
Integration Feature

Objectives
You will have mastered the material in this Integration Feature when you can:

• Import from or link to an Excel 
worksheet

• Import from or link to an Access 
database

• Import from or link to a text fi le

• Export data to Excel, Word, and 
text fi les

• Publish a report

• Export and import XML data

Sharing Data Among 
Applications

Microsoft Offi ce Access 2007
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Integration Feature Introduction
It is not uncommon for people to use an application for some specifi c purpose, only to 
fi nd later that another application may be better suited. For example, an organization 
initially might use Excel to maintain data on inventory only to discover later that the 
data would be better maintained in an Access database. This feature shows how to use 
data from other applications in Access. It also shows how to make Access data available to 
other applications.

Project — Sharing Data Among Applications
Camashaly specializes in sales of used computers and computer equipment. Employees 
have been using Microsoft Excel to automate a variety of tasks for several years. When 
determining to keep track of prices, item descriptions, serial numbers, and other data on 
the items for sale, the administrators originally decided to maintain the data as an Excel 
worksheet. Employees recently completed Microsoft Offi ce training and now have decid-
ed they need to maintain the data in an Access database. They have two choices. They can 
import the data, which means to make a copy of the data as a table in the Access database. 
In this case, any changes made to the data in Access would not be refl ected in the Excel 
worksheet. The other option is to link to the data in the worksheet. When data is linked, 
the data appears as a table in the Access database, but is, in fact, maintained in its original 
form in Excel. Any changes to the Excel data are thus automatically refl ected when the 
linked table is viewed in Access. In this arrangement, Access would typically be used as a 
vehicle for viewing and querying the data, with actual updates being made in Excel.

Figure 1 illustrates the conversion process. The type of worksheet that can be con-
verted is one in which the data is stored as a list, that is, a collection of rows and columns 
in which all the entries in a column represent the same type of data. In this type of list, 
the fi rst row contains column headings rather than data. In the worksheet in Figure 1a, 
the fi rst row contains the labels, which are entries indicating the type of data found in 
the column. The entry in the fi rst column, for example, is Item Id, indicating that all the 
other values in the column are Item Ids. The entry in the second column is Description, 
indicating that all the other values in the column are descriptions. Other than the fi rst 
row, which contains the labels, all the rows contain precisely the same type of data shown 
in the Access database in Figure 1b: an item Id in the fi rst column, a description in the 
second column, the number of units on hand in the third column, and so on.
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(a)
Microsoft 
Excel 
Worksheet

fi rst row contains column 
headings that convert to 
fi eld names in table

data

Item worksheet tab

Figure 1

fi eld names

Item table tab

data

(b) Microsoft Access Table

As the fi gures illustrate, the worksheet, shown in Figure 1a, is copied to an Access 
table, shown in Figure 1b. The columns in the worksheet become the fi elds. The column 
headings in the fi rst row of the worksheet become the fi eld names. The rows of the work-
sheet, other than the fi rst row, which contains the labels, become the records in the table. 
In the process, each fi eld will be assigned the data type that seems the most reasonable, 
given the data currently in the worksheet.

Organizations that currently use Access for their data needs often fi nd that they 
need to export the data to other applications. JSP Recruiters has determined that it needs 
to make some of the data in its database available to other applications. Some users need 
the data in Excel; others want it placed in a Microsoft Word document. Still others want 
the ability to receive a report by e-mail.

You can export (copy) data from an Access database so that another application (for 
example, Excel) can use the data. Figure 2a on the next page shows the Recruiter-Client 
query exported to Excel and Figure 2b on the next page shows the same query exported 
to Word. 

At times you may want to send a report to a user by e-mail. It would be prohibitive 
to send the whole database to the other user, just so the user could print or view the report. 
In addition, doing so would require the other user to have Microsoft Access installed. A 
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better way is to publish the report as either a PDF or XPS (XML Paper Specifi cation) fi le. A 
user with the appropriate software then can view and print the fi le. In Figure 2c, the report 
appears in the XML Paper Specifi cation viewer. It looks just as it does in Access.

Excel worksheet contains data 
from Recruiter-Client query

Figure 2

Word table contains data 
from Recruiter-Client query

(a) Recruiter-Client Query Worksheet

(b)
Recruiter-

Client 
Query 

Table in 
Word

Bubble height
One line bubbles - 1p1
Two-line bubbles - 1p8
Three-line bubbles - 2p3
Four-line bubbles - 2p10

COMP: Make sure arrows 
are pointing precisely where 
the Art MS indicates - they 
cannot even be slightly off

reportXML Paper 
Specifi cation Viewer

(c) XPS Version of Recruiter Financial Report

JSP Recruiters also would like to export the Client and Recruiter tables in such a 
way that they can be imported easily to a database used by a related organization, JSP 
Consulting, that handles various accounting functions for JSP Recruiters. The users have 
learned that the easiest way to do this is to use XML (Extensible Markup Language), 
which is a language that defi nes data records on a page, allowing for exchange of data 
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Guidelines for Sharing Data Among Applications

1. Identify sources of external data for the database. Does data already exist that you 
should incorporate into your database? Determine whether the data is in an Excel 
worksheet, another database, a text fi le, or some other application.

2. Determine whether the data you have identifi ed is in an appropriate format. Is it a 
collection of rows and columns in which all the entries in a column represent the same 
type of data? Does the fi rst row contain column headings rather than data? Is the data 
separated by tabs or by commas?

3. Determine whether changes made to the data in the original data source should be 
refl ected in the Access table. If so, linking to the data source is the appropriate action. If 
not, importing the data would be appropriate.

4. If the source of data is an Access database, determine whether, in addition to the tables, 
there are other objects to be imported. If you import tables, you also can import queries, 
forms, and reports based on those tables. If, for example, the other database contained a 
report based on a table you are importing, you can import the report as well, thus saving 
you the effort of having to recreate the report.

5. For data in your database that you want to make available to others, determine whether 
exporting the data is appropriate. If you export the data, any changes that others make 
to the data will not be refl ected in your database. If it is acceptable that these changes 
are not refl ected, then exporting is appropriate. If not, the data will need to be linked. 
Linking must take place within the other application.

6. If data is to be exported, determine the destination application. The application that will 
receive the data determines the export process to be used. Common choices are Excel and 
Word. You also can export to text fi les in a variety of formats. For applications to which 
you cannot directly export data, you often can export an appropriately formatted text 
fi le that the other application can import. To make reports available to others, rather 
than exporting the report, you can publish the report, which is the process of making the 
report available to others on the Web. You can publish the report in either PDF or XPS 
format, so you would need to determine which is appropriate for the person who wants 
to be able to view the report.

When necessary, more specifi c details concerning the above decisions and/or actions 
are presented at appropriate points in the feature. The feature also will identify the use of 
these guidelines in sharing data as shown in Figures 1 and 2 on pages AC 207 and AC 208.

Plan 
Ahead

between dissimilar applications. The XML format allows you to export and import both 
data and structure of multiple related tables in a single operation.

Overview
As you read through this feature, you will learn how to share data among applications 

by performing these general tasks: 

• Import an Excel worksheet into an Access table
• Export a query to Excel
• Export a query to Word 
• Publish a report as an XPS fi le
• Export multiple tables to an XML fi le
• Import multiple tables from an XML fi le

Project — Sharing Data Among Applications   AC 209

PDF and XPS Formats
Before you export to PDF 
and XPS formats, check 
to make sure you have 
the PDF or XPS button 
in the Export group on 
the External Data tab. If 
not, you must fi rst install 
a free add-in program. 
To learn more about 
installing the add-in, 
type PDF in the Access 
Help window and follow 
the instructions. If you 
are using a computer 
in a school or work 
setting, check with your 
instructor or IT staff 
before installing any 
add-in program.

B
T
W
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Starting Access
If you are using a computer to step through the project in this chapter and you want your 
screen to match the fi gures in this book, you should change your screen’s resolution to 
1024 � 768. For information about how to change a computer’s resolution, read 
Appendix E.

To Start Access

The following steps, which assume Windows is running, start Access.

1  Click the Start button on the Windows taskbar to display the Start menu.

2  Point to All Programs on the Start menu to display the All Programs submenu and then 
point to Microsoft Offi ce on the All Programs submenu to display the Microsoft Offi ce 
submenu.

3  Click Microsoft Offi ce Access 2007 on the Microsoft Offi ce submenu to start Access and 
display the Getting Started with Microsoft Offi ce Access window.

4  If the Access window is not maximized, click the Maximize button on its title bar to 
maximize the window.

To Create a New Database

Before importing data from another application to an Access database, you must 
ensure that a database exists. If there is no database, then you need to create one. The 
following steps create a database on a USB fl ash drive that will store the items for 
Camashaly.

1  With a USB fl ash drive connected to one of the computer’s USB ports, click Blank Database 
in the Getting Started with Microsoft Offi ce Access screen to create a new blank database.

2  Type Camashaly in the File Name text box and then click the ‘Browse for a location to put 
your database’ button to display the File New Database dialog box.

3  Click the Save in box arrow to display a list of available drives and folders and then click 
UDISK 2.0 (E:) (your letter may be different) in the Save in list to select the USB fl ash drive 
as the new save location.

4  Click the OK button to select the USB fl ash drive as the location for the database and to 
return to the Getting Started with Microsoft Offi ce Access screen.

5  Click the Create button to create the database on the USB fl ash drive with the fi le name, 
Camashaly.

C6165_ACC_SF.4c.indd   210C6165_ACC_SF.4c.indd   210 3/7/07   9:54:51 AM3/7/07   9:54:51 AM



A
cc

es
s 

In
te

g
ra

ti
o

n
 F

ea
tu

re
  

Identify sources of external data for the database: Excel worksheet.
You need to decide whether it is appropriate for data you currently keep in an Excel work-
sheet to be kept in a database instead. The following are some common reasons for using a 
database instead of a worksheet:

1. The worksheet contains a great deal of redundant data. As discussed in Chapter 1 on 
pages AC 10 and AC 12, databases can be designed to eliminate redundant data.

2. The data to be maintained consists of multiple interrelated items. For example, the JSP 
Recruiters database maintains data on two items, clients and recruiters, and these items 
are interrelated. A client has a single recruiter and each recruiter is responsible for several 
clients. The JSP Recruiters database is a very simple one. Databases easily can contain 
many separate, but interrelated, items.

3.  You want to use the powerful query and report capabilities of Microsoft Access.

Plan 
Ahead
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Importing or Linking Data From Other 
Applications to Access
The process of importing or linking an Access database uses a wizard. Specifi cally, if the 
data is imported from an Excel worksheet, the process will use the Import Spreadsheet 
Wizard; if the data is linked to an Excel worksheet, the process will use the Link 
Spreadsheet Wizard. The wizard takes you through some basic steps, asking a few 
simple questions. After you have answered the questions, the wizard will import or link 
the data.

Determine whether the data you have identifi ed is in an appropriate format: 
Excel worksheet.
Before importing or linking the Excel worksheet you have identifi ed, you need to make 
sure it is in an appropriate format. The following are some of the actions you should take to 
ensure correct format:

1. Make sure the data is in the form of a list, a collection of rows and columns in which all 
the entries in a column represent the same type of data.

2. Make sure that there are no blank rows within the list. If there are, remove them prior to 
importing or linking.

3. Make sure there are no blank columns within the list. If there are, remove them prior to 
importing or linking.

4. Determine whether the fi rst row contains column headings that will make appropriate 
fi eld names in the resulting table. If not, you might consider adding such a row. In gen-
eral, the process is simpler if the fi rst row in the worksheet contains appropriate column 
headings.

Plan 
Ahead
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To Import an Excel Worksheet

After Camashaly managers identifi ed that a worksheet named Computer Items contains data that should be 
in a table in the database, they would import the data. You import a worksheet by using the Import Spreadsheet 
Wizard. In the process, you will indicate that the fi rst row in the Computer Items worksheet contains the column 
headings. These column headings then will become the fi eld names in the Access table. In addition, you will indicate 
the primary key for the table. As part of the process, you could, if appropriate, choose not to include all the fi elds 
from the worksheet in the resulting table. 

The following steps import the Computer Items Excel worksheet.

1
• Click External Data on the Ribbon 

to display the External Data tab 
(Figure 3). COMP: Make sure arrows 

are pointing precisely where 
the Art MS indicates - they 
cannot even be slightly off

External 
Data tab

Excel button 
(import from 
Excel workbook)

Text File button 
(import from 
text fi le)

XML File button 
(import from 
XML fi le)

default table

Import 
group

Access button 
(import from 
Access database)

Figure 3

2
• Click the Excel button 

in the Import group 
on the External Data 
tab to display the Get 
External Data – Excel 
Spreadsheet 
dialog box.

• Click the Browse 
button in the Get 
External Data – Excel 
Spreadsheet 
dialog box.

• If necessary, click the 
Look in box arrow 
and then click 
UDISK 2.0 (E:) to 
select the USB fl ash 
drive in the Look in 
list as the new open 
location. (Your drive 
letter might be 
different.)

• Click the Computer 
Items workbook, and 
then click the Open 
button to select the 
workbook (Figure 4).

option 
button to 
import data 
into a new 
table

option button to 
import data into 
an existing table

option button to 
link table to the 
workbook data

OK button

Browse button

drive E: selected

Get External Data - Excel 
Spreadsheet dialog box

Computer Items 
workbook selected

Figure 4

Camashaly 
database open
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3
• With the option 

button to import the 
data to a new table 
selected, click the OK 
button to display the 
Import Spreadsheet 
Wizard dialog box 
(Figure 5).

What happens if I 
select the option 
button to append 
records to an 
existing table? 

Instead of the 
records being placed 
in a new table, they 
will be added to the 
existing table, pro-
vided the value 
in the primary key 
fi eld does not 
duplicate that on an 
existing record. 

First Row Contains 
Column Headings check 
box (should be checked)

Q
&

A
Importing or Linking Data From Other Applications to Access   AC 213

data in 
worksheet

Import Spreadsheet 
Wizard dialog box

Next button

Figure 5

4
• If necessary, click 

First Row Contains 
Column Headings to 
select it. 

• Click the Next button 
(Figure 6).

When would I 
use the options on 
this screen? 

You would use 
these options if you 
wanted to change 
properties for one or 
more fi elds. You can 
change the name, 
the data type, and 
whether the fi eld is 
indexed. You also can 
indicate that some 
fi elds are not to be 
imported. 

Figure 6

Next button

Import Spreadsheet 
Wizard dialog box

fi eld options

Q
&

A

First Row Contains 
Column Headings check 
box (should be checked)
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7
• Because the Item Id 

fi eld, which is the 
correct fi eld, is 
already selected as 
the primary key, click 
the Next button. 

• Be sure Item appears 
in the Import to 
Table text box. 

• Click the Finish 
button to import the 
data (Figure 9).

Figure 9

Close button

check box to save 
import steps

message indicates 
that the import 
process is complete

6
• Click the ‘Choose 

my own primary 
key.’ option button 
(Figure 8).

How do I decide 
which option button 
to select? 

If one of the fi elds 
is an appropriate 
primary key, choose 
your own primary 
key from the list of 
fi elds. If you are sure 
you do not want a 
primary key, choose 
No primary key. 
Otherwise, let Access 
add the primary key. 

Next button

click arrow if you need 
to select a different fi eld 
as the primary key

correct fi eld already 
selected for primary key

option button to choose 
primary key selected

Figure 8

Q
&

A

5
• Because the Field 

Options need not 
be specifi ed, click 
the Next button 
(Figure 7).

Figure 7

option button to let 
Access add a primary key

option button to 
omit primary key

option button to 
choose primary key
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8
• Click the Save import 

steps check box to 
display the Save 
import steps options.

• If necessary, type 
Import-Computer 

Items in the Save as 
text box.

• Type Import data 
from Computer 

Items workbook 

into Item table 
in the Description 
text box (Figure 10).

When would I create 
an Outlook task? 

If the import 
operation is one 
you will repeat on 
a regular basis, 
you can create and 
schedule the import 
process just as you 
can schedule any 
other Outlook task. 

Q
&

A

name of saved 
import steps

description of 
saved import steps

check this box to 
create an Outlook task

Save Import 
button

Figure 10

Other Ways

1. Right-click Table1 : 
Table in Navigation 
pane, point to Import, 
click appropriate 
fi le format 

9
• Click the Save Import button to 

save the import steps (Figure 11).

Figure 11

table just imported

default table

Using the Access Table
After the Access version of the table has been created, you can use it as you would 

any other table. You can open the table in Datasheet view (Figure 1b on page AC 207). 
You can make changes to the data. You can create queries or reports that use the data in 
the table.

By clicking Design View on the table’s shortcut menu, you can view the table’s 
structure and make any necessary changes to the structure. The changes may include 
changing fi eld sizes and types (for those that may not be correct), creating indexes, specifying 
the primary key, or adding additional fi elds. If you have imported multiple tables that are to be 
related, you will need to relate the tables. To accomplish any of these tasks, use the same steps 
you used in Chapter 3. 
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Linking versus Importing
When an external table or worksheet is imported, or converted, into an Access 

database, a copy of the data is placed as a table in the database. The original data still 
exists, just as it did before, but no further connection exists between it and the data in the 
database. Changes to the original data do not affect the data in the database. Likewise, 
changes in the database do not affect the original data.

It also is possible to link data stored in a variety of formats to Access databases by 
selecting the ‘Link to the data source by creating a linked table’ option button on the Get 
External Data - Excel Spreadsheet dialog box rather than the ‘Import the source data into 
a new table in the current database’ option button (Figure 4 on page AC 212). With 
linking, the connection is maintained.

When an Excel worksheet is linked, for example, the worksheet is not stored in 
the database. Instead Access simply establishes a connection to the worksheet so you can 
view the data in either Access or Excel. Any change made in the worksheet will be visible 
immediately in the table. For example, if you change an address in Excel and then view 
the table in Access, you would see the new address. If you add a new row in Excel and 
then view the table in Access, the row would appear as a new record. You cannot make 
changes to the table in Access. If you want to add, change, or delete data, you must make 
the changes in the worksheet because the data is stored in an Excel workbook.

To identify that a table is linked to other data, Access places an arrow in front of the 
table (Figure 12). In addition, the Excel icon in front of the name indicates that the data is 
linked to an Excel worksheet.

Figure 12

Excel icon

linked worksheet

symbol indicates 
linked object

The Linked Table Manager
After you link tables between a worksheet and a database or between two databases, 

you can modify many of the linked table’s features. For example, you can rename the linked 
table, set view properties, and set links between tables in queries. If you move, rename, or 
modify linked tables, you can use the Linked Table Manager to update the links. To do 
so, click Database Tools on the Ribbon to display the Database Tools tab. Then click the 
Linked Table Manager button on the Database Tools tab. The Linked Table Manager 
dialog box that appears includes instructions on how to update the links.

To Close a Database

The following steps show how to close the database.

1  Click the Offi ce Button to display the Offi ce Button menu.

2  Click Close Database on the Offi ce Button menu.

Saving Import Steps
When you save the steps 
that import data from 
a Microsoft Offi ce Excel 
2007 workbook, Access 
stores the name of the 
Excel workbook, the 
name of the destination 
database, and other 
details, including 
whether the data was 
appended to a table or 
added to a new table, 
primary key information, 
fi eld names, and so on.

B
T
W
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Importing from or Linking to Data in Another Access 
Database

Just as you can import data from an Excel worksheet, you can import data from 
another Access database. Similarly, just as you can link to data in an Excel worksheet, you 
can link to data in another Access database.

Identify sources of external data for the database: Access database.
You need to decide whether it is appropriate for you to import or link data in another 
Access database. The following are some common reasons for importing from or linking to 
another database:

1. You want to combine two databases into one. By importing, you can copy all objects 
(tables, queries, forms, reports, and so on) from one database to the other.

2. You want to create tables that are similar to tables in another database. When importing, 
you can choose to copy the table structure without the data. The table created in the 
process will have all the fi elds and fi eld properties of the original, but will be empty.

3. You want to copy a collection of related objects from another database. In one operation 
you could, for example, copy a table along with all queries, forms, and reports that are 
based on that table.

4. You have several databases, but data in some tables is the same, for example, the 
Client table must be shared between some of the databases. By linking, any updates to 
the table in the source database are immediately available to anyone using any of the 
other databases.

Plan 
Ahead

TO IMPORT DATA FROM ANOTHER ACCESS DATABASE

The following steps would import data from another Access database into the 
database that is currently open.
1. Click the Access button in the Import group on the External Data tab.
2. Select the database containing the data to be imported.
3. Be sure the ‘Import tables, queries, forms, reports, macros, and modules into the 

current database’ option button is selected and click the OK button.
4. In the Import Objects dialog box, select the tables, queries, forms, reports, macros, 

and/or modules you wish to import and then click the OK button.
5.  Decide if you wish to save the import steps.

TO LINK TO DATA IN ANOTHER ACCESS DATABASE

The following steps would link tables in another Access database into the database 
that is currently open.
1. Click the Access button in the Import group on the External Data tab.
2. Select the database containing the tables to be linked.
3. Click the ‘Link to the data source by creating a linked table’ option button to link and 

then click the OK button.
4. In the Link tables dialog box, select the tables you wish to link and then click the 

OK button.
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Text Files
Text fi les contain unformatted characters including both readable characters, such 

as numbers and letters, and some special characters, such as tabs, carriage returns, and line 
feeds. Typical extensions for text fi les that can be imported or linked into Access databases 
are txt, csv, asc, and tab. 

To be able to use a text fi le for importing or linking, it must be organized into 
records (rows) and fi elds (columns). Records and fi elds can be organized in two ways: 
delimited fi les and fi xed-width fi les. 

In delimited fi les, each record is on a separate line and the fi elds are separated by 
a special character, called the delimiter. Common delimiters are tabs, semicolon, com-
mas, and spaces. You also can choose any other value that does not appear within the fi eld 
contents. The csv (comma separated values) fi le often used in Excel is an example of a 
delimited fi le. 

In fi xed-width fi les, the width of any fi eld is the same on every record. For example, 
if the width of the fi rst fi eld on the fi rst record is 12 characters, the width of the fi rst fi eld on 
every other record also must be 12 characters. 

Identify sources of external data for the database: text fi le.
You need to decide whether it is appropriate for you to use external data stored in a text 
fi le. The following are some common reasons for using a text fi le for this purpose:

1. Data that you want to import is not available in a format that Access recognizes. You fi rst 
would export the data from the original application to a text fi le and then import that 
text fi le into Access.

2. You manage data in Access but regularly receive data in text fi les from other users that 
needs to be incorporated into your database. 

Plan 
Ahead

Determine whether the data you have identifi ed is in an appropriate format: 
text fi le.
Before importing or linking the text fi le you have identifi ed, you need to make sure it is in 
an appropriate format. The following are some of the actions you should take to ensure 
correct format:

1. Make sure the data in the text fi le consistently follows one of the available formats 
(delimited or fi xed width). If the fi le is delimited, identify the delimiter and make sure 
the same one is used throughout. If the fi le is fi xed-width, make sure each fi eld on each 
record is the same width.

2. Make sure that there are no blank records within the fi le. If there are, remove them prior 
to importing or linking.

3. Make sure there are no blank fi elds within the list. If there are, remove them prior to 
importing or linking.

4. For each fi eld, make sure the entries in each record represent the same type of data.

5. If it is a delimited fi le, determine whether the fi rst row contains column headings that will 
make appropriate fi eld names in the resulting table. If not, you should add such a row. 
In general, the process is simpler if the fi rst row in a delimited fi le contains appropriate 
column headings.

6. Make sure there are no extra paragraph (carriage) returns at the end of the fi le. If there 
are, remove them prior to importing or linking. 

Plan 
Ahead
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TO IMPORT DATA FROM OR LINK DATA TO A TEXT FILE

To import data from or link data to a text fi le, you would use the following steps.
1. Click the Text File button in the Import group on the External Data tab.
2. Select the text fi le containing the data to be imported.
3. Be sure the ‘Import the source into a new table in the current database’ option button 

is selected if you wish to create a new table. Click the ‘Append a copy of the records 
to the table’ option button if you wish to add to an existing table, and then select the 
table. Click the ‘Link to the data source by creating a linked table’ option button if 
you wish to link the data. Once you have selected the correct option button, click the 
OK button.

4. Select the Delimited option button for a delimited fi le or the Fixed Width option 
button for a fi xed-width fi le, and then click the Next button.

5a. For a delimited fi le, select the character that delimits the fi eld values. If you know 
the fi le uses a text qualifi er, which is a symbol used to enclose character values, select 
either the double quotation mark (“) or the single quotation mark (‘). If the fi rst row 
contains fi eld names, click the First Row contains Field Names check box. Once you 
have made your selections, click the Next button.

5b. For a fi xed-width fi le, review the structure that Access recommends. If the recommended 
structure is not appropriate, follow the directions on the screen to add, remove, or adjust 
the lines. Once you have fi nished, click the Next button.

6. You can use the next screen if you need to change properties of one or more fi elds. 
When fi nished, click the Next button.

7. If you are importing, select the appropriate primary key, and then click the Next 
button. If you are linking, you will not have an opportunity to select a primary key.

8. Be sure the table name is correct, and then click the Finish button to import or link 
the data. Decide if you wish to save the import steps.

Using Saved Import Steps
You can use a set of saved import steps from within Access by clicking the Saved 

Imports button on the External Data tab. You then will see the Manage Data Tasks dialog 
box, as shown in Figure 13 on the next page. Select the set of saved import steps you want 
to repeat. (In this case only the import named Import-Computer Items exists.) Click the 
Run button to repeat the import steps you saved earlier. If you have created an Outlook 
task, you can schedule the import operation just as you schedule any other Outlook task.
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Bubble height
One line bubbles - 1p1
Two-line bubbles - 1p8
Three-line bubbles - 2p3
Four-line bubbles - 2p10

COMP: Make sure arrows 
are pointing precisely where 
the Art MS indicates - they 
cannot even be slightly off

Exporting Data From Access to Other Applications
Exporting is the process of copying database objects to another database, to a worksheet, 
or to some other format so another application (for example, Excel) can use the data. 
Businesses need the fl exibility of using the same data in different applications. For 
example, numerical data in a table exported to Excel could be analyzed using Excel’s 
powerful statistical functions. Data also could be exported as an RTF fi le for use in 
marketing brochures.

To Open a Database

Before exporting the JSP Recruiters data, you fi rst must open the database. The 
following steps open the database.

1  With your USB fl ash drive connected to one of the computer’s USB ports, click the More 
button to display the Open dialog box.

2  If necessary, click the Look in box arrow and then click UDISK 2.0 (E:) to select the USB fl ash 
drive in the Look in list as the new open location. (Your drive letter might be different.)

3  Click JSP Recruiters to select the fi le name.

Figure 13 

clicking Close button 
closes dialog box 
without running the 
saved import steps

clicking deletes 
the selected saved 
import steps

Run button

description of 
saved import steps

Saved Imports button

name of saved 
import steps

Saved Imports tab

External Data tab Manage Data 
Tasks dialog box
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4  Click the Open button to open the database.

5  If a Security Warning appears, click the Options button to display the Microsoft Offi ce 
Security Options dialog box. 

6  Click the ‘Enable this content’ option button and then click the OK button to enable 
the content.

To Export Data to Excel

Once JSP Recruiters has decided to make the Recruiter-Client Query available to Excel users, it needs to 
export the data. To export data to Excel, select the table or query to be exported, and then click the Excel button in 
the Export group on the External Data tab. The following steps export the Client-Recruiter Query to Excel and save  
the export steps.

1
• Click the Recruiter-Client Query in 

the Navigation pane to select it.

• Click External Data on the Ribbon 
to display the External Data tab 
(Figure 14).

COMP: Make sure arrows 
are pointing precisely where 
the Art MS indicates - they 
cannot even be slightly off

Figure 14

Excel button (export 
to Excel workbook)

Recruiter-Client 
Query selected

External 
Data tab

Export 
group

Text File button 
(export to text fi le)

Saved Exports button 
(export by using saved 
set of export steps)

PDF or XPS 
button (export to 
PDF or XPS fi le)

Word button 
(export to Word fi le)
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2
• Click the Excel 

button in the 
Export group on the 
External Data tab 
to display the 
Export – Excel 
Spreadsheet 
dialog box.

• Click the Browse 
button and select 
your USB fl ash drive 
as the fi le location. 

• Be sure the fi le name 
is Recruiter-Client 
Query and then click 
the Save button 
(Figure 15).

Did I need to 
browse? 

No. You could type 
the appropriate fi le 
location. 

Could I change the 
name of the fi le? 

You could change 
it. Simply replace 
the current fi le 
name with the one 
you want. 

What if the fi le 
I want to export 
already exists? 

Access will indicate that the fi le already exists and ask if you want to replace it. If you click the Yes button, the fi le you 
export will replace the old fi le. If you click the No button, you must either change the name of the export fi le or cancel 
the process. 

Figure 15

selected fi le format 
(Excel Workbook)

check box 
to open 
destination fi le 
after export is 
complete

check box to 
include formatting 
and layout

location of 
workbook to be 
created

name of workbook 
to be created

click arrow if you 
want to change 
fi le format

check box to only export 
selected records (only valid 
if you have selected records 
prior to the export operation)

Export - Excel 
Spreadsheet dialog box

OK button

Browse button

Q
&

A
Q

&
A

Q
&

A
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3
• Click the OK button 

to export the data 
(Figure 16).

4
• Click the Save export 

steps check box to 
display the Save 
export steps options.

• If necessary, 
type Export-
Recruiter-Client 

Query in the Save as 
text box.

• Type Export the 
Recruiter-Client 

Query without 

formatting in the 
Description text box.

• Click the Save Export 
button to save the 
export steps.

Figure 16

check box to save 
export steps

Close button

message indicates 
that the export 
process is complete

Other Ways

1. Right-click database 
object in Navigation 
pane, point to Export, 
click appropriate 
fi le formatTo Export Data to Word

Once JSP Recruiters has decided to also make the Recruiter-Client Query available 
to Word, it needs to export the data. There is a problem, however. It is not possible to 
export data to the standard Word format. It is possible, however to export the data as an 
RTF (rich text fi le), which Word can access. The following steps export the data to an 
RTF fi le. They do not save the export steps.

1  With the Recruiter-Client Query selected in the Navigation pane and the External Data tab 
appearing on the screen, click the Word button in the Export group on the External Data 
tab to display the Export - RTF fi le dialog box.

2  Select your USB drive as the fi le location and make sure that Recruiter-Client Query is the 
fi le name.
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3  If necessary, click the Save button and then click the OK button to export the data.

4  Because you will not save the export steps, click the Close button to close the Export - RTF 
File dialog box.

TO EXPORT DATA TO A TEXT FILE

When exporting data to a text fi le, you can choose to export the data with formatting 
and layout. This option preserves much of the formatting and layout in tables, queries, forms, 
and reports. For forms and reports, this is the only option. 

If you do not need to preserve the formatting, you can choose either delimited or 
fi xed-width as the format for the exported fi le. The most common option, especially if 
formatting is not an issue, is delimited. You can choose the delimiter and also whether to 
include fi eld names on the fi rst row. In many cases, delimiting with a comma and includ-
ing the fi eld names is a good choice.

To export data from a table or query to a comma delimited fi le in which the fi rst 
row contains the column headings, you would use the following steps.
1. With the object to be exported selected in the Navigation pane and the External Data 

tab appearing on the Ribbon, click the Text File button in the Export group on the 
External Data tab to display the Export - Text File dialog box.

2. Select the name and location for the fi le to be created.
3. If you need to preserve formatting and layout, be sure the ‘Export data with formatting 

and layout’ check box is checked. If you do not need to preserve formatting and layout, 
make sure the check box is not checked. Once you have made your selection,  click the 
OK button in the Export - Text File dialog box.

4. To create a delimited fi le, be sure the Delimited option button is selected. To create 
a fi xed-width fi le, be sure the Fixed Width option button is selected. Once you have 
made your selection, click the Next button.

5a. If you are exporting to a delimited fi le, choose the delimiter that you want to separate 
your fi elds, such as a comma. Decide whether to include fi eld names on the fi rst row 
and, if so, click the Include Field Names on First Row check box. If you want to select 
a text qualifi er, select it in the Text Qualifi er list. When you have made your selections, 
click the Next button.

5b. If you are exporting to a fi xed-width fi le, review the position of the vertical lines that 
separate your fi elds. If any lines are not positioned correctly, follow the directions on 
the screen to reposition them. When you have fi nished, click the Next button.

6. Click the Finish button to export the data.
7. Save the export steps if you wish, or simply click the Close button in the Export - Text 

File dialog box to close the dialog box without saving the export steps.

XPS Format
To view a fi le in XPS 
format, you need a 
viewer. You or the 
recipient of your fi le can 
download a free viewer 
from the Downloads 
section of Microsoft 
Offi ce Online.

B
T
W

PDF Format
To view a PDF fi le, 
you must have a PDF 
reader installed on your 
computer. One such 
reader is the Acrobat 
Reader, available for free 
from Adobe Systems.

B
T
W
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To Publish a Report

At JSP Recruiters, the staff would like to make the Recruiter Financial Report available through e-mail, 
which they can do by publishing the report as either a PDF or XPS fi le. The following steps publish the Recruiter 
Financial Report as an XPS fi le.

1
• Click the Recruiter 

Financial Report in 
the Navigation pane 
to select it.

• Click the ‘PDF or 
XPS’ button in the 
Export group on 
the External Data 
tab (see Figure 14 
on page AC 221) to 
display the Publish 
as PDF or XPS 
dialog box.

• Select your USB drive 
as the fi le location. 
Make sure that 
Recruiter Financial 
Report is the fi le 
name and that XPS 
Document is the fi le 
type. If necessary, 
remove the check 
mark in the ‘Open 
fi le after publishing’ 
check box.

• Click the ‘Standard (publishing online and printing)’ option button to create a fi le that is 
appropriate for both publishing online and printing (Figure 17).

How do I publish as PDF? 

Change XPS Document to PDF in the Save as type box. 

2
• Click the Publish button to publish the report as an XPS fi le.

• Because you will not save the export steps, click the Close button to close the Export - XPS 
dialog box.

Figure 17

selected fi le 
location

Publish as PDF or 
XPS dialog box

button for 
additional options

selected fi le type 
(XPS Document)

fi le name

option button for 
publishing online only

only the option 
button for publishing 
online and printing 
should be selected

Publish button

Using Saved Export Steps
You can use a set of saved Export steps from within Access by clicking the Saved 

Exports button on the External Data tab. You then select the set of saved export steps you 
want to repeat and click the Run button in the Manage Data Tasks dialog box. If you have 
created an Outlook task, you can schedule the export operation just as you can schedule 
any other Outlook task.

Q
&

A

Viewing or Printing 
the Report
To view or print the 
report stored in the 
XPS fi le, use the XML 
Paper Specifi cation 
Viewer. If the XML Paper 
Specifi cation Viewer is 
not installed on your 
system, you can obtain 
it from Microsoft. If 
you are unable to view 
or print XPS fi les, you 
alternatively can publish 
the report as a PDF. To 
do so, change the Save as 
type from XPS Document 
to PDF before clicking the 
Publish button.

B
T
W
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XML 
Just as Hypertext Markup Language (HTML) is the standard language for creating and 
displaying Web pages, Extensible Markup Language (XML) is the standard language 
for describing and delivering data on the Web. Another way of viewing the difference is 
that HTML handles the appearance of data within a Web page, whereas XML handles the 
meaning of data. XML is a data interchange standard that allows you to exchange data be-
tween dissimilar systems or applications. With XML, you can describe both the data and 
the structure (schema) of the data. You can export tables, queries, forms, or reports.

When exporting XML data, you can choose to export multiple related tables in a 
single operation to a single XML fi le. If you later import this XML data to another data-
base, you will import all the tables in a single operation. Thus, the new database would 
contain each of the tables. All the fi elds would have the correct data types and sizes and 
the primary keys would be correct.

To Export XML Data 

In exporting XML data, you indicate whether to just save the data or to save both the data and the schema 
(that is, the structure). If you have made changes to the appearance of the data, such as changing the font, and want 
these changes saved as well, you save what is known as the presentation. The data is saved in a fi le with the XML 
extension, the schema is saved in a fi le with the XSD extension, and the presentation is saved in a fi le with the 
XSL extension. The default choice, which usually is appropriate, is to save both the data and schema, but not the 
presentation. If multiple tables are related, such as the Client and Recruiter tables in the JSP Recruiters data, you 
can export both tables to a single fi le.

The following steps export both the Client and Recruiter tables to a single XML fi le called Client. The steps 
save the data and the schema, but do not save the presentation.

1
• Click the Client table in the 

Navigation pane to select it.

• Click the More button in the 
Export group on the External Data 
tab to display the More button 
menu with additional export 
options (Figure 18).

Figure 18

Export group

Access Database

ODBC Database 
(SQL Server)

XML File

More button

2
• Click XML File on the More 

button menu to display the 
Export - XML File dialog box.

• Select your USB drive as the fi le 
location and make sure that Client 
is the fi le name (Figure 19).

Figure 19

Browse buttonname of XML fi le 
to be created

OK button

location of XML 
fi le to be created

Saving Export Steps
When you save the steps 
that export formatted 
data to Microsoft Offi ce 
Excel or Word 2007, 
the current fi lter and 
column settings of the 
source object in Access 
are saved. If the source 
object (table, query, 
form, or report) is open 
when you run the export 
steps, Access exports only 
the data that is currently 
displayed in the view.

B
T
W
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3
• Click the OK button to display the 

Export XML dialog box (Figure 20).

Figure 20

More Options 
button

Presentation of 
your data (XSL) 
not selected

Schema of the 
data (XSD) 
selected

Data (XML) 
selected

Export XML 
dialog box

5
• Click the expand indicator (the 

plus sign) to the left of [Lookup 
Data], and then click the Recruiter 
check box to select the Recruiter 
table (Figure 22).

6
• Click the OK button to export 

the data.

• Because you will not save the 
export steps, click the Close but-
ton to close the Export - XML File 
dialog box.

• Click the Close Database command 
on the Offi ce Button menu.

Figure 22

OK button

Recruiter 
table selected

Client table 
selected

export 
location

4
• Click the More Options button to 

specify additional options (Figure 21).

What is the purpose of the other 
tabs in this dialog box? 

You can use the Schema tab to 
indicate whether you want 
primary key, index information, 
table properties, and fi eld proper-
ties included (normally they are) 
and whether the schema informa-
tion is to be stored in a separate 
fi le (normally it is). If you want to 
export the presentation, you can 
use the Presentation tab to indicate 
this fact and also specify options 
concerning how the Presentation will be exported. 

Figure 21

Export XML 
dialog box

Data tab 
selected

Client table 
selected

Lookup Data 
expand indicator

Q
&

A
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To Create a New Database

Before importing the data from the JSP Recruiters database, you need to create the 
new JSP Consulting database that will contain the data. The following steps create the 
JSP Consulting database on a USB fl ash drive.

1  With a USB fl ash drive connected to one of the computer’s USB ports, click Blank Database 
in the Getting Started with Microsoft Offi ce Access screen to create a new blank database.

2  Type JSP Consulting in the File Name text box and then click the ‘Browse for a location 
to put your database’ button to display the File New Database dialog box.

3  Click the Save in box arrow to display a list of available drives and folders and then click 
UDISK 2.0 (E:) (your letter may be different) in the Save in list to select the USB fl ash drive 
as the new save location.

4  Click the OK button to select the USB fl ash drive as the location for the database and to 
return to the Getting Started with Microsoft Offi ce Access screen.

5  Click the Create button to create the database on the USB fl ash drive with the fi le name, 
JSP Consulting.

AC 228   Access Integration Feature   Sharing Data Among Applications

To Import XML Data

The following steps import both the Client and Recruiter tables stored in the XML fi le called Client. In 
addition to having the same data, the fi elds in both tables will have precisely the same data types and sizes as in the 
original database. Also, the same fi elds will have been designated primary keys.

1
• With the JSP Consulting database 

open, click External Data on the 
Ribbon to display the External 
Data tab.

• Click the XML File button in the 
Import group on the External Data 
tab to display the Get External 
Data - XML File dialog box.

• Click the Browse button in the Get 
External Data - XML File dialog 
box to display the File Open 
dialog box.

• If necessary, select UDISK 2.0 (E:) in 
the Look in list. 

• Click the Client fi le to select it 
(Figure 23). 

Should I click the xsd version? 

No. If you do, you will import both 
tables, but none of the data. That 
is, the tables will be empty. 

Figure 23

Open button

Client fi le 
selected

External 
Data tab

XML File 
button

XML selected 
automatically

UDISK 2.0 
(E:) selected

Q
&
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Quick Reference
For a table that lists how 
to complete the tasks 
covered in this book 
using the mouse, Ribbon, 
shortcut menu, and 
keyboard, see the Quick 
Reference Summary at 
the back of this book, or 
visit the Access 2007 Quick 
Reference Web page 
(scsite.com/ac2007/qr).

B
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2
• Click the Open button to return to 

the Get External Data - XML File 
dialog box (Figure 24).
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Figure 24

Get External Data - 
XML File dialog box

Client XML 
fi le selected

drive E: selected

OK button

3
• Click the OK button to display 

the Import XML dialog box 
(Figure 25).

4
• Be sure the Structure and Data 

option button is selected and then 
click the OK button to import 
the data. 

• Because you will not save the 
import steps, click the Close 
button to close the Get External 
Data - XML File dialog box.

option button to 
add imported data 
to existing tables

option button to 
import structure 
and data

option button to 
import structure, 
but no data

Client and 
Recruiter tables 
both included

Import XML 
dialog box

OK button

Figure 25

To Quit Access

You are ready to quit Access. The following step quits Access.

1  Click the Close button on the right side of the Access title bar to quit Access.

Certifi cation
The Microsoft Certifi ed 
Application Specialist 
(MCAS) program provides 
an opportunity for you 
to obtain a valuable 
industry credential—
proof that you have 
the Access 2007 skills 
required by employers. 
For more information, 
see Appendix F or 
visit the Access 2007 
Certifi cation Web page 
(scsite.com/ac2007/cert).

B
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Feature Summary
In this feature you have learned to import from and link to data in Excel worksheets, 
other Access databases, and text fi les; export data to Excel worksheets, Word documents, 
and text fi les; publish reports; and export and import XML data. The items listed below 
include all the new Access skills you have learned in this chapter. 

 1. Import an Excel Worksheet (AC 212)
 2. Import Data from Another Access Database (AC 217)
 3. Link to Data in Another Access Database (AC 217)
 4. Import Data from or Link Data to a Text File (AC 219)
 5. Export Data to Excel (AC 221)
 6. Export Data to Word (AC 223)
 7. Export Data to a Text File (AC 224)
 8. Publish a Report (AC 225)
 9. Export XML Data (AC 226)
 10. Import XML Data (AC 228)

If you have a SAM user profi le, you may have access to hands-on instruction, practice, and 
assessment. Log in to your SAM account (http://sam2007.course.com) to launch any assigned 
training activities or exams that relate to the skills covered in this chapter.

In The Lab

Design, create, modify, and/or use a database following the guidelines, concepts, and skills 
presented in this feature. Labs are listed in order of increasing diffi culty.

Lab 1: Importing Data to an Access Database
Problem: TAL Woodworks sells custom wood accessories for the home. TAL uses worksheets to 
keep track of inventory and customers. TAL realizes that customer data would be better handled if 
maintained in an Access database. The company wants to maintain the products inventory in Excel but 
also would like to be able to use the query and report features of Access.

Instructions: For this assignment, you will need two fi les: Customer.csv and Product.xlsx. See the inside 
back cover of this book for instructions for downloading the Data Files for Students, or see your 
instructor for information on accessing the fi les required in this book. Perform the following tasks:
 1. Start Access and create a new database in which to store all the objects for TAL Woodworks. Call 

the database TAL Woodworks.

 2. Import the Customer worksheet shown in Figure 26 into Access. The worksheet is saved as a .csv fi le.
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Figure 26

In the Lab   AC 231

A
cc

es
s 

In
te

g
ra

ti
o

n
 F

ea
tu

re
S

T
U

D
E

N
T
  

A
S

S
IG

N
M

E
N

T
S

 6. Rename the linked Product table as Inventory. Then, use the Linked Table Manager to update the 
link between the Excel worksheet and the Access table.

 7. Import the Sales Rep table from the Ada Beauty Supply database that you modifi ed in In the Lab 3 
in Chapter 3 on page AC 201. (If you did not complete this exercise, see your instructor for a copy 
of the modifi ed database.) Sales reps of Ada often sell gift items to salons.

 8. Change the database properties, as specifi ed by your instructor. Submit the database in the format 
specifi ed by your instructor.

 3. Use Customer as the name of the table and Customer Number as the primary key. 

 4. Save the import steps. Be sure to enter a description for the saved steps.

 5. Link the Product worksheet shown in Figure 27 to the database.

Figure 27
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In The Lab

Lab 2: Exporting Data to Other Applications
Problem: JMS TechWizards wants to be able to export some of the data in its Access database to other 
applications. JMS wants to export the City-Technician Crosstab query for further processing in Excel. 
It also wants to use the Technician table in a Word document as well as e-mail the Salary Report to the 
company’s accounting fi rm. The company has decided to branch out and offer consulting services. It wants 
to export the Client and Technician tables as a single XML fi le and then import it to a new database.

Instructions: Start Access. Open the JMS TechWizards database that you modifi ed in In the Lab 1 in 
Chapter 3 on page AC 199. (If you did not complete this exercise, see your instructor for a copy of the 
modifi ed database.) Perform the following tasks:
 1. Export the City-Technician Crosstab query to Excel as shown in Figure 28. Save the export steps. 

Be sure to include a description.

Figure 28

 2. Export the Technician table to a Word document. Do not save the export steps.

 3. Publish the Salary Report as an XPS fi le.

 4. Export both the Client and Technician tables in XML format. Be sure that both tables are exported 
to the same fi le. Do not save the export steps.

 5. Create a new database called JMS TechConsultants.

 6. Import the Client XML fi le containing both the Client and Technician tables to the JMS 
TechConsultants database.

 7. Submit the Excel workbook, Word document, XPS fi le, and JMS TechConsultants database in the 
format specifi ed by your instructor.
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