
 

Databases: Importing & Exporting Data 

 
Importing (Populate the Database) 
In many situations, tables are populated by direct data entry - ideally through a purpose-built form 
that has appropriate validation and verification controls built in.  
 
This process is sensible where, for example, the data is being captured through a phone 
conversation and the speed of entry is controlled more by the human interaction rather than the 
speed by which the computer can accumulate information. 
 
If the data already exists in electronic format then attempts should be made to import the data 
directly into the tables. This is quicker and much more reliable. 
 
Importing data 
If data that is to be used in a database is already available in another form, it makes sense to import 
the data electronically, thus avoiding the possibility of errors made when re-entering the data. 
 
However, it may be complex to do so. Importing can be a dangerous and sometimes time-
consuming job. Things can go wrong and, if the file is large, it will not be possible to check the 
accuracy of every single entry. It is recommended that small tests are done on a limited number of 
records to make sure that the technique chosen is working. 
 
Some common formats of files that can be imported are explained below. 
 
Delimited files 
Some files are stored as text but with a delimiter to separate the fields and a hard return to separate 
records. In the example shown below, the delimiter is a comma. 
 
 
 
 

Note that text fields are always contained withi
 

"ASO1","Psion Finance Pack",3.0
"BH61","Usernet Software/86",7.
"BR45","LAN ROM kit (Diskless 
"BR51","Usernet2 LAN Board -a",7
"BV22","AST Prem.Workst. 203 i.
'CS03","Mouse Adapter (25way-9)
CX31","AST Premium 286 FastRAM
"DF61","Psion Oxford Dictionary
"DS12","AST Premium 286 Model 9
"DWOl","Floor stand (800)",9.00
"EW22","AST Premium White Moni
"FD03","AST Premium 286 Model 8
"FD31","AST Premium/386 390 90M
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Note Delimiter - a character used to separate fields when data
is stored as plain text. The delimiter most often used is the
comma, hence the term comma-delimited file. 
n inverted commas. 

0,25.00,"Sl",10.00 
00,25.00, "S3",10.00 
PC)",27.00,25.00,"S1",50.00 
5.00,25.00,"S2",75.00 
44,EGA",3.00,25.00,"S1",10.00 
",90.00,25.00,"S1",90.00 
 2000",5.00,25.00,"S1",10.00 
",8.00,25 .00,"S2",10.00 
0",53.00,25.00,"S1",50.00 
,25.00,"S1",10.00 
tor",53.00,25.00,"S1",60.00 
5",90.00,25.00,"S1",50.00 
B",0.00,25.00,"S2",10.00 
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Spreadsheet input 
If data is already held in spreadsheet format you can import the data directly into the database. When you 
make the choice to import a file, change the file filter to see spreadsheet files and navigate to the 
appropriate directory - this will allow you to select the appropriate file. 
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If the spreadsheet has named ranges then you can select from these, as seen in Figure 18.19. This is 
particularly useful if the spreadsheet layout is complex and the data you wish to import is only in 
part of a sheet. 
 
It is important that the spreadsheet is in a simple format, without additional rows or columns of 
cells that do not form part of the actual data to be imported. The top row is normally interpreted as 
a heading line with field names in each column. 
 
Subsequent screens in the wizard allow you to add a new auto primary key field as needed and 
decide whether the imported data should go into a new table or an existing one. 
As an alternative to importing the data, it is possible to link tables in appropriate formats to an 
existing database. This has the advantage that the data is stored only once if another application 
also needs to use the data in its original format. 
 
Exercise           

1 What is a comma-delimited file? 
2 What other file type can easily be imported into a database? 

 
 
 
Exporting data 
Data can be exported from Microsoft Access into a variety of formats.  
 
Sometimes the data can be exported directly into a format that is understood by another 
application package or system, for example Excel, Word or an HTML document. At other times 
it is necessary to export to a low level file, such as a simple text file, to allow transference of the 
data to the widest set of systems.  
 
However, it may also mean that much of the extra information in terms of field attributes will be 
lost. A number of types of objects can be exported apart from tables; these include reports and 
queries, although the types of formats allowable may be restricted. 
 
How to Export Data 

1 Select a table or query in your database. 
 
2 Select Export data from the File menu.  

You will be prompted to choose a file name and a file type. 
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