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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.

Open a blank database.

Note: You can use the New command on the File
menu to open the New File task pane. Blank database
is the first option on the task pane.

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

Name your database /mport and then click the
Create button.

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

On the File menu, point to Get External Data.

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

}’E Irnpart...
%5 Link Tables,..

On the submenu, choose /mport.

The Import dialog box appears. It is just like the File
New Database dialog box.

Import
Lookin: | FLS Access2003 Sudent Files v| @ @@ X Cii B - Took-
72 E)caleulations.mds  Ehmore Controls.mdb

B contrals mdh Ejmore query.mdb

My Recent | [[ZDatashest.mdb Brroperties.mdb

Dacuments B pesign.mdb B queries.mdb
— 2 Edit.mdb B query mdb
@ EFilker.mdb Brelationships.mdb
Desktop @Fnrm Design.mdb @Rapnrts 1.mdb
) Forms.mdb Ereports 2.mdb
aa B trnport.mdb B search.mdb
E) I%jlntsgrity’.mt:lb
My Documents | [ Introduction. mdb
) irking.mdb

@Luukup‘mdb
: Er’ Zrailing Labels.mdb

My Computer @Mnd\fy.mdh

File name: || = ‘ Impart

My Metwork .
o Files of type: |Mi:m5uft Office Access (*.mdb;*,adp;* mda;* mde;*, ade v‘ Cancel 7
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7.

12.
13.
14.

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

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.

Import Objects

Tables |Queries || Farms || Reports || Pages || Macros || Modules|

iatkendance oK
Courses

Fomton
HameRooms Cancel
MathTeam

StudentGrades
Students

If necessary, select the Tables tab.

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

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.

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.

Click the Select All button.

All of the query objects are selected.

Note: Your selections will remain on the other tabs.
Select the Forms tab.
Select the StudentGrades form object.

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
that are available.

Import Objects

| Tables || Queries | Forms |Rep0rts || Pages || IMacros || Modules|

options

MathTeam
MareStudentInformation
StudentCourses

StudentGrades
StudentInformation

o]

Cancel

Select Al
Deselect Al

il

Options == %
Impork Import Tables Import Queries
Relationships (® Definition and Data ® As Queries

[Menus and Toolbars (O Definition Only () s Tables
[importExport Specs

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.

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).

Select the Queries and Tables tabs on the Database
window.

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

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 1V database application.

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.

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

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.

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.

Microsoft Office Access

\14') Successfully linked "WIDED',
On the alert box, click OK.

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

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.

EEX

= Import : Database (Access 2000 file format)

EZopen BDesion Hhew | XK | 20 T
Objects Create kable in Design view
| 1 Tables Create kable by using wizard
&l oueries { (Create kable by entering dal
= H  courses
== F
o B cuardians
Reparts =
.fﬁ Pages =
2  Macros +dB
&2 Modules
Groups
(@ Favarites

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.

[ [ wvoip [ TTLE [ MALESTAR [FEMALESTAR] TYPE [ RATING [ =T
i jioo1] Up Front Rex Binger Margaret Sincla War G Big Pi
| |1002 Front and Cente Rex Binger Margie Sweet | War G Big Pi
| | 1003 The Big Bang |Michael Bomerz Gladys Camma) Adventure PG-13 Megap
| |1004 Here Come The | Charlie Funtte | Lilly August Comedy PG Megap
| |1005 Where's Alice? |Monty Rock Beverly True Musical Maone Topdra
| | 1008 Gopher Gaities | Sam Coles Daphne Tice | Animated G Whims
| | 1007 The Star-Maker|Jed Humphrey |Bonnie Paleus | Dance PG Big Pi
| | 1008 Biyzantine Might Herbert Homes |Janice Cook Historical Maone Topdra
| |1009 Glamarous Galg Vincent Natasie Patricia Jenks | Romance R Megap
| [1010 Dance Street Ul Fred Connel Susan Andres | Dance G Topdra
| [1011 Up The Ladder " *ictor Allen Helenne Lamon| Epic PG Megap
| |12 Born To Be Wild Tary O'Brien Mone Rock Video PG-13 Rvideo
101 Athat Tivna e It | Charlis Funtte | Gloria Gals Cornad =Tt Athirn

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.

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.

On the File menu, point to Get External Data and
then choose /mport.

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.

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

EE Import Spreadsheet Wizard |X|

‘our spreadsheet file contains more than one worksheet or range. Which worksheet or range
would you like?

(®) Show Worksheets
O Show Mamed Ranges

5 =
Deptartments
Sheetz
Sheets
Sheet4
Sheets v

Sample data For worksheet 'Salary Table',

1 Mame EMFID [Department Balary -
2z Ewverett PNC3Z5 Wetwork 55,000

3 [Cox [IC355 Metwork 55,000

4 Martin HD 4535 Help Desk [30,000

5 [Marren HD150 Help Desk BO0,000

6 [Puma [C555 Network 150, 000 LI
7 o

< Back [ MNext = ][ Finish ]
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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.

B Import Spreadsheet Wizard

Microsoft Access can use your column headings as field names For your table, Does the first
row specified contain column headings?

[[]{First Row Contains Column Headings

arne EMFID [Department Palary o
wverett PC3Z25 MNetwork 65, 000

ox FIC358 Network &5, Q00
artin HD493 Help Desk [E0,000
Arren HD150 Help Desk [B0O,000
urnE [C555 Network (50,000 LI

T i

’ Cancel ] ’ < Back l Mext = ][ Einish ]

=0 [ - S [

Note: If the spreadsheet file does not contain
multiple worksheets or named ranges, the wizard
would begin with this dialog 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

Trow.
Marne EMPID |[Department |Salary
LEverett [C325 Hetwork 55, 000 -
iCDx [IC358 Network 55,000
ilMart,in HD493 Help Desk [F0,000
iwarren HD150 Help Desk [B0O,000
ipu.ma [IC5558 Network (50,000
iJDhnStDn CF3i44 [Services (15,000 j
| 2

8. Click the Next button.
The third dialog box appears.

ES Import Spreadsheet Wizard

® n a Mew Table

‘where would you like to store your data?

‘fou can skore your data in a new kable or in an existing table,

(O In an Existing Table:

N are EMPID [Department |[Salary
LEverett [IC325 Wetwork 55,000 =
Z [Cox [IC355 Metwork 55,000
3 Eartin HD493 Help Desk [F0,000
| 4 arren HD150 Help Desk 0,000
iPu.ma [IC555 Metwork 50,000
iJDhnst,Dn CF344 Bervices M5, 000 LI
L i
[ Cancel ] [ < Back I Mext = l [ Firish ]

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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ES Import Spreadsheet Wizard |z|

‘fou can specify information about each of the Fields vou are imporking.  Select fields in the
area below, ¥ou can then modify Field information in the 'Field Options' area.

r—Field Options
rede: MEE | cwene [ |
Indexsd. [ Do ot import feld {5ke)

EMPID |Department Salary
etwork 55,000 =
eLwork 55, 000

elp Desk [F0,000
elp Desk pO,000

etwork (50,000

ervices 45,000 LI
2

[ Cancel ] [ < Back. I Mext = l[ Finish ]

You can look at the field options for the other fields
that will be imported.

In the sample data, click anywhere in the EVMPID
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.

You are going to change the name of the field.

Change the contents of the Fie/d Name text box to:
EmployeelD

As you type, notice that the name is changed on the

sample table datasheet.

Tip: If you do not want to import a field, highlight
the field and then select the Do no import field (Skip)
check box.

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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| DR
- R
= REEE T
2w ey wun
4+

Microsoft Access recommends that you define a primary key for
wour new table, & primary kew is used ko uniquely identify each
record in wour table, It allows vou ko retrieve data more quickly,

@ELet Access add primary key.

HRE K R (O Choose my own primary key,  |[Mame v |
(O Ma primary ey,
EmployeeID |Department |S3alary
[Ewverett [C325 [letwork 55,000 o
[IC3558 fletcwork 55,000
HMD493 HMelp Desk {0,000
2 B HD150 Help Desk [0,000
[IC555 fletcwork 150,000
|6 | ohnston CF344 Bervices  [@5,000 -
Al 2
[ Cancel ] [ < Back I Mexk = Finish ]

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 EmployeelD column to select it.

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

| PR
2w g
ENEEER R
2 s unn Han
& e

() Choose my own primary key.
(O M primary key.

(O Let Access add primary key,

Microsaft Access recommends that you define a primary key Far
wour new kable, & primary kev is used to uniquely identify each
record in your table, It allows you to retrieve data more quickly.

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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EE Import Spreadsheet Wizard |z|

That's all the information the wizard needs ko import wour data.

Import to Table:

[ 1 would like & wizard to analvze my table after importing the
data,

[ Display Help after the wizard is finished.

’ Cancel ]’ < Back ] Mext =

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.

Import Spreadsheet Wizard

0l ) Finished importing File 'C:A\FLS Access2003 Student Files\Emplovees.xls' to table ‘Emploveesalary’.

18. On the alert box, click OK.

Notice the EmployeeSalary table object.

19. Open the EmployeeSalary table in Datasheet view.
Notice the imported table.

| | | EmployeelD | Department | Salary
wal CF344 Serices 45000

CF780 Services 38000

HD150 Help Desk 80000

HD493 Help Desk 30000
| | HDE70 Help Desk 58000
| |Everett MNC325 Metwark B5000
| | Cox MC355 Metwark B5000
| |Melzan MC400 Metwark 55000
| |Puma MCass Metwark 50000
*

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 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 /mport.

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.

EE Import Text Wizard |X|

‘four data seems ko be in a 'Delimited’ Format, IF it isn't, choose the Format that more correctly
describes your data.

(®) Delimited - Characters such as comma or tab separate each Field

) Fixed ‘Width - Fields are aligned in columns with spaces between each field

Sample data from file: C:YFLS ACCESS2003 STUDENT FILESYCLIENTS. TXT.

1 TitleOFirstNameOLastNameOCompanyd3treetOCicyOdStateOp| ~
Zz Mr.03coctO3coverd01213 Banks StObhugustcaOMEOOOZ 76

3

4

5

6

r.OTinONurphyOElue Hills 3ailingdl17 Brown CircleONe
=.0inna0%antos0Union GazettedZ15 Mill 3t0Winston—3s
r.OElizabethORuizO0Mercy HospitalOS508 Canal 3c00r lan
r.OFRobertOBell0078 Pine LanedPotowacOMDOZO0SS54 LI

E 2
< Back. [ Mext = l[ Finish ]

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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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.

EE Import Text Wizard |z|

What delimiter separates wour fields? Select the appropriate delimiter and see how wour text
is affected in the preview below,

Choose the delimiter that separates your fields:

) Semicalon ) Comma () 5pace O other: l:l

[ First Riow Cortains Field Mames Text Gualifier:
Title [FirstMName [LastName Company Ftreet o
Mr poott Rprover 1213 Ea
Mr Tirm Murphy EBlue Hills ZSailing |17 Erow
M= lLnna Fantos [Mhion Gazette £15 Mil
Dr Elizaheth Ruiz Mercy Hospital 505 Can
Mr . [Robert Bell . = lj"ine LI
L o

’ Cancel ] ’ < Back l Mext = ]’ Einish ]

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.

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.

Title |[FirstMame |[LastName COmpaRnY Street

M. Foott Frover 1213 Ba|
[Mr . [Timm Murphy [Blue Hills 3ailing |17 Brow
M=, hnnea Fantos [nion Gazette 15 Mil
Dr. Elizabeth Ruiz Mercy Hospital 505 Can
M. Fobert Fell [fS& Pine
. (i lan Cameron [RBC Consulting 1 Eilke LI
i 2

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.
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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.

ES Import Text Wizard |2|

‘fou £an store your data in a new table or in an existing table.

Wwhere would vou like to store your data?

(@) In a New Table

(O In an Existing Table: v

Title |[FirstName |[LastNamme Company Street

Mr . oot prover 1213 EBal| =~
Mr . Tim Murphy Blue Hill=s Sailing |17 Erow
M=. linna Fantos [Mhion Gazette £15 Mil
Lr. Elizshbeth Fuiz Mercy Hospital 05 Can

Mr . [Robhert Eell 78 Pine
Mr. |Llamn [Carmeron IWEC Consulting 1 Kilke LI
T 2

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

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

The fourth dialog box in the wizard appears.

EE Import Text Wizard |Z|

‘fou can specify information about each of the fields you are importing, Select fields in the
area below, ¥ou can then modify field information in the 'Field Options' area.

Field Cptions

Fetiane: ot e 158 -
Indexed: [] Do nat impart field (Skip)

Title |[FirstMame |LastName Company Street
I Ccott Frtover 1213 Bal| =~
I irn Murphy EBlus Hills Sailing 17 Brow
I nna Fantos [Union Gazette E15 Mil
I lizabeth [Fuiz Mercy Hospital 05 Can
I okbert Eell 78 Pine
I lan Cameron WEC Consulting M Kilke LI

] 2l
’ Cancel ] ’ < Back l Mext = ][ Finish ]

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 Posta/Code 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.

ES Import Text Wizard

Microsoft Access recommends that you define a primary key For
wour new kable, & primary key is used to uniquely identify each
record in your kable, It allows you ko retrieve data more quickly.

R

ki W R @ELet Access add primary key,

i () Choosa my awn primary key. b

(O Mo primary ke,

IDn Title |[FirstName [LastMNamne Company St

r oottt Ftover 12 | ~

r. Tim Murphy Elue Hills 3ailing 17

= linna Fpantos Mnion Gazette £l

r. Elizabeth [Ruiz Mercy Hospital 150

r [Fobert Eell 75

r. lLlan Cameron ILEC Consulting £3 LI
I 2

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

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.

14.

EE Import Text Wizard |Z|

That's all the infarmation the wizard needs ta import vour data.

Import to Table:

[ 1 would ke a wizard ko analyze my table after importing the
data,

[ Display Help after the wizard is finished.

Coms ) (oo ] we

Change the contents of the Import to Table text box
to: NewClients

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.

ES Clients Import Specification
File Format: (®) Delimited Eield Drelimiter: {tabl W o

© Fixed Width Text Qualfier:
Cancel
v|

Language: |Eng|ish
Code Page: |OEM United States w |

—Dates, Times, and Mumbers
Date Order: Faur Digit Years
Diate Delimiter: [] Leading Zeros in Dates

Time Defimiter: [ | Decimal Symbol: ||

Field Information:

| | Field Mame Data Type Indexed
3] Text Mo

Firsthlame Text Mo

Lasthame Text Mo

Compan Text Mo

Street Text Mo

it Text Mo

State Text Mo

PostalCode Text ‘es (Duplicates O

[

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 button will save these import
specifications in an Import/Export Spec file that can
be copied to another database or used again. The
Specs button will allow you to choose one of the
saved Import/Export Specifications 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.

Import Text Wizard

\ 1 ) Finished importing File 'C:\FLS Access2003 Student FilesiClients.bxt' to table 'Clients',

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.

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 /mport 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 /ndexed property for the
StudentID field to Yes (No Duplicates). 1dentify 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.

5§ Relatio hips

HomeRooms Students Attend

HomeRoom STUDENTIC
HRTeacher DATE

ATTEMDAMCE

Guardians
SudentlD A
Contactl

Relationshipl RT—
C15treet StudentGr...

C1city

s
>

|~

8. Save the changes to the Relationships window.

End of Lesson 11



