


Copying
Objects from 
Another
Database

Access provides you with a number of ways in which you can
share information between database files. One way is to copy
Access objects from one database to another. This can save you the
time of recreating a form or report that you would like to use in
two different database files.

You are going to create a new database file and then copy into it
some Access objects from another database file.

1. Open a blank database.

Note: You can use the New com mand on the File
menu to open the New File task pane. Blank da ta base
is the first op tion on the task pane.

2. When the File New Database dialog box appears,
verify that the database will be saved in the FLS
Access2003 Student Files folder.

3. Name your database Import and then click the
Cre ate but ton.

The Database window appears. At this time, there
are no database objects. You are going to import
some from existing Access database files.

4. On the File menu, point to Get External Data.

Notice the submenu that appears. 
You will be using each of these
options.

5. On the submenu, choose Import.

The Import dialog box appears. It is just like the File
New Database dialog box.
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6. Verify that the Look in drop-down list box contains
FLS Access2003 Student Files.

7. Double-click the Linking file.

The Import Objects dialog box appears. Notice that
it has the same tabs (placed along the top of the
dialog box) as the Database window.

8. If necessary, select the Tables tab.

Notice the table objects in the database. You can
select as many as you would like.

9. To select multiply items, simply click them. There is no
need to hold down the SHIFT or CTRL key to do this.

Select the Courses, Guardians, StudentGrades, and
Students table objects.

10. In addition to the tables, you are going to copy some
other objects at the same time.

On the Import Objects dialog box, select the
Queries tab.

11. Click the Select All button.

All of the query objects are selected. 

Note: Your selections will remain on the other tabs.

12. Select the Forms tab.

13. Select the StudentGrades form object.

14. You will not copy any report objects at this time. You
will, however, look at some options that are available
when copying objects from one Access database to
another.

Click the Options button.
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At the bottom of the dialog box, notice the options
that are available.

Import. As Access copies the objects into the
database, you can tell it to include any Relationships
that might exist between the selected tables or
queries. In addition, you can specify that any custom 
Toolbars be copied with the objects, as well as the
Import/Export Specs.

Import Tables. You can choose to copy both the
Definition and Data of the selected tables (the default) 
or the Definition Only.

Import Queries. When copying queries, you can have
Access leave them As Queries or copy them As Tables.

15. You will keep the default option settings.

Click OK to copy the selected objects.

One-by-one, Access indicates that it is copying the
selected objects into the new database. After a few
moments, the Database window reappears with the
Forms tab selected (since this was the last type of
object copied).

16. Select the Queries and Tables tabs on the Database 
window.

Notice that the objects were copied into the Import
database file.

17. Open any of the tables or queries and verify that
everything was copied successfully.
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These objects are a part of the Import database file.
Any changes that you make to them will not be
reflected in the Linking database file.

Linking an
External
Table

Rather than copy a table into an Access database, it can be
convenient to leave the table where it is and simply create a link to
the table. This is especially useful if the table was created with a
different database program, such as Paradox or dBASE. When you
link an external table to an Access database, you can view and
update the table even if it is being used in the other program. In
addition, you can create forms and reports from the table, just as if
it were a regular Access table object.

You are going to link an external table that was created using the
dBASE IV database application.

1. On the File menu, point to Get External Data and
then choose Link Tables.

The Link dialog box appears. It is identical to the
Import dialog box.

2. Verify that the Look in drop-down list box contains
FLS Access2003 Student Files.

3. The table that is being linked is a dBASE IV table.

At the bottom of the dialog box, click the Files of
type drop-down list box and choose dBASE IV.

4. Select the Video.dbf file and ten click the Link
button. If the Select Index Files dialog box appears, 
click the Cancel button.

An alert box appears indicating that Access has
successfully linked the table.

5. On the alert box, click OK.

You are returned to the Link dialog box so that you
can link another table if you choose.

6. Click the Close button.
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7. If necessary, select the Tables tab on the Database
window.

Notice the custom icon for the linked dBASE table.

8. Open the Video table in datasheet view.

Notice the table of video titles. As with any other
Access file, you can browse and modify the contents.

9. Close the table datasheet.

Notes Most table design properties (such as field size and data
type) cannot be modified for a linked table. You can,
however, modify properties that affect how data is
displayed, such as date formats. You can also set default
values and validation rules for fields in linked tables.

Access is often used as a front end for data. Rather than store
data in Access table objects (which can take up a lot of room), 
the data are stored in linked tables using a different database 
application. Since it is relatively easy to create queries, forms, 
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and reports in Access, these tools are then used to manage
the data in the linked tables.

Importing
Spreadsheet
Data

When you used the Import command to copy table objects from one 
Access database to another, Access made the table objects a
permanent part of the new database. When you create a link to an
external table, the table maintains its original file format — it is not
converted to an Access table object.

When you use the Import command, the data that you are copying
does not have to be in Access format, for the Import command will
convert the data as you are copying it. You are going to import
data that was created in a spreadsheet program and notice how
Access converts it to an Access table object.

1. On the File menu, point to Get External Data and
then choose Import.

2. The data to be imported is in the format of an Excel file.

At the bottom of the Import dialog box, click the
Files of type drop-down list box and choose Microsoft 
Excel.

Notice the Excel files that appear in the dialog box.

3. Click the Employees file to select it and then click
the Import button.

After a few moments, the Import Spreadsheet
Wizard dialog box appears. This wizard will walk
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you through as it imports and converts the Excel
spreadsheet data to an Access table.

4. If the spreadsheet file contains multiple worksheets or
named ranges, the wizard will ask you to specify the
worksheet or range that contains the data.

At the top of the dialog box, verify that Show
Worksheets is selected.

The worksheets and ranges that contain data are
listed at the right of the option.

5. Verify that the Salary Table worksheet is chosen.

Notice that the wizard has displayed sample data
for the worksheet at the bottom of the dialog box.

6. Click the Next button.

The second dialog box appears.

Note: If the spread sheet file does not con tain
mul ti ple worksheets or named ranges, the wiz ard
would be gin with this di a log box.

7. If the source file contains the names of the fields in the
first row (e.g., a header row), Access can use it for the
field names as it creates the table object.

At the top of the dialog box, select the First Row
Contains Column Headings option.
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Notice that the first row now appears as a header
row.

8. Click the Next button.

The third dialog box appears.

9. You have to choose where to store the data.

Verify that In a New Table is chosen.

10. Click the Next button.

The fourth dialog box appears.

Access has highlighted the first column of data and
specified certain options for the field. Notice that the 
fist column of data will be imported into the Name
field, which is not indexed.
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11. You can look at the field options for the other fields
that will be imported.

In the sample data, click anywhere in the EMPID
column to select it.

In the Field Options at the top of the dialog box,
notice that Access identifies the Field Name and
indicates that this field will be indexed. By default,
Access creates an index for any field ending with the 
letters id.

12. You are going to change the name of the field.

Change the contents of the Field Name text box to:
EmployeeID

As you type, notice that the name is changed on the
sample table datasheet.

Tip: If you do not want to im port a field, high light
the field and then se lect the Do no im port field (Skip)
check box.

13. Click the Next button.

The next dialog box in the wizard appears.

Access is requesting that a primary key field be
defined. Notice that there are three options available 
for the primary key. By default, Access proposes to
add its own primary key to the table.
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14. At the top of the dialog box, select Choose my own
primary key.

15. You can choose your primary key from the drop-down
list box or by simply selecting it in the datasheet.

Click the EmployeeID column to select it.

Notice that the EmployeeID field has been designated 
as the primary key.

16. Click the Next button.

The last dialog box in the wizard appears.

Access proposes to name the table Salary Table (this
name comes from the spreadsheet’s Sheet Tab).
Notice that you can ask the wizard to analyze the
structure of your table and to display help.
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17. Use the Import to Table text box to name the table
EmployeeSalary and then click the Finish button.

An alert box appears indicating that Access
imported the file to a new table successfully.

18. On the alert box, click OK.

Notice the EmployeeSalary table object.

19. Open the EmployeeSalary table in Datasheet view.

Notice the imported table.

The spreadsheet data has been converted into an
Access table object. You can modify the data or the
table structure just as you would with any other
table object.

20. Close the datasheet.
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Importing
Text Data

Importing data that is in the form of a text file — that is, a file with
no special formatting or characters — is similar to importing
spreadsheet data. When importing text files, however, it is
important to know a little about how the data is organized in the
file. For example, it is important to know how the information in
the file is separated (or delimited). Typically, data in text files are
separated with commas, spaces, or tab marks, although other
characters are possible.

You are going to import a text file as a new Access table object.

1. On the File menu, point to Get External Data and
then choose Import.

2. At the bottom of the Import dialog box, click the
Files of type drop-down list box and choose Text
Files.

3. Click the Clients file to select it and then click the
Import button.

After a few moments, the first dialog box of the Text
Import Wizard appears. Notice the sample data
from the text file.

The first step in the wizard is to choose the
appropriate format for the data — Delimited
(meaning the data are separated by a specified
character) or Fixed Width (meaning the data are
assigned fixed positions in columns).
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4. By looking at the sample data and noticing that the
data is of varying lengths, you can usually assume that
the data is delimited.

Verify that Delimited is selected and then click the
Next button.

The second dialog box in the wizard appears.

Since you indicated that the data was delimited, the
wizard asks you to specify the delimiter. Usually,
the wizard can choose the correct delimiter on its
own. Notice that Tab has already been chosen. This
is why the sample data appears orderly.

5. If the first row of data contains the names of the fields,
you can indicate this to the wizard.

Select the First Row Contains Field Names option.

Notice the field names in the sample data.

6. Sometimes, data files use double or single quotes to
indicate that a particular value should be considered a
text value (as opposed to a number value or a date
value). The Clients file does not do this.

210 Microsoft Access 2003 - Intermediate



Verify that the Text Qualifier drop-down list box
contains {none}.

7. Click the Next button.

The next dialog box in the wizard appears. You can
choose to import the data into a new table object or
into an existing table.

8. Verify that In a New Table is selected and then click 
the Next button.

The fourth dialog box in the wizard appears.

This step allows you to specify certain Field Options 
for the fields that are being imported. If you do not
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want a field to be imported, select the field and then
choose Do not import field (Skip).

9. You are going to change the Data Type for one of the
fields.

In the sample data, select the PostalCode field. (You 
will need scroll to the right to see it.)

Notice in the Data Type box at the top that the
wizard is recognizing this field as a Long Integer data 
type. In fact, the postal code should be a Text data
type.

10. Click the Data Type drop-down list box and choose
Text.

11. Click the Next button.

You are asked to specify the table’s primary key.

12. Since none of the existing fields would make an
appropriate primary key, you will have Access add one
to the table.

Verify that Let Access add primary key is selected
and then click Next.

The final dialog box in the wizard appears. You are
asked to name the new table.
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13. Change the contents of the Import to Table text box
to: NewClients

14. Before finishing the wizard, you are going to look at
some its advanced settings.

At the bottom of the dialog box, click the Advanced 
button.

The Import Specification dialog box appears.

Some of the options on this dialog box were
available in the steps of the wizard. Others (such as
those in the Dates, Times, and Numbers grouping)
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are unique to this dialog box. This dialog box is
similar to the Table Design dialog box. Notice that
you can modify the Field Name and the Data Type
properties for each of the fields to be imported. In
addition you can specify a field to be Indexed, or
even Skip importing a field altogether.

Tip: The Save As but ton will save these im port
spec i fi ca tions in an Im port/Ex port Spec file that can
be cop ied to an other da ta base or used again. The
Specs but ton will al low you to choose one of the
saved Im port/Ex port Spec i fi ca tions that has been
saved.

15. Click Cancel to close the dialog box without making 
changes.

You are returned to the last dialog box in the
wizard.

16. Click the Finish button.

An alert box appears indicating that the text file has
been imported.

17. On the alert box, click OK.

Notice the new table object in the Database window. 
As with the spreadsheet data that you imported, the
text file has been converted to an Access table object
and is now a part of the database file. Modifying the
Clients table object will not affect the original text
file.

Review
Exercise

In order to review the topics presented in this lesson, you are going 
to create a new database file, import some Access objects from
other database files, create a link to an external table, and then
import data from an Excel format file and a text format file.

1. Create a Blank Database with the name NewSchool.

2. Use the Import command to copy the following
objects from the Linking database file to your new
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database (verify that table relationships will be
imported with the objects):

Object type Name
Table Courses
Table HomeRooms
Table Students
Form StudentInformation
Report CreditsEarned

3. Student attendance must be reported to the central
office in a different database format. Therefore, it is
stored in a separate dBASE IV table.

Create a link to the external dBASE IV table
Attend.dbf. There is no index field to include with
the link.

4. The student grades have been stored in an Excel
spreadsheet file.

Import the data on the Grades worksheet of the
StudentGrades Excel file into the NewSchool
database as a new table object. Let Access add the
primary key and name the table StudentGrades.

5. The guardian information has been stored in a tab
delimited text file. The first row of the text file contains
the names of the fields.

Import the data in the Guardians text file into the
NewSchool database as a new table object. As you
import the data, set the Indexed property for the
StudentID field to Yes (No Duplicates). Identify the
StudentID field as the primary key.

6. Now that you have imported and linked tables into the
database, you should verify existing relationships and
set up new ones.

Display the Relationships window and then use the 
Show Table dialog box to display Field Lists for all
tables.

The table objects that you copied from the other
Access database field should have a relationships
between them already.
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7. Create appropriate relationships between the Field
Lists in the window. Arrange the layout so it looks
like the example below.

8. Save the changes to the Relationships window.

End of Lesson 11
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