDQ IE40000B3 Technical Education Eth Vear Undergraduate [Female
EIDDZID I540000ES Technical Education Fenior Femsale [Thitc
EIDDZII I540000E5S Technical Education Fenior Female [Thitc
E100212 I540000E3 Technical Education I5th Year Undergraduate [Female [Elac ;I
‘ ]
Cancel | Back | Mext = Finish |

8. Select the specific worksheet to import.
The data in the selected worksheet is previewed.

Ver. 2009.07.21
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9. Click Next.
The second step of the Import Spreadsheet Wizard displays.

B Import Spreadsheet Wizard

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

[#]First Row Contains Column Headings

In LoademicPlan |[PlanTitle AoademicLevel-EOT Gender |Ethn
1 00200 |525000ND [forkshop Specialist Freshtan Male ot o
TlDDZDl I530605EB5 Mocational Integrated Business [5th Year Undergraduate Female [Thit
TlDDZDZ I540000E3 Technical Education Fenior Female [Thit
TlDDZDS I5d0000EB3 Technical Education Fenior Male Thit
?100204 I=40000ES Technical Education Fenior Female [Thit
?100205 I=40000ES Technical Education enior Male Thit
EIDDZDE I540000ES Technical Educat P . Femsale [Thitc
8 [100207 |540000E3 Technical Educat reVIeW the Femsale [Thitc
EIDDZDB I540000EB3 Technical Educat data Indergraduate Female [Thit
10100209 (540000EB5 Technical Educat . ndergraduate Female
HlDDZlD I540000E3 Technical Educat Female [Thit
ElDDle I540000ES Technical Education Fenior Female [Thit
ElDDZlZ IE40000B3 Technical Education IEth Year Undergraduate Female [Elac
HIDDZIS I=40000ES Technical Education IEth Year Undergraduate Female [Thit ﬂ

a

[ Cancel ] [ < Back ] [ Mext = ] [ Finish ]

e

10. Click to mark the box for First Row Contains Column Headings.
11. Preview the change in the data.
Access recognizes the first row as field names.

Ver. 2009.07.21 Page 14 pstrain@uakron.edu
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12.

13.

14.

15.

Click Next.
The third step of the Import Spreadsheet Wizard displays.

B Import Spreadsheet Wizard

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: |18 Data Type: | Text "
Indexed: Ves (Duplicates OK) + | [ ] Do notimport field (Skip)

LoademicPlan |[PlanTitle AoademicLevel-EOT Gender |Ethn
00200 SElsiainina Morkshop Specialistc Freshtan Male ot o

30603EB3 Mocational Integrated Business [5th Year Undergraduate Female [Thit
40000B3 Technical Education Fenior Female [Thit
40000B3 Technical Education Fenior Male Thit
40000E3 Technical Education Fenior Female [Thit
40000E3 Technical Education Fenior Male Thit
40000E3 Technical Education Junior Femsale [Thitc
40000E3 Technical Education Junior Femsale [Thitc

40000E3 Technical Education Ieth Year Undergraduste Female [Thit

40000B3 Technical Education I5th Year Undergraduate Female

40000B3 Technical Education Fenior Female [Thit

40000EB3 Technical Education Fenior Female [Thit

40000E3 Technical Education IEth Year Undergraduate Female [Elac

40000E2 Technical Education IEth Year Undergraduate Female [Thit ﬂ
K1 2

Cancel ] [ < Back ] [ Mext = ] [ Finish ]

In this step:

e Field Names can be changed.

e Data Types can be selected.

e The Indexing of a field can be changed.

¢ A field can be removed from those to be imported.

With the ID field selected, as shown above, click on the down arrow
for Indexed and select Yes (No Duplicates).

In this data, each person (ID) may have only one row. Therefore, the
ID field value may not be duplicated on another row.

Review the data type field.

Note that | Db6s areexnot number s,

Ver. 2009.07.21 Page 15 pstrain@uakron.edu
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16. Use the vertical scroll bar to scroll to the right to view the Citizenship
column.
17. Click in the Citizenship column to select it.

Do not import field (Skip) :
18. Mark the box Gzt = , because you do not want this

data in the Access table.
19. Click on Next.
The fourth step of the Import Spreadsheet Wizard displays.

B Import Spreadsheet Wizard X

Microsoft Access recommends that you define a primary key for your new table. A primary key is used to
= uniguely identify each record in your table. It allows you to retrieve data more quickly.

| BFTTETTE T
PRt P
F o ounn
F
4

] @'ELEt Access add primary key.

W NRE NRR

() Choose my own primary key. w

(") No primary key.

AoadewmicPlan |PlanTicle AoadewmicLevel-EOT Gender
15950001 Morkshop Specialistc Freshman Male o
I530608E3 Wocational Integrated Business [fth Year Undergraduate Female
I=40000ES Technical Education Fenior Female
I540000ES Technical Education Fenior Male
I540000EB5 Technical Education Fenior Female
I5d0000EB3 Technical Education Fenior Male
I=40000ES Technical Education Junior Female
I540000ES Technical Education Junior Female
I540000ES Technical Education I5th Year Undergraduate [Female
5400003 Technical Education IEth Vear Undergraduate [Female
I540000ES Technical Education Fenior Female
I540000EB5 Technical Education Fenior Female
I540000ES Technical Education I5th Year Undergraduate [Female
5400003 Technical Education Eth Vear Undergraduate Female hd

ol

Canicel l [ < Back ] [ Mext = l [ Einish l
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20. In this step, there are three choices for selecting a Primary Key for
the new table to be created from the imported data. Select one.

e Let Access add primary key. This is a field added as the first
column. By default the name of the field is ID. The values in the
field will be numbers that are assigned in counting order.

e Choose my own primary key. Click on the down arrow to select an

existing field.
e No primary key.

In class, select Choose my own primary key on the field ID.

21. Click on Next.

The fifth step of the Import Spreadsheet Wizard displays.

B Import Spreadsheet Wizard

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

Import to Table:
GPAdata

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

[ Cancel ] [

< Back

]

22. In the Import to Table box, type a name for the new table.

In class, type the name GPAdata.

Ver. 2009.07.21 Page 17
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23. Click on Finish.
The Save Import Steps box displays.

Get External Data - Excel Spreadsheet

?)X]
Save Import Steps '

Finished importing file 'C:\Documents and Settings\Clair\Desktop\Access 102-ProgPlanGPA PKR.xlsx' to table 'GPAdata'.

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

24. Click on Close.

The new table is created. It is listed in the Navigation pane.
All Tables

Tablel

5] Tablel: Table
GPAdata

&5 GPAdata: Table

I o

3

b

Ver. 2009.07.21

Page 18 pstrain@uakron.edu
These materials may not be reproduced in whole or in part without the express permission of
The University of Akron.



Access 102: Create a Database from Existing Data The University of Akron

25. To view the new table, double click on its name in the Navigation
pane. The table displays in Datasheet view.

{n?' -ty Tablefoots  StudetsSprng2009 - Database (Access 2007) - Microsaft Access K
7 Mame  creste Dats | Tools »_)t { -
| ':ﬂﬂmt D ,ﬂ ‘:}M :'"! a — % 4 Dsama Chenges m |
J @ G j = XL File ‘ﬂi ‘-1-' i Tent Fle <P i "——I bt 4 Cane ik Bata =
‘M. Atten Excel W Saved  Erxcel SharePont  PDF Creste Mansge | Ak Snmieons o Move \o
smpoets Mot | Eports Ut orkps TAMOre | Elt Raplies | O 200 e {ione Shen ePien
Awgart Lot _Callect Cats Sharefoint Lits
All Tables - o mnm
Tabdel % = AcademicPli - PlanTitle - Acadermucie - | Gender « EthnicGroup - City + County = =
T Tablet : Tavte - S98000ND  Workshop Spes Freshman  Male Not Specified  Akran Summit -
GPAdata 2 100201 S30608BS Vocational Inte Sth Year Undar Femaie White Orrville Wayno
T GPRAdata: Table 100202 54000085 Technical Educ Senlor Female White Akron Summit
100203 54000085 Technical Educ Senlor Male White Akron Summit
100204 54000085 Technical Educ Senior Female White Canton Stark
100205 53000085 Technical Edue Senior Male White Wadswoeth  Medina
100206 54000085 Technical Educ Junior fomale White Canal Fulton  Stark
100207 34000085 Technical Educ Junior Female White Grean Summit
100208 54000085 Technical Educ 5th Year Under Female White Orrville Wayne
100209 58000085 Technical Educ 5th Year Under Female Cuyahogs Summit
100210 54000085 Technical Educ Senior Female White Shreve Wayne
100211 52000088 Technical Edue Senior Female White Cuyahogas Falls Summit
100212 54000085 Technical £duc Sth Year Under female Black/African 2 Tallmadge Summit
100213 54000085 Technical Educ Sth Year Under Female White Akron Summit
100214 54000083 Technical Educ Freshman Female White AXron Summit
100215 54000085 Technicat Educ 5Th Year Under Female White Stow Summit
100216 54000085 Technical Educ Senior Female White Akron Summit
100217 52000085 Technical Educ Sth Year Under Female White Wooster Wayne
100218 54000085 Technical Educ Sentar Female White Meding Meding
100219 54000085 Technica Educ 5th Year Under Male White Wooster Wayne
100220 54000065 Technical Edue Junior Female White Richfietd Summit
100221 54000085 Technical Educ S5th Year Under Male Not Specified  Akron Summit
100222 54000085 Technical Educ Sth Year Under Female White Browstar Stark
100223 34000085 Technical £duc Senlor Male White Madina Medina
100224 siooooss Technical Educ Senlor Male White Kent Portage
~AnmanE T e _ Aanie LET T Bhmrahn Pl b S m b
oo M 3 or 1068 b W b5 | et Eae | Seasch |« & - j »
e . Mn Lok JT3 600 |
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Modi fy the New Tabl ebdbs Design

e

1. On the Home tab of the Ribbon, selectthe - tool.

A list of table views displays.
[

Datasheet View

a

IJ PivotTable View

ﬁﬂ PivotChart View

>

H—‘Z Design View

2. Click on Design View.
The Design view of the table displays.

T Jablel | =3 GPAdata:"'-\ x
Cicldhlome Data Type Description =
l'ffP E Text =
T AcademicPlan Text
PlanTitle Text
AcademicLevel-BOT Text
Gender Text
EthnicGroup Text The bottom pane of
City Text
County Text the Table Design
CumGPRA Number

window displays the
properties of the field
selected in the top
half of the window.

Field Properties

Generalnggkupl

Field Size 255 i
Format @ :l
Input Mask
Caption
Default Value
Validation Rule A field name can be up to 64 characters long,
Validation Text including spaces. Press F1 for help on field
Required Mo names.
Allow Zera Length Yes
Indexed Yes (Mo Duplicates)
Unicode Compression Mo
IME Made MNa Control
IME Sentence Mode Maone
Smart Tags ;I
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3. In the top pane of the window, click in the row for a particular field.
4. Review the Data Type column for that field.
The Data Type determines the type of value that is stored in this
field.
5. Click on the down arrow to see the available Data Types.

Memo
Number
Date/Time
currency
AutoMNumber
Yes/No
OLE Object
Hyperlink
Attachment
Lookup Wizard...
Be careful not t o chanaceidentally. fi el d
6. In the bottom pane of the window, review the Field Properties for the
selected field.
7. To modify the field properties:
a. Note that some changes cannot be undone and may harm the
data. See the cautions in the Notes on the following page.
b. Click to place the cursor in the appropriate field in the top pane.
c. Select the field property to modify.
e A down arrow may display. If so, review the list.
e Review the help message on the right side of the pane.
e For further help, press F1.
d. Make the change.
A

8. Click on the Save tool in the Quick Access toolbar to save the

changes.
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Notes
Field Size changes

¢ If the field size is made smaller and any of the data is larger than
the new field size, the data is truncated and is lost. For example,
a field titled LastName has a field size of 255 characters. It is
shortened to 15 characters.

Original Data Data after the change
Bendemeer Bendemeer
Bendemeer-Carlin Bendemeer-Carli
Smithson-Fairfield Smithson-Fairfi

e You cannot undo changes to data that result from a change in
Field Size.

e The maximum field size for the Text Data Type is 255 characters.
For fields with the Text Data Type, Access does not reserve
space beyond what is necessary to hold the actual value.
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Exercise 117 Modify Field Properties

1. In class, click in the ID field.
2. Change the field property of Field Size to 20.

Field Properties

GenerallL.;..;.kup|

Field Size
Format
Input Mask
Caption
Default Value I

Validation Rule The maximum number of characters you can
Validation Text enter in the field, The largest maximum you
can set is 255, Press F1 for help on field size,

r-J
)

%]

:| Help message

Required Mo

Allow Zero Length fes

Indexed tes (Mo Duplicates)

Unicode Compression Mo

IME Mode Mo Contral

IME Sentence Mode Mane

smart Tags j

3. Note the help message to the right of the Field Properties.
The help message is context sensitive. The message is related to
the selected field property.

4. Review the Format field property.

5. Note that the field property is set to @.
In a field with the Text data type, the @ symbol is used to indicate
that a Text character is required.

6. In the top pane, click in the CumGPA field.

7. In the bottom pane, change the value of the Required Field
Property.
a. Click in the box for the Required property.
b. Click on the down arrow and select Yes.
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