CompuLEAD Data Import Instructions:
Microsoft Access 2003

To import MS Access your Mig) Microsoft Access
data must be in Excel .csv ~Create a new database using
format.

& Blank Access database
=

Click here to convert to .csv

. " access database wizards, pages, and projects
Start Microsoft Access =

Click Blank Access E% £ Open an exieting e
database
M ARDYOSVWCANDYOS_onsite_esglookop, mdee1
M AMHS0SMHS05_ESGLOOKUP
M AMHS0S Y COnsite ESG Look Up_w32
M CARNDYOSY Onsite E5G Look Up_v32
Click OK

File New Database
Savein: Ih Haome j & |& X ﬁfv Taols

Save the new dbase file to
your choice of location

Type the File name:
Save as type: *.mdb
Click Create

@ My Contact,mdb
Biave 8 bype YMicrosoft Access Databases (*.mdb)
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https://www.compusystems.com/pdf/Excel%20CSV%20Format.pdf

Microsoft Access - [My Contact : Database] M=

E'Ei@ dit Wiew Insert Tools Window Help =& x|
Click File D D tew.. cosn i3,
= Open.. CtrHO
| @
#8 Link Tahles...
Click Get External Data [
Click Import... g
f
it
z
o
| Database Properties
L
1 My Contact
2 NACANDYDSYCAMDYDS _onsite_esglookup, mde~1
3 MAMHSOSYWHS0S_ESGLOCKLP
4 NYWHSOS\Onsite ESG Look Up_v32
Exit
Re UM

Locate your *.txt file in the Impost ?X

Look in: field Lockin: [ Home = @ > [0 B - Took -

DO0999A01g X O
Ty

() 0009904010 _(vZ_COMPANY_A. bt
2] A01q_XYZ_COMPANY_A, bit

Select Files of type:
(*.txt;*.csv;*.tab;*.asc)

Select the *.csv file

File name: | j = Import |
CIICk Import Files of bype: |Text Files {* txt;*, cavy* kab; *, asc) j Cancel |
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= Import Text Wizard

Your data seems to be in a 'Delimited’ Format. IF it isn't, choose the Format that more correckly
describes vour data,

Click Delimited option

* Delimited ) Characters such as comma or tab separate each Field

" Fixed Width - Fields are aligned in columns with spaces bebween each Ffield

L

ample data From File: CAHOMENDOO299A01G _XYZ__ COMPANY _A_READY.CSY.

EBooth Number,Show Namwme, First MNawe,Last MName, Title, Cd &
PO01564, MDM EOS, YONGPING, WANG, "DIRECTOR, ENGINEERING'
D015e4, MDM EOS, JAMES, WEI,EXEC. DIRECTOR-OC, "NECSTRAT
001564, MDM EOS, JAMES, MARSH, TECHMICLL REPRESENTITIVE
001564, MDM_ EOS, STEPHANE, GUERIN, PROCESS ENGINEEER, SURF
NO1564, MDM EOS,NATHANW, BRASSALRD, MANUF ACTURING ENGINEEﬂ

|

Einish |

[o [ o]

LE

CIle NeXt > Adwvanced... Cancel

8 Import Text Wizard @

What delimiter separates vour fields? Select the appropriate delimiter and see how your bext
i affected in the preview below,
Choose the delimiter that separates vour fields:
. " Tab " Semicolon " Space " (ther:
Click Comma B
V' First Row Contains Field Mames Text Qualfier:  [{none} =
Click First Row Contains
Field Names
Eooth Number |Show Name |First Name |Last Name |[Title
poO1564 MDM EOS TCHGPING  WANG "DIRECTOR| &
poO1564 MDM EOS \JANES WEI EXEC. DIFR.
po1564 MDM EOS JANES MARSH TECHNICAL
pO1564 MDM E0S FTEPHANE ICUERIN PROCESS E
poO1564 DM _EQS MATHALN BRALSSLRED ANTF ACTU
po1564 DM _EQS DEREE F'IITCHELL TFE TECH v|
4 M
fdvanced, . Cancel ‘ < Back Finish ‘
Click Next >
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Click on OK if you get this
message

Import Text Wizard

3 1 The first row containg some data that can't be used for valid Access field names, I these cases,
the wizard will automatically assign valid field names.

Click In a New Table

Click Next >

= Import Text Wizard

You can store your data in a new table or in an existing table.

Where would vou like to store vour data?
% In aMew Table

" In an Existing Table: | I

Eooth Number |3how Neame |[First Neme |[Last Namwe ([Title

01564 DM EOS [FONGP ING NG "DIRECTOR| &
01564 DM EO5 AMES EI EZEC. DIR
01564 DM EO5 AMES LRZH TECHNICALL
Do1564 DM EOS ETEPHANE UERIN PROCESS E
01564 DM EOS MATHAN RAZZARD ANUFACTIT
01564 DM EO5 LEREK ITCHELL FTFE TECHj

A
fdvanced. .. Caniel
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= Import Text Wizard E

Yfou can specify information about each of the fields vou are importing, Select fields in the
area below. You can then madify field information in the 'Field Options' area.

Field Options
Field Mame: |Buuth humber ( Data Tvpe: ih@ 5 -
) - =TCurrency A
Indexed:  |Ho | T ponotin Single
Select Data Type: Text for Dovble
X Date/Time
all fields
First Name |Las|OLE Object
001564 VoNGPING  [wan|MEME "
I Hyperlink. v
001564 JANES E I EEls. DI
; [JAMES MARZH TECHNICAL
001564 FTEPHANE GUERIN PROCESS E
001564 NATHLN ERLZZARD MANUFACTT
01564 DEREK MITCHELL PTFE TECH v|

o
Click Next > Advanced, ., Cancel | < Back 1 Mest b Finishi |

& Import Text Wizard @

Wicrosoft Access recommends that you define a primary key For
= your new table, & primary key is used bo uniquely identify each
1 e record in your table, Tt allows you to retrieve data mare quickly,
2 g e v
; ::: i:: i:: % Let fircess add primary ke
gl i ™ Choose my own primary key, -
Select Let Access add .
K ™ Mo primary key.
primary key.
ID  |Booth Munber |Show Nemwe |[First Name |Last Name |Titl
01564 MDY EOS  [YONGPING ANG "DIR] &«
01564 MDH EOS  \JAMES EI EXEC
01564 MDM EOS  JAMES ARSH ITECH
01564 MDM E05  STEPHANE — GUERIN [PROC
01564 DM E0S LTHAN ERASSARD  [MANT
01564 MDM EO5  DERER ITCHELL  [PTFE v‘
KIN »
C I | Ck N eXt Advanced. ., Cancel Finish |
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Click Finish

= Import Text Wizard rg'

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

ANY A READY]

[ I would like a wizard to analyze my table after inporting Ehe
data,

[T Display Help after the wizard is Finished.

— = =
Advanced, .. Cancel = Back | "

Click OK

Import Text Wizard

i Finished importing file 'C hHome00o99aA0lq_xyZ_ COMPANY_4_READY.csv' to table
\) '0009994010_XYZ_ COMPARNY_&_READY'.

Double-click on your
table you have just
created

Microsoft Access - [show : Database] (=13
B File Edit Wiew Insert Tools Window Help == x|
0O = =R R e - 5h- B S~ 7
Y @ Favorites » | Go- | B 2
G open BE Design fEmew | X | 2o
Ohbjects Create table in Design view
:.T: Create table by using wizard
=
=]
|
=
i
Groups
Ready UM
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Microsoft Access - [DD0999A01q_XYZ__COMPANY_A_R... [T |[B]E]

File Edit Wiew Insert Format Records Tools window Help — = ]
[l = = 21 2l | & ¢h | p+ 0} | B 5E - | (3) L
Your data should look D e =
ID | Booth Number [ Show Name | First Name | Last Name | Title | Company 1 _a
H H H Ld 1001564 rDK_EDS FOMGPING | WWARG "DIRECTOR EMGINEERIMNG
Somethlng |Ike thls : 2 001564 rMDK_EOS JAMES WWEL EXEC. DIRECTOR "MEOSTRATA
| | 3 001564 MDOK_EDS JAMES rMARSH TECHMICAL REFPF DUPOMNT
| | 4 0015654 rDIK_EOS STEPHANE GUERIMN PROCESS ERNGIN SURFX TECHM
44 5 001564 MOK_E0S AT HARN BRASSARD  MAMUFACTURING DPC
| Y 6 001564 rDK_EDS DEREK RAITCHELL PTFE TECH SERMN AGC CHEMICA
| | 7 001564 rDOR_EOS CLALDLA CAMPBEELL DIRECTOR OF BL ITC
| | S 001564 MDOK_EDS CLALDLS CAMPBELL DIRECTOR OF BL ITC
| | 9 001564 rDIR_EOS STEPHEMN HKERTESZE ELECTRICAL ENC WHITECAP CC
.1|:| 001564 MOR_E0S AN EGERT S5E TECHMNO
Record: 14 1 L4 Ml |p¥| Oof 85 4

Datasheet Wiews

You Are Done!

If you need assistance importing your sales lead data into your third party software,
please contact a technical support specialist at 708-786-5565.
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