Instructions for Importing a Voter List Data File into Microsoft Access 2010

1. Download and save the file to a desired location on your computer (“My Documents”, for

example)
File name: COUNTY_ACTIVE zip -
Save as type: [WinZip File (*.zip) v]
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2. Navigate to saved file location and extract the .zip file with your operating system’s unzip utility (in
the screenshot below, WinZip is used)

3. Start Microsoft Access

4. Select the Blank database from the “ Available Templates” section as shown below:
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1. 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 Name
Databasel.accdb =3
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2. Click the Create button

3. Select the External Data tab
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4. Click the “Text File” selection on the ribbon under the “Import & Link” Section.
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5. Click the Browse button and navigate to the location where you unzipped the data file (e.qg.,
senate_1_all.txt) and select it as shown in the example below and click open:
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6. Ensure settings are set like below and click the OK button.
Get External Data - Text File X

Select the source and destination of the data

Specify the source of the data.

File name: |c:\tempsenate_1_all txt

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

@ Import the source data into a new table in the current database.
If the specified table does not exist, Access will create it. If the spedified table already exists, Access might overwrite its contents
with the imported data. Changes made to the source data wil not be reflected in the database. f
| Append a copy of the records to the table: | Tzp|=1
If the spedified table exists, Access will add the records to the table. If the table does not exist, Access will create it. Changes made
to the source data will not be reflected in the database.

1 Link to the data source by creating a linked table.

Access will create a table that will maintain a link to the source data. You cannot change or delete data that is linked to a text file.
However, you can add new records,

[ OK ] [ Cancel ]
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7. The Import Text Wizard dialog should now appear, select the Delimited format option as shown
on the next page

p \
=] Import Text Wizard ==

‘Your data seems to be in a ‘Delimited’ format. If itisn't, choose the format that more correctly
describes your data.

(@ Delimited - Characters such as comma or tab separate each field

Q.Fixed Width - Fields are aligned in columns with spaces between each field

]
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ple data from file: C:\TEMP\SENATE_1_ALL.TXT.

"STATUS", "BPRECINCT", "CONGRESS", "ASSEMELY", "SENATE", "COMMISSION", "EDUCATION™, "REGENT", 1| &
"A"’ "2 666", "4”' "01", Hl", HBH' ”4"’ "l", H3H’ "N]’_‘?H’ "N]’_SH, HN]’_‘!H' HJO:_]N"’ rrT:_lomsrr' HMDLANDH’ LR
"A"’ HZ 666", "4”' "01", Hl", HBH' ”4"’ "l", HBH, "N]’_\FH’ "N]’_SH, HN]’_‘!H' HRENEEH’ HmIEH' HMDLANDH’ "
rnT, ma4g4m, mgn wiTn mwin mEm omgm owim wERe wygpye eiLle, "NLVT, "MICHLEL", "D", "RAGENES", "V, T
LM, M24E3M, man miTw mim wgm mgm mim wgm wgLye wNLIn CNLY®, PTUNMAGA", "0, "ARTTUIT, m, me v
LM, M244EM man miTw mim wgm mgm mim wgm wyNLyw wNL4n NLY®, "PATTY", "SUE"™, "RALDERS", "M, "
"IM, mp4g4m, mam migm wim wgEm mgm mim mEm wNLy® wNL1T, "NLVT, "RANCE", "LOVELL", "RARON", "JH
nIm, mpT52M, man migw mim wgm mgm mgm wgw woow omge wyLye wROBINT, "EKRISTINAT, "RARONT, w0
nIm,mp45TM, Man molm mim wREm mgm min mEw wNLyM WNL4AT, "NLYT, "DAVIDT, "7, "ARZAMT, "W, "MT, "H
ML, M244gm, man mgiw mlm wgm mgm mim wgw wygLyw wNL4n WNLYW, "ADITA", "CUDAL™, "ABAT, nn, nn
nam, mp44gm manm mglm wim wgm mgm minm mEw wqLyM wL4T WNLYT, "DAVID, "7, "ABA", "7, "0 "DEM
ML, M2449M man mgim mim wgm mgm mim wgw wNLyw wNL4n, PNLY®, "DIOST, "N, WABAM, "MW, ww wDEMN
nam, ma0QET, Man molm, mim WM mgm min o mcw wNLyM WNL3T, "NLVT, "ALICIAT, "V, "ABACA", "W, "EW, T
M| [1a"ar, m2456m, man migw minm wgm wgm miw wpw eNLYM WNL4AM, "NLV", "ANGELA", "GARRIDO"™, "ABAD", " v|
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8. Click the Next > button

9. On the next screen of the wizard:

v' set the Choose the delimiter that separates your fields option to Comma,

v' set the Text Qualifier to double-quotes (*)

v" check “First Row Contains Field Names” as shown below:

L

=2] Import Text Wizard

What delimiter separates your fields? Select the appropriate delimiter and see how your text s affected in the preview below.

Choose the delimiter that separates your fields:

() Tab () Semicalon (@ Comma (7) Space () Other:
EFirst Row Contains Field Names Text Qualifier: - E
STATUS |PRECINCT |CONGRESS |ASSEMELY [SENATE [COMMISSION [EDUCATION |[REGENT |SCHOOL [CITY |WARD [TC
e FE&E 14 01 i B 3 1L B MLV MNL3 PL| =~
e FEeaE 14 01 i B 3 1L B FMLY MWL3 PHNL
e 464 14 L7 i B 3 1L B MLV NL1 PHNL
B 463 3 L7 1L B 1 1L E MLV NL1 HL
B 2246 3 L7 1L B 14 1L E WMLV NL4 NL
Iz 2264 3 L7 1L B 14 1L E WLV NL1 HL
Iz 2752 14 L7 il B 14 14 B CC 10 FL
1T 2457 E3 101 1L B 14 1L B MLV NL4 HNL
B 2445 14 101 1L B 14 1L B MLV NL4 HNL
B 2445 14 101 1L B 14 1L E MLV NL4 HNL
Y 445 14 01 i B 14 1L B MLV HNL4 RHL
Y 008 14 01 i B 14 1L I MLV HWL3 ML
e 456 14 L7 i B 14 1L B WLV HNL4 RHL
e 454 14 L7 i B 14 1L B WLV HNL4 RHL ﬂ
2 2
Cancel ] [ < Back ] [ MNext > ] [ Einish ]

10. Click the Next > button




11. Leave the options in this screen as-is and click the Next > button.
==] Import Text Wizard ——— (o]

You can spedfy information about each of the fields you are importing. Select fields in the area below. You can then modify field
information in the 'Field Options' area.

Field Options
Field Name: Data Type: |Text E'
Indexed: No [=] Do not import field (Skip)

STATUS ([PRECINCT |[COMGRESS |ASSEMELY (SENATE ([COMMISSION [EDUCATION (REGENT |SCHOOL |CITY |WA_RD TC|
BE6 =3 01 ul B 12 ul =] LV L3 L =~
BEG =3 01 ul E 12 ul E LV L3 L
464 14 17 1 B 14 il B LV L1 WL
463 =3 17 ul B 12 ul =] LV L1 JL
445 =3 17 ul E 12 ul E LV L4 L
464 14 17 1 B 14 il B LV L1 WL
T52 =3 17 ul B 12 14 =] (i [TL
457 =3 01 ul E 12 ul E LV L4 L
449 14 01 1 B 14 il B LV L4 WL
449 =3 01 ul B 12 ul =] LV L4 L
449 =3 01 ul E 12 ul E LV L4 L
Q08 14 01 1 B 14 il - LV L3 WL
456 =3 17 ul B 12 ul =] LV L4 L
484 =3 17 ul E 12 ul E LV L4 L v|
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Advanced... | Cancel | | < Back | [ Mext = ] | Einish |
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12. 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:

r w
5] Import Text Wizard —— [
Microsoft Access recommends that you define a primary key for your new table. A primary key is used to
G uniguely identify each record in your table, It allows you to retrieve data more quickly,
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: ::: ::: ::: Let Access add primary key.

Gl i Choose my own primary key. El

o primary key. H
STATUS [PRECINCT |[CONGRESS |[ASSEMBLY |SENATE |COMMISSION [EDUCATICN [REGENT [SCHOOL |CITY [WARD |TC)
B 666 14 101 L E 3 L B WLV NL3 HNL| ~
P Le66 14 o1 1L B 14 1L & WLV PNL3 PHL
P 2464 14 L7 1L B 14 1L & WLV NL1 RHL
ey 2483 14 L7 1L = 14 1L B MLV NL1 PL
ey 2448 14 L7 1L = 14 1L B WMLV PML4 PL
L 484 14 L7 L = 14 1L B FLY MNL1 HNL
Iz 2752 14 7 L E 1 £3 =} IcC 1 FIL
Iz 2457 14 101 L E 1 u =} WMLV NL4 RHL
B [F449 14 101 L E 3 L B WMLV NL4 RHNL
B [F449 14 101 L E 3 L B WMLV NL4 RHNL
B [F449 14 101 L B 3 L & WMLV NL4 RHL
P 2oosg 14 o1 1L B 14 1L - WLV PNL3 PHL
P 2458 14 L7 1L = 14 1L B WMLV PML4 PL
ey 2484 14 L7 1L = 14 1L B WMLV PML4 PL ﬂ
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13. Click the Next > button



14. 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:
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==] Import Text Wizard [

That's all the information the wizard needs to import your data.

Import to Table:

Senate 1 all

[ T would like & wizard to analyze my table after importing the data.

o] [
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15. Click the Finish button

16. Once the import has completed, click on the Close button of the confirmation dialog that will
appear as shown below:
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Save Import Steps

Finished importing file 'C:\temp'senate_1_all. tut' to table 'Senate_1_all'.

Do you want to save these import steps? This will allow you to quickly repeat the operation without using the wizard.

|:| Save import steps

Close
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