The following instructions are for manually importing .csv files into Microsoft Access and Excel 2016 (may be applicable to other versions).  It is also possible to automate this process and import multiple files using a scripting language like PowerShell, or Visual Basic for Applications (VBA).
Import .csv Files Into Access Database (2016)

1. In Microsoft Access, click the External Data tab, then New Data Source -> From File -> Text File.

[image: ]

2. In the window that opens, click Browse and select a .csv file to import, then click OK.
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3. In the next window, keep the default Delimited option selected, and click Next.
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4. Keep the default option of Comma selected, choose “ (double-quote) from the Text Qualifier drop-down list,  select the First Row Contains Field Names checkbox.  Click Finish.
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Import .csv Files Into Excel Workbook (2016)

1. In Microsoft Excel, click the Data tab, click From Text/CSV, and select a .csv file to import.
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2. In the next window, select “Based on entire dataset” from the Data Type Detection drop-down (this may take some time).  Click Load.
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et External Data - Text File

Specity the source of the definition of the objects.

e name: CerahnaminDestonPulc Lese Dt GHSE FLE

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 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 o delete data that is linked to a
text file. However, you can add new records.
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5 Import Text Wizard

Your data seems to be n 2 Delmited format. Ifitisn't, choose the format that more correctly
describes your data.
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[ASE_FILE_ID, FILE_TYPE, FILE_NUMBER,CASE_TYPE, CASE_STATUS, STATUS_DATE, SPECIAL CAT_DESC,
bs43734,ADL, 355051, 704,80, 20030210, SALE AREA, M, 000174748, 780, DOG, DOG, DOG, TERMN, 200302
2384, ADL, 364491, 704,80, 20030210, SALE AREA, M, 000174748, 780, DOG, DOG, DOG, EXN, 20030210, 1
2385, ADL, 364492, 704, 80, 20030210, SALE AREA, M, 000006005, 780, DOG, BARSCO, BARSCO, TERMI, 20!
bs11848,ADL,391359,704,80,20131007, SALE AREA, M, 000048104, 780, DOG, DOG, DOG, RELN, 2013100
ps11849,ADL,391363,704,80,20131007, SALE AREA, M, 000048104, 780, DOG, DOG, DOG, RELN, 2013100
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340999, ADL, 391357, 704,80, 20151103, SALE AREA, M, 000048104,780, DOG, DOG, DOG, RELN, 2015110
[13[5341000, ADL, 391358, 704, 80, 20151103, SALE AREA, M, 000048104, 780, DOG, DOG, DOG, RELN, 2015110
[1ap341001, DL, 391361, 704, 80, 20151103, SALE ARER, M, 000052730, 780, DOG, DO, DOG, RELN, 2015110

REBlel=[[aa[>]o ] ]~

< >





image4.png
5 Import Text Wiard

Vhat delmite separates your ields? Select the appropriate delmiter and see how your text s affected i the preview below.

Choose the delmiter that separates your ieds:
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[CASE FILE 1D [FILE TYPE [FILE NUMBER [CASE TYPE [CASE STATUS [STATUS DATE [SPECIAL CAT DESC [5H

pse3732 DL 55051 fros o £0030210  [FALE ARER

2384 oz 6eq01 fos o pooso210  [sALE ARER

2385 oz 64402 fos o pooso210  [sALE ARER

ps1ises oz 01350 fos o po131007  [SALE ARER

psiises oz 01365 fos o po0131007  [SALE ARER

ps118s0 oz 21366 fos o po0131007  [SALE ARER

ps11es1 oz 01367 fos o po0131007  [SALE ARER

ps11ss2 oz 01368 fos o p0131007  [sALE ARER

009522 oz 22470 fos o po14100s  [sALE ARER 1

340208 oz 01356 fos o po1s1103  [sALE ARER

340009 oz 91357 fos o po1s1103  [sALE ARER

341000 oz 01358 fos o po1s1103  [sALE ARER

341001 oz 01361 fos o po1s1103  [sALE ARER

341002 por 01362 fros o poisi10s  fare amea
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