Instructions for Importing an Early Vote Data File into Microsoft Access

1. Start Microsoft Access

2. Select the Create a new database using — Blank Access database option as shown below:

— Create a new database using

% Blank Access database:
—

™ Access database wizards, pages, and projects
===

é ™ Dpen an existing file

P\ InfoRequesksiInfoReqdb

P02 _CFiElection

F:\Peachtres) 20032003 _Resulks

Databasesivemnacs j

Ik I Cancel |

3. Click the OK button

4. Select the location on your computer where you want to store the database and provide a file
name as shown in the example below:

File Hew Database

Save in: ||ﬁ| TEMP j &= & B * Tools -

File narne: |Ear|y\-'u:utingFiIes.mdh

j n Creake |
Save as fype: |Micru:nsu:nft Access Databases (*.mdb) j Cancel

5. Click the Create button

6. Select the Tables database object




7. Click the New button (to create a new table)

8. When the New Table dialog appears, select the Import Table option as shown below:

Dakasheet Wiew
Design Yiew
Table Wizard

Irnpart Table

Link. Tabl
This wizard imports kables and i 1able

objects from an external File
into the current database,

9. Click the OK button

10. When the Import dialog appears, change the Files of type selection to Text Files (*.txt; *.csv;
*tab; *.asc)

11. Navigate to the location where you unzipped the Early Vote data file (e.g.,
EVPubRegPriDayl.txt) and select it as shown in the example below:

Import
Loak in: |l|i'l THTFiles j &= & X 0 * Tools -
Mame | Size | Type | Modified |
5 i [£l i 85 KB Programmer's F... 7/20/2004 &:...
E’] PublicabsReq. bk 3976 KB Programmer's F.., 7/20/2004 9:,.,

File name: | ﬂ = Import |
Files af tvpe: |Text Files {* Exki*, cowy® kaby ™, asc) j Carcel

12. Click the Import button

13. The Import Text Wizard dialog should now appear, select the Delimited format option as shown
on the next page



Bl Import Text Wizand E|

Your data seems to be in a 'Delimited Format. IF it isn't, choose the Format that more correctly
describes vour data,

) iDelimited - Characters such as comma or tab separate each Field

" Fized Width - Fields are aligned in colurns with spaces between each field

Ln
]
=

ple data From file: V:\PUBLICREQUESTS|WEBINFOIEYMBWER) TR TFILES|EVPUBREQPRIL

"o, ro0Te565", "CLAESCHN, JOYCE RUBY ™, "873-7955", "ozl ~
"o, 0471337, "SHEETS, MARY VIRGINIL ", "363-2513", "
"M r0ZZel162", "MCDONALD, ZTEVEN DALE ", "369-4423", ™
"or012e992 M, "GUILLORY, FREAMNCIS ADRIAN ", "363-0544
roor. ro01eYe0", "MCDONALD, LYNETTE MARIA ", "HNo Phone™
"M MO3Z26103", "THOMAS, ERCMALD ", "363-1552",M"325 AN_:J

i
Advanced. .. Cancel | Mext = | Einish |

14. Click the Next > button

B2 R R

|

15. On the next screen of the wizard, set the Choose the delimiter that separates your fields
option to Comma and set the Text Qualifier to double-quotes (*) a s shown below:

B Import Text Wizand §|

What delimiter separates yvour fields? Select the appropriate delimiter and see how wour bexk
is affected in the preview below,

Choaose the delimiter that separates your figlds:

" Tab " Semicalon ) ;EEH'HE """""""" " Space " Other: I_

[~ First Row Contains Field Mames Text Qualifier: | -
po79565 CLAESCON, JOYCE RUEBY B78-79538 (6200 Fi &«
0471337 BHEET:S, MARY WIRGINIL FE3-2818 00 LI
Dezelesd MCDONALD, 3TEVEN DALE Fe9—-4423 E01 YEI
D1z2699:2 GUILLORY, FRAWNCIS ADRTIALN F63-0544 7112 ERi
DO1e760 MCDONALD, LYNETTE MARTL [lo Phone 01 YEI
0326103 [THOMAS, RONALD 363-1552 (325 AN'::

KIN 2l
Advanced, .. Cancel < Back | Mext = | Einish |




16. Click the Next > button

17. The next screen of the wizard will ask you where you want to store your data — make sure the
option In a New Table is selected as shown on the example below:

B Import Text Wizard E|

‘ou can skore your data in a new table or in an existing table.

Where would vou like ko store wour daka?

% In a New Table

" In an Existing Table: I

FigFieldz |Field3 Field4d Fields
ooO79565 [CLAESON, JOYCE RUEBY E7e-7958 (6200 Fli‘
0471337 PHEETS, MARY WVIRGINIAL FE3-2818 E0O0 LI
D2z26l6:2 MCDONALD, 3ITEVEN DALE bo9-4423 E01 YEI
0126992 |ZUILLORY, FRAMNCIZS ADRILAN FE3-0544 [7112 R
ooi6760 MCDONALD, LYNETTE MARIL Mo Phone EQO1 YEI
0326103 [THOMAS, RONALD FE3—1552 [F25 m'ﬂ

K [l
Advanced... Cancel < Back | Mext = | Finish |

18. Click the Next > button
19. Click the Next > button to skip the next screen of the wizard

20. The next screen of the wizard will allow you to specify a primary key for the new table — select the
No primary key option as shown in the following example:

Bl Import Text Wizard E|
Microsoft Access recommends that vou define a primary key for
= wour new table, & primary key is used to uniquely identify each

PR record in your table, It allows you to retrieve data more quickly,

=2 BHERE ]

3 .

7 ::: ::: ::: " Let Access add primary key.

) s s b £ Choose iy awn primary key, | i
¢ ha primary key. :

FigField2 |Field3 Field4 Field5s
pO79565 CLAESCON, JOYCE RUEBY B75-73558 200 Fi -~
0471337 FHEETS, HMARY VIRGINIL F63-2518 00 LI
D2zZelez MCDONALD, STEVEN DALE Fo9-44z3 201 YEI
0126992 [FUILLORY, FRAWNCIS ADRIAN F63-0544 7112 RJ
pole7e0 MCDONALD, LYNETTE MARIA [l Phone (01 YEI
0326103 [THOMAS, RONALD F63-1552 [EZ5 E'.N'j

2| 2

Advanced, .. Cancel < Back. | Mext = | Einish |




21. Click the Next > button
22. The final screen of the wizard will ask you to name the new table — accept the default or enter a
descriptive name for the new table as shown in the example below:

B Import Text Wizand f'5_<|

That's all the information the wizard needs ko import vour data.

Import to Table:

[ Iwould like a wizard o analyze my table after imparting the
data,

[ Display Help after the wizard is Finished,

Advanced. .. Cancel < Back | Einish |

23. Click the Finish button

24. Monitor the Import status bar located in the lower left-hand corner of the main Microsoft Access
application window as shown in the example below (this is how you will know that the data file is
being imported):

Impgrt |llllll

25. Once the import has completed, click on the OK button of the confirmation dialog that will appear
as shown below:

Import Text Wizard PS_<|

i Finished imparting file ":\PublicRequests)WebInfol EYMEWeE! THTFiles\EVPUbReqPriDay 1 . bxt' to kable
'EVPubRegPrilayl’,
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