Using Exported Data in Microsoft Access
(Last Revised: 6/18/2004)
Once e-data information has been exported and saved in CSV (Comma Separated Value) file format, the information can be used in ABLE Net’s Microsoft Access template.  Because the ABLE Net Access template is set up to use link tables it is important that the exported data in CSV format is saved in the correct location.  The location specified by the link tables in the database is the C:\data directory.

ABLE Net will provide a sample framework in Access for storing exported e-data information.  This file can be obtained from the ABLE Net web site at http://www.lhup.edu/ablenet/template.htm or by calling ABLE Net Tech Support at 570-893-4052.  The newest template contains the data checking queries that ABLE Net uses.  Template upgrades and versions are now being numbered. See e-data Access Template Update section.

These procedures are not intended to be an Access Training Resource but to provide information about useful processes in ABLE Net’s Access template for housing e-data information.  Agencies who plan to customize the Access template should obtain some degree of skill using the Microsoft Access product.

Set Up

Each computer on which the database will be used to import new data needs to have a C:\data folder.  Use Windows Explorer to create a Data folder in the C drive on your computer and copy the unzipped Access template and CSV files into this folder.

Downloading a New Access Template:

For those users who need a new template to start the new program year or who have never used a template before, the Access template download is available on the ABLE Net website at: http://www.lhup.edu/ablenet/template.htm.
Downloading a new Access template steps:

1) It is important if you want to keep your prior year’s data for future use you should rename your data folder using the program year of the data before downloading the new template  

2) Download the New_Install04-05_Version2.zip file to C:\Data

3) Unzip the New_Install04-05_Version2.zip file to the C:\Data folder, overwriting any existing files

4) Your new template is now ready for use. Open the edata.mdb file in the C:\Data folder in Access.

Preparing Data
Data can now be exported in two different ways.  A user can export each file individually or export all tables at one time.  If you choose to use the new “export all” feature e-data will export all tables and make them available to you in a zip file.  

When exporting data to be used in access template choose the export all feature.  e-data will automatically set the default export file name to be “exports.zip”.  Save this file in the c:/data folder and extract the exported files.  Each export file will be named exactly as specified in the Access link tables.  If any file names are changed, the process will not work. The filenames to be used are the exact names of the exports in the export dropdown list for that particular export being saved but without the spaces or hyphens.  For example the “Agency Staff-Tutor” export would be saved as “AgencyStaffTutor.csv”.

To save and use e-data exports in Microsoft Access (Windows Users):

1. Check the export all check box from the e-data Export screen and click run export
2. When prompted save the exports.zip file to the C:\data folder.
3. Open the c:/data folder and extract the exports.zip file to the C:\data folder.
Importing Data into the Access Template

Running any of the processes in this database involves the use of action queries.  Each time an action query is run, by default the user is prompted to approve the action.  ABLE Net recommends turning off this default prompting.  You will only need to turn off the prompts one time and the setting will be saved for the template.

Turn Off Action Query Prompts:

1. On the Tools menu 

2. Select Options 

3. On the Edit/Find tab 

4. In the Confirm box uncheck the action queries checkbox.

Importing Steps:

1. Opening the Access database named edata.mdb. It is located in the C:\data folder.  The database will automatically locate each of the CSV data files in the C:\data folder if properly named and saved.  

2. The database will open in the Main form. 

3. Click the Update Existing and Add New button in the Adding New Information section to update and to add the new data in your exported files to the access template.

Removing Orphaned Files from Access Template

A process replacing the former “refresh” process has been added to the Access template version 12 or higher allowing removal of any orphaned files in your current template. An orphaned file is a record that has been deleted in e-data but remains as a stagnant record in the Access template.  Since the new delete buttons were added in e-data to allow the deletion of adult, staff, tutor, and family files, the Access template has been holding orphaned files after any deletions were made in e-data. This new feature will allow deletion of any files from the Access template not currently existing in the most recent e-data export.  A new delete button, “Remove any records that have been deleted in e-data” in the Main Interface of the Access template version 12 runs the process to remove any orphan records from the Access template.  A benefit of this process over the previous “refresh” process it replaces is this updating process will not remove any information in the custom fields of any current files.

This new tool to remove orphan records is contained in both the Access template version 12, as a new installation of the template, and the remote template upgrade 12, as an upgrade to template version 11.

Steps to remove orphan files:

1. Save all new, full exports to the C:\Data folder
2. Run the “Update Existing and Add New” process to update the template with the newest data from e-data.

3. To remove any orphan files, click the “Remove any records that have been deleted in e-data” button.
4. Click OK in message window that the process is complete.
5.    The orphan files have been successfully deleted.
Recommendation:

ABLE Net strongly recommends not saving partial exports into your Access template. A partial export is created when using the export selection criteria such as selecting one contract number or keyword. Saving partial exports into your Access template and then running the “Remove any records that have been deleted in e-data” process will result in the removal of all the files not associated with that selection criterion.  Establishing a rule of only saving full exports into your Access template is recommended.
New Built-in Access Template Queries and Reports

These new features are in Access template version 12 or higher.

Data Checking Interface button:

In the Main form of the Access template this new button will open a new Data Checking Statistics interface that contains a collection of queries for checking data for completeness, numbers, missing data, and errors.

Family Literacy Data Checking button


In the Data Checking Statistics interface there is a new button that will open the Family Literacy Data Checking Statistics interface that contains a collection of queries for checking data for completeness, numbers, missing data, and errors.

“Reportopia” section


New reports are listed in this section. Click on the drop down list to run the reports on specific contracts numbers or adults.  

Useful features in Access

Using the buttons in the ‘View Selected Information’ section of the Access template will allow users to view the data obtained from e-data.  Some Access functions that are useful are the following:

· Find
· Filter
· Sort
· Create a New Query
Find

Using the Access Toolbar, you can perform a find operation in a selected column by clicking the 
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 button

Filter

Using the Access Toolbar, you can perform filters on selected information by clicking on the 
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 button.  Remove the filter by clicking on the 
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 button.

Sort

Using the Access Toolbar, you can sort by selected columns in ascending and descending order by clicking the 
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  buttons.  After sorting a table, when you close the table you will be asked if you want to save the changes, you can say No to return the table to its original sort order.

Create a New Query

To create a customized display of information, including related information, begin by clicking the ‘Create New Query’ button at the bottom of the ‘View Selected Information’ section.  Then proceed with the following:

1. Select ‘Design View’ from the ‘New Query’ dialog box, then click ‘OK’

2. From the ‘Show Table’ dialog, scroll toward the bottom and select one or more tables beginning with ‘tbl’ with which you would like to create a display of information (see the e-data relationship index at the end of this manual) click ‘Add’ to add a table, click ‘Close’ to finish.

3. From the top pane of the ‘Select Query’ design window, select the desired fields to add to the query design grid in the bottom pane either by double-clicking or dragging the field to the grid.

4. The 
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 button on the tool bar will display the query results.  Clicking the 
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 button on the tool bar will return the user to the query design window.

5. The 
[image: image7.png]


 button on the tool bar allows queries to subtotal and summarize data by grouping like items together using the ‘Total’ row that will be added to the design grid by clicking the button.

Closing the main form by clicking the ‘Close Main Interface’ button, allows users to view the Access database window.  To maintain the processes already in place, none of the tables starting with the word ‘Link’ or ‘Move’ should be altered in any way.  The tables starting with ‘tbl’ can have fields added to them, but none of the existing fields should be changed in any way or the system may cease to function properly.  

The existing queries starting with the letters ‘qryView’ may be altered to suit individual agency’s needs.  None of the other queries should be deleted or altered in any way or the system may cease to function properly.  Additional objects and processes may be created for agency’s use and data needs within the database.  Agencies are encouraged to share information and processes that will make all external systems better and openly communicate research and achievements in these areas.
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