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ez The following file contains student data for any or all of the schools within your district. The format of the file is a
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comma-delimited text file (each field is separated by a comma). The first row in the file contains the names of each

field.

To copy this file to your computer, right m

and filename and click "Save".

Field# Field Name

1 FiscalYr

2 CTDS

3 ProgNbr

4 Saisld

5 StuFNme

6 StuMInit

7 StuLNme

8 BrthDte

9 GenDsc

10 CurrentYearCarnegieUnits
11 PriorYearCarnegieUnits
12 Ethnicity

13 White

14 AmericanIndian

15 Asian

16 Black

17 PacificIslander

18 Migrant

19 Handicapped
20 EconoDisadv
21 LEP
22 SParent
23 EnrolledGrade
24 CodeCde
25 SaisCohortYear
26 AssessmentsTestedPassed
27 ConcRptDte

Import a text file into Access:

Filename: 07922754.txt

se click on the filename and select§Save target as...", choose a location

Student Text File Specification

Description

Fiscal Year

School CTDS

Program Number (CIP)
Student Sais Id

First Name

Middle Initial

Last Name

Birth Date

Gender

Carnegie Units Farned Currrent Year
Carnegie Units Farned Prior Year
Ethnicity

White

AmericanIndian

Asian

Black

PacificIslander

Migrant

Handicapped

EconoDisadv

LEP

Single Parent

Grade Enrolled

Leave Code

Sais Cohort Year
Assessments; Tested; Passed
Concentrator Reported Date

&4 Local intranet BT #100%

> After the file has been created using District Download, right-

Click on the blue link next to Filename:

Filename: 07922754.txt

» Choose Save Target As and save the file to your C: drive.

» Open Access — create a blank database with an appropriate

name on your C: drive (as in — 2011 Sample District Download)


https://www.ade.az.gov/PerfMeasures/Download/07922754.txt�
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» Click on External Data and Import a Text file



Get External Data - Text File

Select the source and destination of the data

Specify the source of the data.

File name: |C:\Samp|e file. bt Browse...

(@) 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:

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.

() 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.

o J (oo

» Access will display a window asking for the source of the data — the file
you saved on the C: drive

> Import the text file into a new table in the current database



= Import Text Wizard X

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

):Delimited - Characters such as comma or tab separate each field

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

Sample data from file: C:\SAMPLE FILE. TXT.
Fiscal¥Yr,CTDS, ProgramNbr, S3aisId, StuFNme, StuMInit, StulNme, BrthDte, GenDsc, CurrentyearCal a

(011,100210280,100200, 2365628, Martin, J,Donohos, 09/28/1994 , Male, 1,0, Non-Hizpanic/Latin
(011,100210280,100200,2366195, Kenneth, G, McMillan,12/18/1993,Male, 1,0, Non-Hispanic/Lat
£011,100210280,100200,2370125,Mitchel, K, Roberts, 09/29/1994,Male, 1,0, Non-Hispanic/Lati
011,100210280,100200, 2462426, Emily, A, Haight,11/21/1992,Femnale, 1,0, Non-Hizpanic/Latin
011,100210280,100200,2467087, August,F,Merz,01/02/1993,Male, 1,0, Hispanic/Latino, ¥, N, N
r011,100210280,100200,2510918,¢livia,R,Franco,03/08/1994,Female, 1,0,Hispanic/Latino, ¥
(011,100210280,100200,2A/53912, Bradley, M, Wellik,03/05/1993 ,Male, 1,0, Non-Hispanic/Latin
F011,100210280,100200,2783903, Cameron, L, Nelson,11/13/1994,Male, 1,0, Non-Hispanic/Latin
£011,100210280,100200,2846743,Victoria,C,Enciso, 12/21/1993,Fenale, 1,0, Hispanic/Latino
011,100210280,100200,2846938, Gavin,J, Lubben, 08/01/1994,Male, 1,0, Non-Hispanic/Latineo,
£011,100210280,100200,2854344, Taylor,L,Fierro-Davis,01/15/1996A,Male, 1,0, Hispanic/Lati
13g011,100210280,100200,3009826, Jacob,C, Woosley-Deitering, 10/23/1992,Male, 0,2, Non-Hispa

14F011,100210280,100200,19287515, Sean, A, Orth, 04/25/1996,Male, 1,0, Non-Hispanic/Latino, ¥, v|
i
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» Choose Delimited as the format. The District Download files are
comma-delimited (commas separate the data fields).




= Import Text Wizard X

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

Choose the delimiter that separates your fields:

.;::;. Tab .;:;. Semicolon .;E;. Comma .;:::;. Space .;:;. Other:
[]First Row Contains Field Names Text Qualifier: {none}

Fiscal¥Yr |[CTDS Programibr |SaisId StuFhNme StuMInit |3tullNme ErthDte {
011 100210280 [100Z00 £3G5628 Martin 1) Donochoe 09/28/1994 || &
011 100210280 [100Z200 366195 [Kenneth ] McMillan 12/18/1993
P01l 100210280 [100Z00 2370125 Mitchel K Roberts 09,/29/1994
011 100210280 [100Z00 462426 Emily P Haight 11/21/1992
011 100210280 [100Z200 2467087 Rugust E Merz 01/02/1993
P01l 100210280 [100Z00 510918 plivia R Franco 03/08/1994
011 100210280 [100Z00 653912 Pradley M Mellik 03/05/1993
011 100210280 [100Z00 783003 [ameron IL MNelson 11/13/1994
P01l 100210280 [100Z00 £o4a743 Wictoria Enciso 12/21/1993
011 100210280 [100Z00 £o46938 |Favin ) Lubben 08/01/1994
011 100210280 [100Z00 854344 [Taylor IL Fierro-Davis 01/15/1996
P01l 100210280 [100Z00 BO009BZ6 ([Jacob - Woos ley-Deitering [10/23/1992
011 100210280 [100Z00 19287515 [Sean P orth 04/25/1996
011 100210280 [100Z00 2230874 Megan Y Viesselman 12/03/1994 vw
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» Comma will be the delimiter that separates your fields. Check
the box that says First Row Contains Field Names. Click on Next.




=Import Text Wizard X

Microsoft Access recommends that you define a primary key for your new table. A primary key is used to
¥ p ry key for y p ry key
E= uniquely identify each record in your table. It allows you to retrieve data more quickly.

LR
2w wun
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T (@)iLet Access add primary key.
L BT

() Choose my own primary key. v

() No primary key.

Fiscal¥Yr |[CTDS Programibr |SaisId SLUFNme StuMInit |3tullme BrthDtd
P01l 100210280 (100200 P365628 pMartin ) Donchoe 09/28/ | &
011 100210280 [100Z00 266195 [Eenneth I= McMillan 12/18/
P01l 100210280 (100200 £370125 Mitchel K Roberts 09/28/
011 100210280 (100200 P462426 [Enily i Haight 11/21/
Po11 100210280 (100200 E467087 Rugust E Merz 01/0z2/
011 100210280 [100Z00 510918 plivia E Franco 03/08/
011 100210280 (100200 PE53912 PBradley 1M ellik 03/05/
P01l 100210280 (100200 2783903 |tameron L elson 11/13/
011 100210280 [100Z00 8467432 Wictoria [© nciso 12/21/
P01l 100210280 (100200 PB45938 |savin ) ubben 08/0L1/
P01l 100210280 (100200 2854344 [Taylor L ierro-Davis 01/15/
011 100210280 [100Z00 009828 |[Jacob - o0sley-Deitering [10/23/
011 100210280 (100200 19287515 [Sean B rth 04/25/
011 100210280 (100200 2230874 Megan i iesselman 12/03/ vw
>

Cancel l [ < Back l [ Next = l [ Finish l

» You can choose to let Access add a primary key, or choose your
own primary key, or no primary key at all.




= Import Text Wizard

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

Import to Table:

[] Twould like a wizard to analyze my table after importing the data.

e ] |

< Back

» Click on Finish to import the text file into your new table.

» Open the new table in Access.




