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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  tab 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 

the black triangle  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: 

 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. 

In class, follow the instructorôs directions to open  

Access102-ProgPlanGpa.xlsx. 

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   tab. 

 

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. 

 
 

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 

 tool.  

 
c. Click on Delete Sheet Rows. 

The active row is deleted. 

The other rows move up one row. 

  

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 

the left side of the tool, the 

default action occurs, to 

delete the active cell. If this 

happens, click on  

Undo  . 
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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 

 tool.  

 
3. Click on Insert Sheet Columns. 

A blank row is inserted as the active row. 

The other rows move down one row. 

 

 

  

Tip: Using the Insert 
Tool 

This is a two part tool, 

like the Delete tool. To 

use it, click on the down 

arrow and select what is 

to be inserted. If you 

click on the left side of 

the tool, the default 

action occurs, to insert a 

single cell. If this 

happens, click on  

Undo  . 



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

Ver. 2009.07.21 Page 7 pstrain@uakron.edu 
These materials may not be reproduced in whole or in part without the express permission of  

The University of Akron. 

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 2 ï Data Rows Start in Row Two 

 Verify that the data begins in row two. 

 Delete or insert rows, as needed. Follow the instructions on 

pages 4-6. 

Step 3 ï 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  > All Programs > Microsoft Office > 

Microsoft Access 2007. The Getting Started window displays. 

 

2. Click on the  icon.  

The window is modified.  

The Blank Database box displays on the right. 
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3. To select a drive, folder and file name for the new database: 

a. Click on the Browse tool  . 

The File New Database dialog box displays.  

This is a Save As dialog box. 

 
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.  

 

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. 

 

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

the data displays. In the second view, the objectôs design 

displays.   

\My Documents 
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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 on the  tab of the Ribbon. 

3. In the Import group, select the Import Excel spreadsheet tool. 

 
The Get External Data ï Excel Spreadsheet box displays. 

 

Ensure that you 

are in the 

Import group of 

tools. 
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4. Click on  to locate the file with the data to import. 

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. 

 
8. Select the specific worksheet to import.  

The data in the selected worksheet is previewed.  

Select the 

sheet of the 

workbook to 

import. 

Preview the 

data. 
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9. Click Next. 

The second step of the Import Spreadsheet Wizard displays. 

 
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. 

Preview the 

data. 
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12. Click Next. 

The third step of the Import Spreadsheet Wizard displays. 

 
13. In this step: 

 Field Names can be changed. 

 Data Types can be selected. 

 The Indexing of a field can be changed. 

 A field can be removed from those to be imported. 

14. 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. 

15. Review the data type field.  

Note that IDôs are not numbers, but are text.  
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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. 

18. Mark the box  , because you do not want this 

data in the Access table. 

19. Click on Next. 

The fourth step of the Import Spreadsheet Wizard displays. 
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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. 

 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. 

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

existing field. 

 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. 

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

 

In class, type the name GPAdata. 
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23. Click on Finish. 

The Save Import Steps box displays. 

 
24. Click on Close.  

The new table is created. It is listed in the Navigation pane. 
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25. To view the new table, double click on its name in the Navigation 

pane. The table displays in Datasheet view. 
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Modify the New Tableôs Design 

1. On the Home tab of the Ribbon, select the  tool. 

A list of table views displays. 

 
2. Click on Design View. 

The Design view of the table displays. 

 
 

The bottom pane of 

the Table Design 

window displays the 

properties of the field 

selected in the top 

half of the window.  
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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. 

 
Be careful not to change the fieldôs data type, accidentally. 

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. 

 A down arrow may display. If so, review the list. 

 Review the help message on the right side of the pane. 

 For further help, press F1. 

d. Make the change. 

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 

 

 You cannot undo changes to data that result from a change in 

Field Size. 

 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 1 ï Modify Field Properties 

1. In class, click in the ID field. 

2. Change the field property of Field Size to 20. 

 
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. 

  

Help message 




































































