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Importing into Microsoft Access 7.0

1. Open: Microsoft Access,  click  File,  New Database.
2. From the New Database Screen - choose General,  double click Blank Database.

3. In File New Database,  go to  File name,  and choose a name for your new database,  click Create.

4. At this point your Data Base opens up with:

Tables/Queries/Forms/Reports/Macros/Modules:  Click Tables,  click File,  click Get External Data,  click Import.

5. An Import Window opens:

At the Files of Type:  Choose Text Files.  At the Look In:  find drive & directory where file is located. Your file to be imported should be in the import  viewing window.

Click on your File to highlight it then click Import.
6. A Text Import Wizard Window opens - From Choose the format that best describes your data; choose Delimited  Click Next.  Characters such as comma or tab separate each field.  You can now choose the delimiter that separates your fields.

Choose Comma (,) and Text Qualifier: ( “ ).
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Click Next Choose store my Data in a New Table.  Click Next ,  you can specify information about each Field, Field Name:  Data Type:  Indexed:          Do not import field (skip).  Change to whatever is most appropriate (e.g., Currency for  “assists”  field).

8.  Click Next.  Microsoft Access recommends that you define a primary key for your New Table.  Select  “Let Access add your Primary Key”.  Click Next.

9. Click Finish.

If after following these steps you still need assistance,  please call Microsoft at

 800-936-3500
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