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Saving a Microsoft Access( file for importing to Re:discovery

NOTE:   These instructions were written using Microsoft Access(2000.  If you have an earlier version, your options may differ slightly.

1. In MS Access, open the table.  If necessary, rename the columns so that they match the labels in your Re:discovery Import/Export Format.  The Catalog number field must be the first field in your table.  Also, remove any punctuation or symbols (e.g., period or #) from the field labels.  Eliminate any columns that you do not want to import into Rediscovery.  Note: If Access inserts a column called “ID” in the table, delete it before saving it for import into Re:discovery.
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2. After making any necessary changes to the table, click on the 'File' menu and select ‘Export'.  

3. Now save the file as a 'Text File', in the 'Save as Type' field.  You will need to click on the down arrow to reveal files of type 'Text Files'.
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Once you have selected the Text File option, click on 'Save All' .  

4.  Next, indicate that the file will be delimited and click on 'Next'.

[image: image3.png]i} Access 2000 Importation Into Red 6.3.doc - Microsoft Word
| Eile Edit View Insent Format Tools Table Window Help
IDzda8RY [ Ead o]

| Norral ~ | Times New Rorman ~12 v | B Z U |

F Microsoft Access
| Elle Edit View Insert Format Becords Tools Window Hslp
IERICIEY & Export Texi Wizard =]

This wizard allows you to speciy detais on how Microsoft Access shoud export your data.
Which export format would you lke?

& Gelmited - Characters such as com or tab separate sach ekl OL CARPET SWE
© Fixed Wickh - Felds are aigned in columns with spaces between sach field * | |UR HAND-CARVEL
STEEL, WITH
IRREGULARLY
PEN & INK DR.

‘Sample export format

['PARK  52687", "PARK-D0756", "SUEEPER, CARPET", 1, "DEAC]
["PARK 94377, "PARK-D07S6", "HARACAS", 1, "Loan return
["PARK 943817, "PARK-D07S6", "PUNCH", 1, "Loan return hol
['PARK 943797, "PARK-D07S6", "WEIGHT", 1, "Loan return ki
['PARK  52672", "PARK-D07S6", "DRAVING', 1, "Loan return

[

Adyanced.

Record: 14| T > [k of 5

i —
[Foez  sect 2 mST e Gl R e ] T

Astar|| & DI > A &K || Bsupp.. | BiExplo. | Silwre.. | BAcce.

I 7/

Biexam. [[EEXA.

CIE 1156 AM





5.   Select a field delimiter that will not appear in the data.  The "~" character is usually a good choice. 
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6.  On this same screen, select an appropriate Text Qualifier (usually a " or a ').  If your data has double quotes, such as dimensions, the single quotation mark will be your best option. 

7.  Also, check the "Include Field Names on First Row" box and then click on "NEXT". 

8.  At the next screen, click on 'Finish'.
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9.  You will then receive a confirmation message that the file was successfully exported. Make a note of the file location.  Click on 'OK' and then open your Re:discovery to import the file.
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Importing Records Exported from MS-Access(
1. In Re:discovery, go to the collections record screen. Click on 'Select' on the Menu Bar, choose 'Tag', 

and then choose 'Import/Export Selected Fields'. 
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The Import/Export Format screen opens.
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2.  Click on 'Create Import/Export Format' (or skip to Step 8 to use an existing format).

3.  Enter a name for the format, and a brief description.  Choose to import the file as ASCII delimited.
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4.  Select the same field delimiter that you used in your export of the Access table (e.g., the "~" character). 

5.  Select the same Text Qualifier (usually a " or a ') as you did in your Access export file. 

6.  Select a field you want to import by highlighting it in the left column, then clicking the 'Add Item' button.  A window will appear allowing you to change the field label to match your import field in Access.  Remember to remove any ‘#’ or ‘.’ from the field label.
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7.  Add each field one at a time.  The fields will appear in the right column.  This field order must match the field order of the file you wish to import.  When all the fields you need are in the right column, click 'OK'.
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8.  Next, click on 'Import' to select the format you wish to use to import your access file.  Click on the import format name.
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9.  Then select the text file from the Open dialogue box and click on 'OK'.
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10.  If the importation is successful, you will get a message as below.
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If not, check your structure (field order) of both the Import/Export format and Access file again to make sure they match.  Also make sure the field delimiter and text indicator is set the same in both.  It is usually easiest to modify the Re:discovery import format to match the Access structure.

11.  Exit the Import/Export Format Screen.  Remember you will need to Reclassify and Sweep your 

    Re:discovery directory in order for the imported records to be included in future Word Searches.
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