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· Open Microsoft Access
· Select Blank Database
· Select External Data tab
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· Select Excel (to import spreadsheet)
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· Select NOOCS Excel file location using Browse option
· Select the appropriate spreasheet
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· Select “Import the source data….” 
· Click OK
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· Select Open
· Select Next
*AQD 8 AND 9 SERIES is in a different format, please select appropriate format
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· Select “First Row Contains Column Headings” and then press “OK” to the warning
· [image: ]Select “Next”









· Select “Next”
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· Choose AQD CODE to be the primary key
· Select Next
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· Select Finish
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· [image: ]Click Close

· Select “AQD A SERIES TO 7 SERIES” in the Tables section to show the imported data

· Click “File” in the top ribbon

· Choose “Save As” to save the database to a location of your choice
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(Get External Data - Excel Spreadshest

Specity the source of the definition of the objects.

File name: | C1\Users\gary.sneed\Desktop\EXCEL Spreadsheet for AQDS(1)xisx

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

@® Import the source datainto a new table in the current database.

If the specified table does not exist, Access will create i, I the spedified table already exists, Access might overwite its
contents with the imported data. Changes made to the source data will not be reflected in the database.

O Append a copy of the records to the table: |Tablei

If the specified table exists, Access will add the records to the table. Ifthe table does not exis, Access willcreate .
Changes made to the source data willnot be reflected in the database.

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

‘Access willcreate a table that will maintain a link to the source data in Excel. Changes made to the source data in Excel will
be reflected in the linked table. Howeve, the source data cannot be changed from within Access.

ok Cancel
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Microsoft Access Security Notice ? X
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Warning: Itis not possible to determine that this content

‘came from a trustworthy source. You leave this
content disabled unless the content aritical
functionality and you trust ts source.

File Path: | C\PROGRAM FILES (186)\MICROSOFT OFFICE
\OFFICE16\ACCWIZ\ACWZLIBACCDE

Thisfile might contain unsafe content that could harm
your computer. Do you want to open this file or cancel
the operation?

More information
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) Import Spreadsheet Wizard

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

Field Optons
FieldNome:  TGRYESE DataType: [ShortText ™
Indexed: [ves Quplcates 0[] (1] Do notimport fied (ske) &
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) Import Spreadsheet Wizard

Microsoft Access recommends that you define a primary key for your new table. A primary key i used to

= uniquely identify each record in your table. It allows you to retrieve data more quickly.
Ot Acces add prmarykey. &
(@ Eoose vy G primary ey, TAQD CODE =
ONGmwTE. ’

[pEscRIPTION

frne Acquisition section has undergone significant revisions from its prev
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5] Import Spreadisheet Wizard

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

Import to Table:

] woud ke 3 wizard o analyze my table sfterimporting the data.
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(Get External Data - Excel Spreadshest

Finished importing file ‘C:\Users\gary.sneed\Desktop\EXCEL Spreadsheet for AQDs(1)1s to tableAQD A SERIES TO 7 SERIES

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

O save import steps

Close
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