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Importing Data Into Access 1 
Reference Database: My Project Database.accdb  

Importing data from other applications is an efficient method of setting up tables 

where that data is already available.  The import process allows you to import 

records into a new table or add records to an existing one.  Although, in order to 

add records to an existing table, the fields to which you are importing must already 

match the fields from the source file. 

Access allows you to import from a variety of applications.  Those include 

databases such as FoxPro, Paradox, and Dbase, as well as spreadsheet 

programs like Excel or Lotus 123.  Microsoft Excel is a good intermediary 

application between Access and other program files that Access cannot directly 

read. 

Once the data is in Access, you can edit records, add new records, modify the 

design of the table, and create queries, forms, and reports based on that new data. 

In addition, you can use the Link Table option to bring data into Access while still 

leaving it in its “native” format (i.e., Excel).  In this way you can create queries, 

forms, and reports, as well as, perform data entry while other users can still use 

the data in their original program.  A link is established so that any data changes 

will reflect in Access as well as in the original program. 

In addition to importing, data can also be exported from Access to a variety of 

formats such as Excel, Text, PDF, as well as to other Access databases. 

The External Data Tab in the ribbon of Access contains commands to manage 

importing and exporting. 

IMPORTING AND EXPORTING DATA 

External Data Tab in Microsoft Access Database 

1 
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Importing Data Into Access 

IMPORTING DATA INTO ACCESS 

Steps: 

 Open the database for which you want to import data 

 Click the External Data tab in the Access command ribbon 

 In the Import Group, select the type of file format that matches the data 

from which you want to import (i.e. Excel) 

 In the Get External Data dialog box, browse to the location that contains 

the source data file 

 After choosing the file, select the option that best fits the method of 

bringing the data into your database (i.e. Import, Append, or Link) 

 Click OK to start the Import Wizard process 

Get External 

Data Dialog 

Box Options 
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IMPORT WIZARD PROCESS 

Once the source file is chosen and the preferred import option is selected, the Im-

port Wizard dialog box process begins.  This steps you through a series of options 

that can be placed on the imported data.   The ranges from allowing the data to be 

imported by the entire sheet or a named range,  whether the top row of the data 

contains the field headings, designating a primary key field, and whether any fields 

should be excluded from importing.  Once the process is complete, the imported 

data will be available as a table in the Access database. 

Steps: 

 In the first Import Wizard Box, select whether to import the Entire Sheet (Show 

Worksheets) or by a Named Range (Show Named Ranges)  

 Click Next 

 In the second Import Wizard Box, confirm that the first row of the data range 

contains the field headings (First Row Contains Column Headings) 

 Click Next 

 In the third Import Wizard Box, click into any fields not to be imported and se-

lect the checkbox option... Do Not Import Field (Skip)  

 Click Next 

 In the fourth Import Wizard Box, decide whether a primary key designation 

should be added by Access, manually selected by you, or not to  

designate a primary key  

 Click Next 

 In the fifth Import Wizard Box, specify a name for the new table 

 Click Next 

 In the last Import Wizard Box, confirm that Access has completed the import 

process and whether you want to save the import information (to run without 

using the wizard process again) 

 Click Finish 

Importing Data Into Access 

1 
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IMPORTING DATA INTO ACCESS 

Import Wizard Box #1 

 Select whether to import the Entire Sheet (Show Worksheets) or by a Named 

Range (Show Named Ranges)  

1 
Importing Data Into Access 
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Import Wizard Box #2 

 Confirm that the first row of the data range contains the field headings (First 

Row Contains Column Headings) 

IMPORTING DATA INTO ACCESS 

Importing Data Into Access 

1 
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Import Wizard Box #3 

 Click into any fields not to be imported and select the checkbox option... Do Not 

Import Field (Skip)  

IMPORTING DATA INTO ACCESS 

1 
Importing Data Into Access 
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 Decide whether a primary key designation should be added by Access, manually 

selected by you, or not to designate a primary key  

Import Wizard Box #4 

IMPORTING DATA INTO ACCESS 

Importing Data Into Access 

1 
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 Specify a name for the new table 

Import Wizard Box #5 

IMPORTING DATA INTO ACCESS 

1 
Importing Data Into Access 
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 Confirm that Access has completed the import process and whether you want to 

save the import information (Save Import Steps checkbox) to run without using 

the wizard process again in the future 

Save Import Steps Box #1 

IMPORTING DATA INTO ACCESS 

Importing Data Into Access 

1 
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 If Save Import Steps checkbox is chosen, enter a name for the saved import 

and a description.  Access also provides an option to integrate with Microsoft 

Outlook with the Create Outlook Task checkbox. 

Save Import Steps Box #2 

IMPORTING DATA INTO ACCESS 

1 
Importing Data Into Access 



Microsoft Access 2007 Database Training For The Haas School of Business, UC Berkeley -  Dash Designs Consulting 

C
 H

 A
 P

 T
 E

 R
 

11 

 

 To Run a saved import select the Saved Imports command on the Imports 

Group on the External Data tab 

 Select the saved import and click the Run button 

Run Saved Import Box 

IMPORTING DATA INTO ACCESS 

Importing Data Into Access 

1 
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IMPORTING DATA INTO ACCESS 

Completed Imported Table 

1 
Importing Data Into Access 
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LINKING DATA FROM EXTERNAL APPLICATIONS 

Linking Data Into Access 2 

As previously mentioned, external data can be linked to an Access database using 

the import process. 

This option is selected in the Import screen when the file type to import is chosen 

(i.e. Excel, Access, or Text) 

The Link Table option allows you to bring data into Access while still leaving it in 

its “native” format (i.e., Excel).  In this way you can create queries, forms, and 

reports while other users can still update the data in the original source program.  

A link is established so that any data changes will reflect in Access as the data is 

updated in the original program. 

In some databases, to help work around the limited size of an Access database 

(2GB), linking tables from the original database into the “production” database 

where queries and reports are created minimizes the size of that database.   

One limitation of linking data rather than importing the data is that you will not be 

able to control which fields are imported, can’t add or edit data in Access, 

change field properties,  or set Primary Key fields. 

The External Data Tab in the ribbon of Access contains commands to manage 

importing and exporting. 

Steps: 

 Open the database for which you want to link data 

 Click the External Data tab in the Access command ribbon 

 In the Import Group, select the type of file format that matches the 

data from which you want to import (i.e. Excel) 

 In the Get External Data dialog box, browse to the location that con-

tains the source data file 

 After choosing the file, select the option Link in the Get External Data 

dialog box 

 Click OK to start the Import Wizard process 
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LINKING DATA FROM EXTERNAL APPLICATIONS 

2 
Linking Data Into Access 

Get External Data Dialog Box Options 

 After choosing the file, select the option Link in the Get External Data 

dialog box 
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LINKING DATA FROM EXTERNAL APPLICATIONS 

Linking Data Into Access 

2 

Linking Data Wizard #1 

 Select whether to link data from the Entire Sheet (Show Worksheets) or by a 

Named Range (Show Named Ranges)  
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LINKING DATA FROM EXTERNAL APPLICATIONS 

2 
Linking Data Into Access 

Linking Data Wizard #2 

 Confirm that the first row of the data range contains the field headings (First 

Row Contains Column Headings) 
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LINKING DATA FROM EXTERNAL APPLICATIONS 

Linking Data Into Access 

2 

Linking Data Wizard #3 

 Specify a name for the new table 
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LINKING DATA FROM EXTERNAL APPLICATIONS 

2 
Linking Data Into Access 

Linking Data Confirmation Box 

Navigation Pane Displaying Linked Table 
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EXPORTING DATA FROM ACCESS 

Exporting Data From Access 3 

Exporting data from an Access database allows you to use that table query, or 

report data in a program that is better suited to perform tasks necessary for that 

information. 

For example, using a table or query in Access you can export the data into an Excel 

worksheet to create numeric analysis that can be shared easier with co-workers.  

That same table or query can be exported into Word within a departmental report 

or used to perform a  mail merge with a master document. 

The External Data Tab in the ribbon of Access contains commands to manage 

importing and exporting. 

Steps: 

 Open the database for which you want to link data 

 Click the External Data tab in the Access command ribbon 

 In the Export Group, select the type of file format that matches the data 

from which you want to export (i.e. Excel) 

 In the Export Destination dialog box, browse to the location where you 

want to store that data file 

 Type a name for that new file and click Save 

 Select the preferred export options such as… 

 Export Data With Formatting and Layout 

 Open Destination File After Export Operation Is Complete 

 Export Only Selected Records 

 Click OK to start the Export process 

 Click Close to complete the process  

 (Note: you can save the export information for future use) 
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EXPORTING DATA FROM ACCESS 

3 
Exporting Data From Access 

Export Data Dialog Box 

 Select the preferred export options such as… 

 Export Data With Formatting and Layout 

 Open Destination File After Export Operation Is Complete 

 Export Only Selected Records 
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Exporting Data From Access 

3 

Save Export Steps Box 

EXPORTING DATA FROM ACCESS 

 Click Close to complete the process  

 If you select Save Export Steps, enter a name and description 

 Click Save Export button to complete process 
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3 
Exporting Data From Access 

Exported Data Into An Excel Worksheet 

EXPORTING DATA FROM ACCESS 


