Import date din Microsoft Access

Pasul 1

In primul rand, se creeaza un fisier in programul Microsoft Access, caruia ii veti da un
nume sugestiv.
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Pasul 2

Veti face click pe butonul EXTERNAL DATA din partea de stanga sus a paginii
dumneavoastra, dupa care veti alege programul in care doriti sa importati informatiile.

Vom lua de exemplu programul Microsoft Excel.

Database Tools Datasheet ©

Home Create

¥ | Text File ‘:‘Ij ) vy Word Al L&]] = @ F rd Changes ﬂ

»23 XML File &/ | wx Il CpTextFile | ist Data

Saved — e Saved Excel SharePoint Create Manage o) Move to

Imports | #.1] SharePoint List ’.;j More > || Exports List 5r More ~ E-mail Replies =4 Relink Lists SharePoint
mpo: Export Collect Data SharePoint Lists

All Tables v « || 23 Tabler X | Field Templates x|
Tablel 1D - Fieldl - Field2 ~  Add New Field Select one or more fields to insert into your table.
22 Tablet : Table 2 CNER IONESCU =] Basic Fields a

Single Line of Text
£ 3 cNeR| PAUNESCU Multiple Lines of Text

* (New) Rich Text
Number
Currency
Date and Time
Hyperlink
Checkbox
Attachment

[=] Assets
Item
Description
Category
Condition
Acquired Date
Purchase Price
Current Value
Location
Manufacturer
Model

Record: 4 4 20of2 T & Search Comments v

Datasheet View Num Lock ||(E |,

Synchronize

»

il




Vi se va deschide o pagina separat, de unde veti face operatiile necesare importului

informatiilor.
le)ds © e - - le Tot

(&) T

\/ Home Create ‘ External Data \ Database Tools Datasheet

i ] =it EES >3Text File === TH] :.:51 fwp Word P! L b 2 Discard Changes - =
5| P EF| TP Seere |67 |58 & Srene (B2 |53 G0 :
‘ 72 XML File X ) Text File 2= a 1 Cache List Data
Saved | Access | Excel [SharePoint Saved Excel SharePoint = Create Manage Waork Synchronize . Move to
Imports | List  #gdMore~ || Exports List &pMore~ || Email Replies | Online =) Relink Lists SharePoint
Import Export Collect Data SharePoint Lists

All Tables M Get External Data - Excel (G|

Tablel 1 = 7

T Tablel : Table Select the source and destination of the data ‘W i

Specify the source of the data.
File name: | C: \Users\prusu\pocuments\ | Browse...

Specify 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 specified table already exists, Access might overwrite its contents
with the imported data. Changes made to the source data will not be reflected in the database.

) Append a copy of the records to the table: [Table1 <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.

() Link to the data source by creating a linked table.
Access will create 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. However, the source data cannot be changed from within Access.

Datasheet View



Pasul 4

Dupa ce veti face click pe Butonul Excel indicat in desen, veti apasa butonul BROWSE,
pentru a selecta locatia si numele fisierului pe care doriti sa il utilizati pentru noul fisier Excel
ce urmeaza sa fie creat. Dupa ce veti selecta fisierul dorit, apasati butonul SAVE, din partea

dreapta jos a paginii.

o

,l:g,-, Wi = )= -
EBail
Home Create External Data Database Tools Datasheet L2}
= B ] TextFile FF. A e woerd == g |
3 T RER 1 = =250
7 F P Gonre | &7 |¥8 WD Froare | P 3 | % =2
Saved Access | Excel [FharePoint Saved Excel sharePoint Create Manage Move to
Imports List  xfiMore - Exports Li Egp More ~ || E.mail Replies || Onlir &4 Relink Lists SharePoint
Export Collect Data SharePoint Lists
All Tahle P v |l | Table1" 0 Field Templates %
T k2
Get External Data - Excel Spreadsheet ? i Select one or more fields to insert into your table.
=~ =] Basic Fields -‘
: ——
Select the source and destination of the data 72 File Open — |
OU [T+ Libraries » Documents » ol
Specify the source of the data.
Organize v New folder H @
File name: | c:\Users\info\Documents), A :
< I Microsoft Office A, Documents library ;
2 Arrange by:  Folder =
Includes: 2 locations
Specify how and where you want to store the data in the current database. . .
W Favorites Name Date modified Type
@ Import the source data into a new table in the current database. B Desktop . . _
If the specified table does not exist, Access will reate it, If the specifid table already exists, Access might overmrite its contents B Downloads ~ |E Fsiom Aot L/S/213TAZPM  Eile folde
with the imported data. Changes made to the source data wil not be reflected in the database. % Recent Pl My Data Sources 2/7/20141052 AM  File folde
%] Recent Places
P sl o T 1h ek T the b T Notes 10/21/20139:26 PM  File foldef
If the specified table exists, Access wil add the records to the table. [f the table does not exist, Access will reate it. Changes made 3 Libraries di Optimizer Pro 10/16/20137:38 PM - File folde
to the source data wil not be reflected in the database. 3] TableLadse 2/7/2014105L AM  Microsoft
) Link to the data source by creating a linked table. 1% Computer
Access il areate a table that wil maintain a link to the source data in Excel, Changes made to the source data in Excel wil be &, WinTpe32(C)
reflected in the inked table. However, the source data cannot be changed from within Access. . -] i ] v
== | acal Disk (M) 4
File name: | v | Microsoft Excel (“uds;"xisb;xis =
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Pasul 5(optional)

Sub casuta de unde ati ales formatul fisierului dumneavoastra , se gasesc cateva optiuni
de unde puteti alege diferite facilitati pentru fisierul/ programul utilizat.

De exemplu, prima optiune va da posibilitatea de a pastra formatarea si aspectul
fisierului dumneavoastra, dupa import.

| Get External Data - Excel Sp o T |

Select the source and destination of the data

Specify the source of the data.

File name: | ¢\ Users\prusu'Documents),

Browse...

Specify how and where you wan

' 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 specified table already exists, Access might overwrite its conten
i ted data. Changes made to the source data will not be reflected in the database.

' Append a copy of the records to the table: |Tzpj=1

If the specified 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.

"I Link to the data source by creating a linked table.

Access will create 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. However, the source data cannot be changed from within Access.

Cancel




2)Cea de-a doua optiune va ofera posibilitatea de a deschide automat fisierul in programul
ales de dumneavoastra, dupa ce operatiunea s-a incheiat.

Get External Data -

Select the source and destination of the data

Spedfy the source of the data.

File name: | r:\Users\prusuiDocuments!,

Spedfy 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 specified table already exists, Access might overwrite its contents
with the imported data. Changes madeto thecou

_-f_
~:Append a copy of the records to the table:: Tzhl=1 IE‘

If the specified table exists, Access will add the records to the table. If the table does not exist, Access will create it. Changes made
the source data will not be reflected in the database.

") Link to the data source by creafing a IMKed tavie.

Access will create 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. However, the source data cannot be changed from within Access.

[
s
|




e Cea de-a treia optiune va ofera posibilitatea de a importa doar anumite documente
selectate anterior (aceasta optiune este valabila in cazul unor date formatate sau a
unor anumite fisiere/ documente/informatii selectate anterior).

Get External Data - Ex

Select the source and destination of the data

Specify the source of the data.

File name: | \Users\prusu\Documents),

Specify 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 spedified 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 will not be reflected in the database.

' Append a copy of the records to the table: |Tzpl=1

If the specified 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 i b
&":Link to the data source by creating a linked table.:

Access will create 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. However, the source data cannot be changed from within Access.




Pasul 6

Dupa ce ati apasat butonul SAVE , in cazul in care doriti sa salvati toti pasii pe care i-
ati parcurs in aceasta operatiune de import al informatiilor, faceti click pe butonul CLOSE,
pentru a finaliza.

Save Import Steps ‘

Finished importing file 'C:\Users\prusu\Documents\Table 1.xlsx' to table 'table2'.

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




Export date din Microsoft Access

Pasul 1

In primul rand,

nume sugestiv.
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Pasul 2

Veti face click pe butonul EXTERNAL DATA din partea de stanga sus a paginii
dumneavoastra, dupa care veti alege programul in care doriti sa exportati informatiile.

Vom lua de exemplu programul Microsoft Excel.

Fields Table

T R L =
L= - Q7 L Fite q FE[SH $E v = & ward Merge = Q&
Saved Linked Table Excel Access ODBC Saved | Excel | Text ®ML  PDF  E-mail = Create Manage
Imports  Manager Database ?EMWE' Exports File File orXps 42r More ~ E-mail Replies
Import & Link Export Collect Data
All Access Objects ® « (|3 Tihlﬂ‘\ bS
|_c,ea,m,, |p 1D - Scoala -~ Elevi - | Click to Add -
e 2 2 Cner lonescu
£ Table 3 Cner Stanescu
* {New)
P g R s ‘n e
Datasheet Vi M Lock ||[E -
sheet View um Lol |¥ 1]




Vi se va deschide o pagina separat, de unde veti face operatiile necesare exportului
informatiilor.

Home Create External Data Database Tools Fields Table

ol
E L;;% @ Iﬁ 7] Text File s [ XMLFile (&} Access LEH
/ ] __ § T 1
: ] : ¥ XML File $ [ PDF or %P5 @l Word Merge = JEES
Saved Linked Table Excel Access ODBC Sawved Text . Create Manage
Imports  Manager Database ’\ﬁ Mare > | Exports File @:} E-mail % More ~ E-mail Replies
Import & Link Export Collect Data

Export - Excel Spreadsheet

Select the destination for the data you want to export

Specify the destination file name and format.

File name: |C:\Jsers\Desktop\Documents\Table 1. xlsx

File format: | Excel waorkbook (=.xdsx) E

Specify export options,

[7] Export data with formatting and layout.
Select this option to preserve most formatting and layout information when exporting a table, query, form, or repart.

[] open the destination file after the export operation is complete.
Select this option to view the results of the export operation. This option is available only when you export formatted data.

["] Export only the selected records.

Select this option to export only the selected records. This option is only available when you export formatted data and have records
selected.

oK ] [ cancel




Pasul 3

In urmatoarea casuta, aveti posibilitatea de a va alege formatul fisierului pe care
doriti sa il aveti in Excel. Optiunile dumneavoastra includ : Excel 2007 Workbook, Excel 97,
2003 Workbook , Excel 95 Workbook si Excel Binary Workbook. Alegerea depinde de ceea ce
aveti nevoie in particular, dar si de versiunea Excel pe care doriti sa o utilizati .

(B - = |

| Databasel : Database (Access 2007 - 2010) - Microsoft Access = 2
Home Create External Data Database Toaols Fields Table & e
E;j lL:E @ D:;E #] Text File D:j U=y (B Access el |
4 [ i § e = = E I
- = 9 H# XL File 57 S sU e v2 B word Merge o —
Saved L ole  Excel Access  ODBC Saved Excel Text HML PDF  E-mail = Create Manage
Imports Database %81 More ™ | Exports File  File orXps =k Maore - E-mail Replies
Import & Link Export Collect Data
All Access Objects & « ] | Tablet " *
Sed]

_? Export - Excel Spreadsheet @Iﬂ_hj
T

E: Select the destination for the data you want to export

Specify the destination file name and format.

Eile name:  |¢:\Jsers\Desktop \Documents Table 1 xlsx

Excel 97 - Excel 2003 Workbook (*.xIs)

[ Export data with formatting and layout.

Select this option to preserve most formatting and layout infarmation when exporting a table, query, farm, or report.
Open the destination file after the export operation is complete.
Select this option to view the results of the export operation. This option is available only when you export formatted data.

Export only the selected records.

Select this option to export anly the selected records. This option is only available when you export formatted data and have records
selected.

OK ] [ Cancel 1

Num Lock | £



Pasul 4

Dupa ce veti face click pe butonul EXCEL indicat in desen, veti apasa butonul
BROWSE, pentru a selecta locatia si numele fisierului pe care doriti sa il utilizati pentru noul

fisier Excel ce urmeaza sa fie creat. Dupa ce veti selecta fisierul dorit, apasati butonul SAVE,
din partea dreapta jos a paginii.

| | E | |
@; [ s ‘ | exemplu : Database (Access 2007 - 2010) - Microsoft Access @ ‘ = EK_l
Home Create External Data Database Tools Fields Table [~ o

z}j b \L_j; @ ﬁ o] Text File ;Ej r;iz‘ ?j :;jﬁ i::; @ (A} Access L:i, @

#o XML File | S &y word Merge

Saved Lin e Ewcel Access ODBC Saved | Excel | Text XML PDF  E-mail = Create Manage
Imports Database ?;j More ~ | Eyportg File File orXps Gp More ~ E-mail Replies
Impart & Link Export Collect Data
v
Export - Excel Spreadsheet |..@ = | Z

Select the destination for the data you want to export

r@ File Save M 2 ]
Q\;) ‘3 v Libraries » Documents » - |&, || Search Documents ol Towse...

Organize » MNew folder B '@
[A] Micrasoft Access | —  DOCUments I|brary 5 .
Arrange by:  Folder ~
Includes: 2 locations
# Favorites E MName Date modified Type
Bl Desktop b
I§ Downloads My Data Sources 07.02.2014 19:56 File folder
o ] Tablel \ 07.02.2014 20:03 Microsoft]
| Recent Places |
H datz.
-l Libraries
= ind have records
j Documents
J‘- Music
le=| Pictures - 4 1 | 3
Filename: Tablel -
Save as type: | Excel Workbook \ = I
) Hide Folders Tools - ave [ Cancel I [ Cancel




Pasul 5(optional)

Sub casuta, de unde ati ales formatul fisierului dumneavoastra, se gasesc cateva optiuni
de unde puteti alege diferite facilitati pentru fisierul/ programul utilizat.

e De exemplu, prima optiune va da posibilitatea de a pastra formatarea si aspectul
fisierului dumneavoastra, dupa export.
@' =] |= | | exemplu : Database (Access 2007 - 2010) - Microsoft Access = Py
. Home Create External Data Database Tools Fields Table =) e
& &G o T T ;}I =21

=== I===TLi y (B Access E=nl =7
OF e 5 sU %@ S0 =1 &

Eh Word Merge = B
Saved L able Excel Access ODBC Saved Excel Text XML PDF  E-mail = Create Manage
Imports Database ’\;j Mare ~ Exports File File  or XPs £k Mare - E-mail Replies
Impart & Link Export Collect Data
Export - Excel Spreadsheet M} %
Select the destination for the data you want to export
Specify the destination file name and format.
Elle name: | C:\Users\DesktopiDocuments\Table 1. xlsx
File format: | Excel Workbook [*,xlsx) |z|
Specify export options.
Export data with formatting and layout.
Select this option to preserve most formatting and layout information when exporting a table, query, form, or report,
Open the destinaGiol e STrer = = - =

v
Select thiz option to view the results of the export operation. This option is available only when you export formatted data.

Export only the selected records.

Select this option to export only the selected records. This option is only available when you export formatted data and have records
selected.

OK J I Cancel




2)Cea de-a doua optiune va ofera posibilitatea de a deschide automat fisierul in programul
ales de dumneavoastra, dupa ce operatiunea s-a incheiat.

Create

| | exemplu : Database (Access 2007 - 2010) - Microsoft Access =@ B9 l
External Data Database Tools Fields Table & e
1 ] =0 o] Text File === === === i (A Access ] 7
B E F e @y 57 G i
— @ 5] XML File 55 SO ve vd \J @&y word Merge =y
Saved Excel Access ODBC Saved Excel Text XML PDF  E-mail . Create Manage
Imports Database *31Mare * | Exparts File  File orXps ECp Mare ~ E-mail Replies
Import & Link Export Collect Data
Export - Excel Spreadshest — m‘ %
Select the destination for the data you want to export Q
Specify the destination file name and format.
Elename: | C:\Users\Desktop\DocumentsiTable 1.xlsx
File format: | Excel Workbook (*.xlsx) [=]
Specify export options.

[7] Export data with formatting and layout.

Select this option to preserve most formatting and

rting & table, query, form, or report.
pen the destination file after the export operation is complete.

recort:

selected.

Select this option to view the results of the export operation. This option is available only when you export formatted data.
Export only the sel

Select this option to export only the selected records. This option is only available when you export formatted data and have records

0K ] [ Cancel




e Cea de-a treia optiune va ofera posibilitatea de a exporta doar anumite documente
selectate anterior (aceasta optiune este valabila in cazul unor date formatate sau a
anumitor fisiere/ documente selectate anterior).

@' lg 7 - o~ = s | ‘”Databasel : Database (Access 2007 - 2010) - Microsoft Access ‘IE‘ m!_]]
m Home Create External Data Database Tools Fields Table [ 0
1 j e o] Text File === === === y (B Access imm| ﬁ]
:;j e LS @ 3 X =T QE [l 10 e et S

8 Export - Excel Spreadshest

=

Saved L
Imports
Select the destination for the data you want to export &
All Access Objects 3 X
Search.. 1
[me——
Tables Specify the destination file name and format,
E Table1
Elle name: | c:\Users\Desktop\Documents|Table 1.xsx
File format: | Excel Workbook (*.xsx) [=]

Specify export options.

Export data with formatting and layout.
Select this option to preserve most formatting and layout information when exporting a table, query, form, or report.

Open the destination file after the export operation is complete.

Select this option to view the [egllte oiaammm T Do : basben rt formatted data.

port only the selected records.
Select this option to export only the selected records. This option is only available when you export formatted data and have records
selected.

OK ] I Cancel

Record: 4 ¢ Lofl ] i Mo Filter | [Search

Num Lock | W

Datasheet View



Pasul 6

Dupa ce ati apasat butonul SAVE , in cazul in care doriti sa salvati toti pasii pe care i-
ati parcurs in aceasta operatiune de export al informatiilor, faceti click pe butonul CLOSE,
pentru a finaliza.

@| (=R R R | | exemplu : Database (Access 2007 - 2010) - Microsoft Access = | B = |

m_ Home Create External Data Database Tools Fields Table & g
1 = o ] Text File === === === (A Access = 7
iﬁj ¥ Ij;’- @ @F ;j r;}l S0 %8 wa =1 Ly fj

+8 XMIL File By word Merge

Saved Lin| e Extel Access ODBC Saved Excel Test XML PDF  E-mail = Create Manage
Imports 1z Database R;j More ~ | Exports File File orXps EZp Mare - E-mail Replies
Import & Link Export Collect Data
ve
Al aof - 5 i :
—4 Export - Excel Spreadsheet \ ? ‘

Search..
—

Tabl Save Export Steps &

B 1

Successfully exported "Table1'.

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

7] save export steps




Pasul 7

Verificati, pentru a fi sigur ca totul a decurs cum trebuie.

View

“E'j & - - galnset~ X v ﬁ [ﬁ
Paste = A ’ Styles j* pelete IEY Sort & Find &
- - HEFormat - | 2 Filter~ select~
Clipboard 1= P P} Cells Editing
n - f=| v
A B C E F G H I U7
(1] ID Scoala | Elevi e
2 2 Cner lonescu
3 3 Cner Stanescu
4
5 =3
- =
7i
8
9
10 Ll
11
12
13
14
15 =
4 4 » ¥ Tablel ~¥J 4l In | N
Ready | |[EE @ 0% o0
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