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Import a text file into Access: 

 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 
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 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 
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 Choose Delimited as the format. The District Download files are 
comma-delimited (commas separate the data fields). 
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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. 
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 You can choose to let Access add a primary key, or choose your 
own primary key, or no primary key at all. 
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 Click on Finish to import the text file into your new table. 

 Open the new table in Access. 

 

 


