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Using Microsoft Access to import, link, and query data

OBJECTIVES

1. Create a student directory. 
This is a single table query, using an export from my SMS (PowerSchool) along with a report in Access.

2. Create a list of IEP alerts. Import alerts back into PowerSchool so that teachers know which students have IEP’s and 504’s.
This is a query involving 2 linked tables: PowerSchool export and IEP Direct export. Export query results into Excel for import back into PowerSchool.

3. Look at the Gray Silent Reading test scores. (English reading assessment pre- and post-test). Determine which students failed the GSRT (<65). Link special education status to scores. 
This is a data analysis using linked tables: PowerSchool export, IEP Direct export, and GSRT test scores which were emailed to me by the English teachers. 

IMPORTING DATA FILES INTO MICROSOFT ACCESS
1. .csv and .txt files are “text” files.  When you “import” a file the file is static. For example, if you import a list of student names, and a new student enters the school district, the new student will NOT be in an imported file. “Linking” to a file is dynamic. If the file changes, the link to it changes also.[image: ]



2. Every data file has a “delimiter” – tab, comma, space. This is what separates your fields.
[image: ]
3. Choose your delimiter. If the first row of your data file has headers, Access will convert the header into field names. The “text qualifier” is for fields that are surrounded by quotes, like this: “Joe Smith”. [image: ]

4. Access tries to determine the field TYPE for each field: Number, text, etc. 
[image: ]

5. Access tries to determine which field is unique in the file. I usually choose “No primary key”. [image: ]


6. That’s it! Give your new table a name. I try not to have spaces in table names. Use the underscore key _
[image: ]



7.  Double-click on the table name to view it. You can expand each field to view the data. Use the Home tab to filter a column.
[image: ]




8. Right-click on the table name to view the table design (fields and data types). Click the X on the lower right to close the table. The X on the upper right closes the entire database.  
[image: ]
[image: ]



HOW TO CREATE A QUERY IN MICROSOFT ACCESS
1. Create – Query Design.
[image: ]


2. Choose the table(s) you want to add to your query. 

[image: ]




3. Add the fields to the query grid, the criteria (filter), and the sort.
[image: ]

4. View is for viewing the query results. Run is for making a new table, appending data to a table, etc. (Beyond the scope of this demonstration). The “design” architecture tool gets you back to the query design grid. The floppy disk icon saves the query. I clicked View, then the floppy disk to save the query as “Grade 9 Student Directory”.
[image: ]        [image: ]    [image: ]








5. Query results for query “Grade 9 Student Directory”:

[image: ]


6. Here is what a query with 2 linked tables looks like. Note the link between the student_number and the ID. Both fields contain the same data – student ID numbers.
[image: ]











7. Oh no! When we click View to view the query results, we get an error message- Type mismatch in expression. This is because we are linking the student_number (which is a text field) to the ID, which is a number. Access can 
only link fields of the SAME DATA TYPE. The data type for student_number must match the data type for ID.

[image: ]

Solution – Close the query (save it with a name, such as IEP_alerts). Change the data type of the ID field in the IEPDirect table to “short text”. Save the table design, and re-view the query IEP_alerts.
[image: ]



8. To export the IEP_alerts query to Excel:

[image: ]

Once the results are in Excel, I use the Excel file to import the IEP status back into my SMS (PowerSchool). Or, you can manipulate the data in Excel, import it into Level 0, email it to another person, etc. 


[bookmark: _GoBack][image: ]





9. Here is a query with 3 tables: Student demographics, IEP status, and Gray Silent Reading Test scores. Note the “left join” from AGHS_students to the GSRT table. This shows students with or without IEPs. 
[image: ]



HOW TO DESIGN A SIMPLE REPORT IN MICROSOFT ACCESS
1. Create – Report Wizard. I never design a report from scratch! 
[image: ]

2. You can base your report off a table or a query. Since we want a 9th grade directory, choose the query “Grade 9 Student Directory”. Click the >> to add all the query fields to the report.
[image: ]

[image: ]


3. “Grouping” allows you to pull together groups on a report, such as all female students first, then male students. We do not want any grouping, so just click Next in the Report Wizard.
[image: ]

4. We would like to sort the report by the student’s last_name.
[image: ]



5. Most reports are Tabular and Landscape.
[image: ]

6. Give your report a name and Finish! That’s it!
[image: ]

[image: ]

[image: ]   The report opens in Print Preview mode. If your report needs tweaking, click Close Print Preview.



7. Need to tweak your report? Click the Design View button. You can resize your fields by dragging the boxes, rename the column headers, etc. Toggle back and forth between Design view and Report view to finish your report.
[image: ]
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