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How to Import Excel Into Access

Accessis arelational database manager that allows you to import one or multiple Excel databases into its system
S0 you can match common fields between or among them. Because a single Access file can contain multiple
Excel spreadsheets,...

Part 1 of 3:

Preparing to Import Excel into Access
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Open both programs on your computer. Y ou will need to purchase and download a Microsoft Office
package that includes both Excell1] and Access. Y ou can do this online through the Microsoft site.
1. Once the programs are downloaded, click "Start" in Windows and select "All Programs.[2]
2. Click on "Microsoft Office," and then select "Access' (or "Excel") from the drop-down menu. Y ou
may already have an Excel spreadsheet created that someone el se sent you or that you downloaded
from elsewhere. Having Office on your computer allows you to open it.
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Clean up your Excel spreadsheet beforeimporting it into Access. It will make it easier if you do afew
simple steps before you import the Excel spreadsheet into Access. The key isthat your data must be
consistent between imported spreadsheets. 3]

1. It'sagood ideato make sure that the first row in the Excel spreadsheet contains your column
headers (or field names), and that these are very clear and easy to understand.[4! For example, for a
column containing people's last names, you may want to call the column header/field name "last
name." Be clear and precise because it will make it easier when you try to match column headersin
one Excel sheet with another.

2. Access allowsyou to link common fields between two or among many spreadsheets. Let's say you
have an Excel sheet that contains payroll information. It includes people's first and last names,
addresses, and salaries. Let's say for the sake of argument that you want to match that sheet within
Access to a second Excel sheet that contains information about campaign finance contributions. This
second sheet contains people€'s names, addresses, and donations. What Access allows you to do isto
match different column headers with one another. Y ou could link name headers to see which people
of the same name appear in both databases, for example.

3. Scan the Excel sheetsto make sure that each type of datais handled the same way, and clean it up
before importing it into Access.[®] 1t must be what Access calls "relational.” For example, if the
hypothetical spreadsheet for payroll contained first name, last name and middle initial in one
column, but the second spreadsheet contained only first name and last name in separate columns,
Access will register this as no match. There needs to be matching column headers/fields.
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Split information within a column in Excel. To take care of thisissue, you may want to split information
in a column within Excel, so that it doesn't erroneously register asa"no match" in Access.

1. Asan example, you may want to split the first name into its own column, the middleinitia into its
own column, and the last name into its own column. If it's already done the same way in the second
spreadsheet, when you link, say, last name with last name in Access, it should generate matches
when the names are the same.

2. To split acolumn in Excel, highlight the column that has information you want to split in it. Click
on "data'in the toolbar within the Excel program. Click on "text to columns." Generally, you will
choose the option "delimited.” Click next.
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Continue using the wizard to split merged columns. Now you are ready to complete the process of
splitting merged information in one column into multiple columns.



1. Choose how the data within the column is "delimited.” This means that each piece of information in
the column is separated by something. Most common choices include a space, a comma, or a semi-
colon. Often the information is just separated by a space. Asin the following example: let's say the
name "John A. Doe" appearsin asingle column. The first name John is separated from the middle
initial A by a space. The last name Doe is separated from the middle initial A by a space. So choose
space in the delimited wizard.

2. Click next. Click finish. The program should split John, A., and Doe into three columns. Y ou can
then give the new columns new header names to indicate the kind of information housed in them
(last name, first name, etc.). It'sagood ideato create several blank columnsto the right of the data
you're splitting before you do it because it will push the datainto the new blank columns (instead of
columns that aready contain information).
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I mporting Excel into Access
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Open the Access program on your computer. Go to the start menu, choose Microsoft Office, and click
on Microsoft Access. Y ou need to open anew blank Access database to import the Excel sheet into it.

1. Choose "blank desktop database” to create a new database within the Access program.

2. Giveit anew nameif you want. Click "create."
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Import an Excel spreadsheet into Access. The next step isto pull the Excel spreadsheet (or more than
one) into the Access database.

1. Click on "External Data" in the toolbar once you are within the Access database manager. Choose
"Excel.”[6]In some versions of Access, you will find this function by clicking on "file" in the toolbar
and "Get External Data."[”]

2. Whereit says"file name," click "browse." Thiswill alow you to find your Excel sheet on your
computer.

3. Leave the box checked that says "import the source data into a new table in the current database.” It
will be checked by default.

4. When you find the Excel spreadsheet you want to import on your computer, click onit. Click "OK."
Thiswill take you into the wizard for importing Excel into Access.

Part 3 of 3:

Using the Wizard to Complete the Importing Process
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Go through the steps on the wizard that appear s within Access. To complete the process of importing
your spreadsheet, you need to compl ete the steps in the wizard.

1. Choose the worksheet within the Excel spreadsheet that you want to import. Sometimes, thisis
simple because the Excel spreadsheet is just one sheet. However, sometimes people create multiple
pages within asingle Excel spreadsheet, which you can see by clicking on the tabs at the bottom of
the spreadsheet. If thisis the case, you need to tell the Access wizard which spreadsheet you are
choosing. Click next.

2. The next page has a box asking if the first row in the Excel sheet has column headings. This means
the row in a spreadsheet that identifies the data in each column (such as last name, address, salary,
etc.). It'sagood ideaif you cleaned up your Excel sheet first to make sure that the first row has
clearly defined column headings. Then, just check yes that the first row contains column headings.
Thisisthe simplest approach. Click next.

3. If your first row does not contain column headings, the next page asks you if you want to rename
what are called "fields" in Access (these are column headings). If you did not already name each
field something clear and easy to recognize before importing (recommended), then you can do it
here.
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Finish theimporting process. There are only afew steps left in the importing process. The next pagein
the wizard will ask if you want to identify a primary key.
1. You don't haveto do this, but you can. A primary key means the computer program will assign each
{g]w of information a unique number. This can be helpful later on when sorting the data. Click next.

2. Thefinal screen in the wizard has a space providing a default name. Y ou can change the name of the
Excel sheet you are importing (it will become a"table" in Access on the left side of the page when
you finish importing it).

3. Click "import." Click "close." You will see your table on the left side of the screen. It is now
imported within Access.

4. 1f you want to link more than one data set, repeat this process with another or multiple Excel
spreadsheets. Now, you are ready to match the data in the sheets within Access.

Y ou finished reading the article "How to Import Excel Into Access' edited by the TipsM ake team. We hope
this article has provided you with many useful tech tips and tricks. Y ou can search for similar articles on tips and
guides. Thank you for reading and for following us regularly.
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