IMPORTING INFORMATION FROM AN ACCESS DATABASE

It is easy to import information from one or more of the standard Access objects, such as tables,
queries, forms, and reports. When a table is imported, you have the option of importing just the
table definition or both the definition and the data. When an Access object is imported, the entire
object is imported as an object of the same name in the active database. The option of importing
selected fields or records is not available. If the active database already has an object of the same
name, Access imports the object with a number added to the end of its name. To import an object
from an Access database, complete the steps below:

% Click the External Data Tab.

% In the Import Group, click Access.

% The Get External Data-Access Database window will display (see illustration below).

Get External Data - Access Database e |

Select the source and destination of the data

Spedfy the source of the data.

File name: IC: \Documents and Settingswhouse My Documents{Training WAccess \Access 2007 Browse. .. |

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

{+ Import tables, queries, forms, reports, macros, and modules into the current database.
If the spedified object does not exist, Access will create it. If the specified object already exists, Access will append a number to the

name of the imported object. Changes made to source objects (induding data in tables) will not be reflected in the current 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. Changes made to the data in Access will be reflected in the
spurce and vice versa. NOTE: If the source database requires a password, the password will be stored with the linked table.

oK | Cancel

o,

» Choose one of the options as described in the illustration above.
% The Import Objects dialog box will appear (see illustration on next page).
» This dialog box contains tabs for all the objects in the database.
> The first lists that will appear are the tables in the database.
» Click any of the other object tabs to import a different object.
% Click the name of the table or object that is to be imported.
> If the Select All button was clicked, all the tables in the list would be imported into the
active database.
> When the Deselect All button is clicked, none of the objects in the list will be selected.
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% Click the Options button to select what is to be imported.

> Several options appear below the list of tables or objects.

» Choose any of the options by clicking on the check box or option button.
% When all the options have been selected, click the OK button.
% The New Table should now appear in the list of tables in the database.




