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Select the source and destination of the data

Specify the source of the data.

File name:  |c; \Documents and Settings\TamerSaid My Documents),

Browse...

Specify how and where you want to store the data in the current database.

(3} Import the source data into a new table in the current database.

If the spedified table does not exist, Access will create it. If the spedfied 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,
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(%) Show Worksheets
() show Named Ranges

Sample data For worksheet 'Sheetl',

Your spreadsheet file contains more than one worksheet or range. Which worksheet or range would you like?
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row spedfied contain column headings?

[#]First Row Contains Column Headings .
: b

Microsoft Access can use your column headings as field names for your table. Does the first
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You can spedfy information about each of the fields you are importing. Select fields in the are

information in the 'Field Options' area.

Field Options
Field Mame:  gEN=
Indexed: Mo w

Data Type: |Text

[] Do notimport field (Skip)
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Microsoft Access recommends that you define a primary key for your new
L= uniguely identify each record in your table. It allows you to retrieve data
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P () Let Access add primary key.
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& Import Spreadsheet Wizard

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

Import to Table:
Sheetl
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Save Import Steps

Finished importing file 'H: \access\Suppliers. xlsx’ to table ‘ExcelSheet'.
Do you want to save these impart steps? This will allow you to quickly repeat the operation without using th

Save import steps

Save as: Import-Suppliers

Description:

Create an Qutlook Task.

If you regularly repeat this saved operation, you can create an Outlock task that reminds you when it is tim
The Outlook task will indude a Run Import button that runs the import operation in Access,

[ create Qutiock Task
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Hint: To create a recurring task, open the task in Outlook and dick the Recurrence button on the Task tab.

Save Import ] L Cancel I
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Link to the data source by creating a linked table

Specify how and where you want to store the data in the current database.

() Append a copy of the records to the table:

to the source data will not be reflected in the database.

(%) ‘Link to the data source by creating a linked table.:

() 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 spedified table already exists, Acce
with the imported data. Changes made to the source data will not be reflected in the database. ’

If the spedified table exists, Access will add the records to the table. If the table does not exist,f
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Access will create a table that will maintain a link to the sour&data in Excel. Changes made to t( ‘\—du‘ ‘—"}Jﬁg\ ‘J.%B.Li g;\—m"}

reflected in the linked table. However, the source data cannot be changed from within Access.
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