Using Microsoft Excel or Access to Produce HEI Compatible Submission Files

HEI submission files consist of two parts: header line and record lines.
Header Line

This must be the first line in the data file that is being submitted. It tells HEI who is submitting the file, what
data it contains, and what to do with it. In most cases you will need to type the header line in as the very first
line of your file; however, it is easier to convert the rest of your data without worrying about the header record
until the very end. Just remember to put it in before submitting the file to HEI.

General information on the header record can be found at:
(insert hyperlink)

A typical header line will look like this:

OHSUNC2007NA000010
Broken down, this is what the header record says:

OHSU Institution submitting the file

NC Type of file

2007 Year of submission

NA  Term of submission (NA stands for an annual file)

Record Lines

All file descriptions can be found on the HEI website. General information concerning data format can be
found at: http://regents.ohio.gov/hei/datasubdoc/general/dataformat.html

In addition, each submission field has its own description page. Here is the description for the record lines for
both of the Non-Credit data reporting areas:

NC (Non-Credit Course/Activity) file: http://regents.ohio.gov/hei/noncredit/datasubdoc/ncfile.html
NE (Non-Credit Student Enrollment) file: http://regents.ohio.gov/hei/noncredit/datasubdoc/nefile.html

Here’s a typical record description:

Field Names Field Attributes and Procedures Data Format
Campus Enter a campus code from Institution/Campus Codes. Alphabetic
4 characters
Columns 1-4
Student Identifier | Enter the federally assigned Social Security Number (SSN) Alphanumeric
whenever possible. 1f the SSN is unavailable, enter another 9 characters
identifier which uniquely relates to this student. Student Columns 5-13
identifiers for minors are to be assigned by the campus. Left justify
Institution Enter Y if the student identifier is not a federally assigned Alphabetic
Assigned Social Security Number. Enter N if the student identifier is the | 1 character
Identifier Switch SSN assigned by the federal government. Column 14



http://regents.ohio.gov/hei/datasubdoc/general/dataformat.html
http://regents.ohio.gov/hei/noncredit/datasubdoc/ncfile.html
http://regents.ohio.gov/hei/noncredit/datasubdoc/nefile.html
http://regents.ohio.gov/hei/datasubdoc/vertables/instcamcodes.txt
http://regents.ohio.gov/hei/datasubdoc/enrollment/production/sefile.html#Institution_Assigned_Identifier
http://regents.ohio.gov/hei/datasubdoc/enrollment/production/sefile.html#Institution_Assigned_Identifier
http://regents.ohio.gov/hei/datasubdoc/enrollment/production/sefile.html#Institution_Assigned_Identifier

Turn it on the side to see the correct layout needed for your text file:

Campus Student Identifier Institution Assigned Identifier Switch
Alphabetic Alphanumeric Alphabetic
4 characters 9 characters 1 character
Columns 1-4 Columns 5-13 Column 14
Left justify

So, a short NE upload file will look like this:

ASHT123456789NDoe John MWH4PERFLVL2FY0630004 NN
ASHT234567890Y Smith John MWH2PERFLVL2FY0630004 NN
ASHT345678912NDavis James MWH3PERFLVL2FY0630004 NN
ASHT456789123NMcGee  Mark MWH3PERFLVL2FY0630004 NN
ASHTS567891234YMacy William MWH3PERFLVL2FY0630004 NN
ASHT678912345Y Miller Jim MWH3PERFLVL2FY0630004 NN

How to use Microsoft Excel to Produce HEI compatible Submission Files

The real question is how do you convert an Excel spreadsheet into the above?

Things to note:

Columns A, C,F,G,H, K, and L all look good as all the text data has the same number of characters
Columns B, D, E, I and J could be is an issue due to the possibility of variable length text fields

| F12 - fe | ¥
A B C D E F G H | J K L M N (0] P If
Institution WIA Delete
1 |Campus StudentID Assigned ID Last Name First Name Sex Race Age Course D Section ID completer Switch
2 |ASHT '238365126 N HAROLD  DAVIES M WH '4 PERFLVL2ZFY0G '30004 N N
3 |ASHT '4? Y RYAN WODRICH M WH '2 PERFLVL2FY0G '30004 N N
4 ASHT '281?40242 ] MATT PHILFOTT M WH '3 PERFLVLIFY0G '30004 M ]
5 |ASHT 277644473 N MARK BARRON M WH 3 PERFLVL2FY06 30004 N N
6 |ASHT '146 Y MIKE TERELMES M WH '3 PERFLVL2FYDG '30004 N M
7 |asHT 38 Y BRAD MILGATE M WH 3  PERFLVL2FY06 30004 N N

The problem with using Excel is preventing it from stripping off leading zeroes from numbers or adding ending
zeroes to numbers. To ensure the data has the correct number of characters we must use the format cells
feature.
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Click on the “Number” tab and in the category box chose “Custom”. In the “Type” box enter a zero for each
character for the width of the field. Click on “OK” to assign the format to the column. For example, column B
(student identifier) should be 9 characters wide, so in this example we would enter 9 zeroes in the “Type” box.
Perform this operation on all numeric columns to ensure they contain the proper number of digits.

| Bl - fe| Student 1D [z
A B I D E F G H I J K L M N o} P 'i
Institution Wia Delete
1 |Campus |Student ID JAssigned ID Last Name First Name Sex Race Age Course ID Section ID completer Switch
2 ASHT 123456739 [N Doe Format Cells
3 ASHT 234567890 Y Smif
4 |ASHT 47 N Davil | Mumber | Alignment Fant Border Fill Protection
5 |ASHT 456789123 [N MCG| | Cateqary:
6 ASHT 136 \d Macy | | General Sample
7 |ASHT  |a v Millg | |Mumber Student I
Currency
8 Accounting Type:
Dratke
El Time 000000000
10 Percentage General ~
1 Fraction a 3 =
Scientific 0.00
12 Text #2880 =
13 Special &, 440,00
m # RO, 22D
14 #,##0_); [Red]#,##0)
0 #,##0,00_;(#,#40,00)
#,##0,00_1[Red](#,##0.00)
16 Fa, R0 (5, ##0)
17 b, ##0_[Red]lige, #40) b
:
19 Type the number format code, using one of the existing codes as a starting point.
20
21
22
23
5

4 4 » M| Document . ¥J [ | m I

e Note: For the above spreadsheet this option would not be a valid option since these are zero numeric
fields and most fields are alphanumeric which can lead to variable length text fields

The next step is to export the data into a text file. Click on the “Office Button”, chose “Save as” and click
“Other Formats”. In the “Save as” selection box in the “Save as Type” field chose “Text (Tab Delimited)”.
Once you chose the proper directory to store your file and giving it a proper name click “Save”.

Savein | D My Documents e | ] o X (] j -
5 My Recent I Analyst Test
] Documents @ BRIAM INFO
@ Desktop I Deskiop
| |DInterviews
B gl;cuments My Daka Sources
—————— "} =53 My Digital Editions
'j Ellgmputer @MY Music
. |rE]| My Pickures
‘:;! g’::cl‘::twork IE'I M training
i SharePoint Drafts
500
E] Data
F=j Document
E] Documentl
E] practice
[:=j kraining
Flle name:  |[kENTRCZ008MA0D000| ~|
Save as bype: |Text (Tab delimited) v |
I Save l ’ Cancel




Unfortunately, this is still not quite what we need for submission to HEI. Excel does not possess the ability to
export true fixed width records. So, we created a tab-delimited file by placing an invisible tab character
between the data columns. In order to finalize the file for HEI submission we need to remove these invisible
characters.

You now need to make a choice. If the submission file contains variable length fields (e.g. names, Course 1D,
etc), or embedded spaces as fields, you will need to ensure that these fields contain the proper number of spaces
so that all the fields contain the same number of characters. Excel offers no way to make these corrections. If it
is a small submission file you may want to do this in Notepad or Textpad (I would recommend Textpad as it
shows which row and column space you are in) by simply inserting the spaces in the required fields. However,
this method is not practical for large files and you will need to use Access to make these corrections.

If your submission file does not contain variable length text data you can use Notepad or Textpad to remove the
tab characters and add the header record. To do so, open Notepad and open the file.

e Note: This option cannot be used for the file that was mentioned previously due to the variable length
text fields and embedded spaces as fields. So for this demonstration |1 am using a different text file.

Notice the spacing caused by the invisible tab characters:

I Book1 - Notepad

File Edit Format Mew Help

KEMT 1234567859 Course_TId_1 Ssect 1 050 Nl W
KEMT 234567891 Course_TId_2 Sect 2 035 Nl W
KEMT 345878912 Course_Id_3 Sect 3 075 Nl W
KEMT 456789123 Course_Id_4 sect_1 004 b ¥
KEMNT 567891234 Course_Id_5 Sect_Z? 00l Nl ¥
KEMT a7E9123445 Course_Id_& Sect_3 085 Nl W

Using the mouse select one of the tabs.

I Book1 - Notepad

File Edit Format Wiew Help

KENTIELZ34 567585 Course_Id_1 Sect 1 050 N i
KEMNT 2345678391 Course_Id_2 Sect 2 035 Nl ¥
KEMNT 345078912 Course_Id_3 Sect 3 075 b W
KEMT 456789123 Course_Id_4 sect_1 004 b ¥
KEMT S67E91234 Course_Id_ & Sect_2 00l Nl W
KEMNT B7E912345 Course_Id_& Sect_3  0&ahs b W

Then, select Edit chose Copy (or Ctrl+C) to copy the tab. Then select Edit chose Replace to bring up the
Replace dialogue box. Click once on the “Find what” box then right click and chose paste (or click once in the
box then press Ctrl+V).

Replace [? %]
Find what: |I] |
Replace with: | |
[ Match case




Make sure that the “Replace with” box is empty. Click on “Replace All”. Instantly you will see that all the tab
characters have been removed from the text file.

I Book1 - Notepad
File Edit Format View Help

KEWT1234 567R9Course_Id_lsect 1050%Y
KEWTZ34 567891 Course_Id_2sect 2035%Y
KEWT34 567891 2Course_Id_3sect 3079%Y
KEWMT4 5678591 23Course_Id_4sect_1004yY
KENTSA7891234Course_Id_Ssect_2001yyY
KENTE7E912345Course_Id_6Sect_3065%Y

Insert the header record. Make sure there are no extra spaces in the document by pressing “Ctrl+End” to see
where the end of the document is and if it is not after the last character in your file press “Delete until you see
the cursor after that last character.

How to use Microsoft Access to Produce HEI compatible Submission Files

Why would you want to use Access for this procedure? There are three reasons of why you would want to use
Access:

e Normally the data is housed in Access databases at your institutions
Your IT department gave you the data in an Access database

e You exported a text file from Excel but it contains variable length text fields that need to be converted to
fixed width

If you are dealing with variable length text fields the easiest method is to export the file from Excel as a tab
delimited text file. This will allow you to import the text file into Access while maintaining leading zeroes in
the numeric fields. To import the file, create a new database in Access. Right Click anywhere in the database
and select “Import”.

Microsoft Access - [db1 : Database (Access 2000 file format)]
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The “Import” selection box comes up and the first thing to check is to make sure the “Files of Type” box is
selected for the specific type of file you are trying to import. Click “Browse” and go to the correct directory of
where the tab delimited text file you exported from Excel is stored, click on the correct file and click “OK”.
The “Import Text Wizard” selection box comes up and make sure “Delimited” is selected. Click “Next”.

E= Import Text Wizard §|

Your data seems to be in a 'Delimited’ formak, IF it isn't, choose the Format thak more carreckly
describes wour data.

@égelimited - Characters such as comma or kab separate each field

() Fixed Width - Fields are aligned in columns with spaces bebween each fisld

ple data from File: CA\DOCUMENTS AND SETTIMGS\BOR402DESKTOPYOHSU_MC, THT.
CampusOCourse/ Aotivity IDO3ection IDDCDurse;’ActiVityi‘
DHIUOEBIEUS l1izZ0:Z236040Performance Acct & BudgetOO07zZe:z

DHITOEBEIAST 245053071505h]l Profilingd0e272006005012006
DHITOEIHCT S§770201420Ems TrainingOO062720060092020060
DHITOEIHCT 10102014530Ems TrainingOO06Z27Z0060092020060
DHITOEIHCT 1020201440Ems TrainingEIDEE?EDDEDDQZDZDDEDj

ITO T T, T ITTNAN i d A SCITT = IT Vo W

2l
Advanced. .. [ Mext = ][ Einish ]

“Tab” should be selected in regards to what type of delimiter separates your fields. Also, make sure “First Row
Contains Fields Names” is checked. Click “Next”
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E= Import Text Wizard E|

What delimiter separates vour fields? Select the appropriate delimiter and see how yvour bext
is affected in the preview below,

Choose the delimiter that separates wour Figlds:

) Tab () Semicalan () Comma () Space () Cther:

First Row Cantains Field Mames Text Qualifier:  Hnonel  »

Campus |Course/ Activity ID [Section ID |[Course/Activity W
IDHIT EIBTS 132 23604 Ferformance Loct i‘
DHST EILZT =245 EO0715 Fhl Profiling

DHST EIHCT 577 0142 ms Training

DHST EIHCT 101 0143 ms Training

DHZT EIHCT 102 0144 m= Training

IDHST ETHREM 501 F3els Hutnan FResources U ﬂ

RN i
Cancel ] [ + Back I Blext = ][ Einish ]




Make sure the box labeled “In a New Table” is selected when the Import Text Wizard asks you where you want
to store your data. Click “Next”

E Import Text Wizard §|

You can store your daka in a nes kable or in an existing table,

Where would vou like ko store wour datay

(O] {In a Mew Table :
) In an Existing Table: -

Campus |[Course/Activicy ID |[Section ID [CoursefAlctivity N
IDHST EIBUS 132 23604 Ferformance Loct -
DHZT EILZT 245 EO0715 Fhl Profiling

DHZT EIHCT 277 0142 s Training

IDHZT EIHCT 101 0143 mws Training

IDHZT EIHCT 102 FO144 ms Training

IDHIT EIHRM 501 £3el3 uman Resources U j

ki i
Cancel ] [ < Back l Mext = ][ Finish ]

Specify every field as “Data Type” Text. To do so, click on each column and change the “Data Type” to Text.
Click “Next”

E Import Text Wizard §|

‘ou can specify information about each of the Figlds wou are importing.  Select fields in the
area below, Yaou can then modify Field infarmation in the 'Field Options' area,

Field Options
Field Mame: |ampus Daka Type: bt
Indexed: Mo w [ ] Do not import Field {Skip)

Campus |[Course/ Aetivitcy ID |(Section ID [Courseflotivity N
EIEUS 132 23604 Ferformance Leoct o

BEILZT Z45 BO715 Fhl Profiling

ETHCT 377 0142 mws Training

ETHCT 101 0143 ms Training

EIHCT 102 0144 s Training

ETHREM 501 E36l3 uman Resources U j

K 2l
Cancel ] [ < Back I Mext = ][ Einish ]




Microsoft Access recommends that a primary key is defined for a new table; however, for this process a
primary key is not needed. Make sure “No primary key” is selected. Click “Next”.

E Import Text Wizard §|

Microsoft Access recommends that wou define a primary key For
= wour new kable, & primary key is used to uniquely identify each

PR record in ywour table. It allows vou ko retrieve data more quickly,
PR

g ::: ::: ::: (7) Let pecess add primary ke,

[l <+ e () Choose my own primary key. -

(%) Mo primary key.

Campus |[Course/Activicy ID |[Section ID [CoursefAlctivity N
IDHST EIBUS 132 23604 Ferformance Loct -
DHZT EILZT 245 EO0715 Fhl Profiling

DHZT EIHCT 277 0142 s Training

IDHZT EIHCT 101 0143 mws Training

IDHZT EIHCT 102 FO144 ms Training

IDHIT EIHRM 501 £3el3 uman Resources U j

p . . ﬂ
Cancel ] [ < Back l Mext = ][ Finish ]

Give your new table a proper name for the file. Click “Finish”.

E Import Text Wizard

That's all the information the wizard needs to impart vour data.

Impark to Table:
OHSUNCEDDBNADDDDDE'

[ 11 would like a wizard to analyze my table after importing the
data,

[ ] pisplay Help after the wizard is finished,

(o ] [




You have successfully imported your text file into Access. Click “OK”.

Import Text Wizard

Y

Finished imparting file 'C:\Documents and SettingstBOR 4029 Deskioptobsu_nc. bxt' ko table
'OHIUMCZ00SMA000006",

Right click on the table you have just imported into your Access database and select “Design View”.

B Microsoft Access - [db1 : Database (Access 2000 file format)]

i1 Ele Edit View Insert Tools ‘window Help Type a question fo

RN R A= NN AN RN R R =R AR R e == =R !

[iE0pen B Design  Shew | X | 2o
Objects Create kable in Design view
‘ =] Tables Create table by using wizard
.
§ s Create table by entering data
== Forms Li| open
49 Reports |g Design Yiew
Y& Pages =4 Frint
2 wmacros & Print Preview
L Cut
2% Modules & fe
E3 Copy
Groups
Save As...
|#] Favorites
Export...
Send To 3
Add to Group >
Create Shorkcut. ..
X Delete
Rename
57 Properties
Object Dependencies. ..
Linked Table Manager

In the “Design View” be sure to check and make sure all “Data Type” fields are “Text”, if not change them to
“Text”.

K Microsoft Access - [OHSUNCZ00BNAOODDO6

i ] File Edit View Insert Tools ‘Window  Help Type aguestion forhelp = 2 B X

ST Sk Ga 0 o o e e S B e

Field Name |  DataType | Description [~
| W | CoursejActivicy 10 ] - 3
| [5ection ID Text
|| Coursefactivity Mame Text \ =
| |CoursefActivity Start Date | Text
| | CoursefActivity End Dats Texk
|| Contact Hours Text
| |Class Tvpe Text
| |Student Enrolment Text
|| Training/Activity Categories | Text
| |mon-credit Income Text
| [Company Size Text
|| company Type Text
| |Location Text
| |Site Text
| | Certification Text
|__|student Enrollment: Switch Text
| |Count of Male Students Texk
| | Count of Female Students | Text
|| Count of Unknown Gender | Text
| |"Count of White, Mon-Hispan| Text
| | Count of American Indian of | Text
|| Count of Asian or Pacific Islar Text
| |"Count of Black, Mon-hispanic Text
| | Count of Hispanic Students | Text
|| Count of Monresident Aliens | Text
|| Count of Unknown Race Text 2
Palata Sikck Tak bt
Field Properties
General | Lookup /
Field Size 255
Format
Input Mask.
Captian

Default Value
Walidation Rule
Walidation Text

The dats type determines the kind of values that users can store in the fisld, Press F1 for help on data bypes,

Required Mo
Allow Zero Length es

Indexed ‘es (Duplicates OK)
Unicode Compression Mo

IME Mode Mo Control

IME Sentence Mode Mone

Smark Tags

Design view, Fé& = Switch panes. F1 =Help.

CAPS



Also in this window, you must define the “Field Size” of each data field. You can input the numbers directly
from the HEI file description directly into this form. For example, in this scenario the Campus field size should
be changed from 255 characters to 4 characters, as well as every other field to adhere to the HEI file description.

[ Microsoft Access - [OHSUNC2008NAOD00D6 : Table] [EET
i ] Fle Edit Yiew Insert Tools Window Help Type a question for help |+ 2 8 X
HERAN: - VIR A RN, RN TR A= [ FaS = PPNl
Field Mame | Data Type | Descripkion S
Coursefdctivity ID Text B
Section ID Text
Coursefactivity Mame Text R

Coursefactivicy Start Date | Text
Coursefactivity End Date Text

Contack Hours Text
Class Type Text
Student Enrallment Text
Trainingfactivity Categories | Text
Mon-Credit Incame Text
Company Size Text
Company Type Text
Location Text
Site: Text

Certification Text
Student Enrollment Swikch | Text
Count of Male Students Text
Count of Female Students | Text
Count of Unknown Gender | Text
"Count of White, Non-Hispan | Text
Count of American Indian of | Text
Count of Asian or Pacific Islar Text
"Count of Black, Man-hispanic Text
Count of Hispanic Students | Text
Count of Nonresident Aliens | Text

[TTTT T IIIT I ITTIIT]

Count of Unknown Race Text -
Nalake Suikeh Tawt heh
Field Properties

General | Lookup

Fiid Sze dﬁ

Format

Input Mask

Caption

Default Yalue

Vahdat!un b The maxzimum number of charackers you can enter in the Figld. The largest maximum you can set is 255, Press F1

Validation Text for help on field size,

Required Mo

Allows Zero Length Yes

Indexed es (Duplicakes OK)

Unicode Compressian Mo

IME Mode Mo Contral

IME Sentence Mods Mone

Smart Tags

Design wiew. F& = Switch panes. F1 = Help. CAPS

Go to File, click “Save”. Or simply close the table. By doing this the Microsoft Office Access “Save Changes”
prompt appears. Click “Yes”.

Microsoft Office Access

! "_\ Do wou want o save changes to the design of table '"OHSUMCZ005MAD00006'7

ues | [ Mo ] [ Canicel ]

Microsoft Access prompt for notification of “Some data may be lost” will appear after making changes in the
design view of a table. This is fine and no data will actually be lost. Click “Yes”.

Microsoft Office Access fgl

Some data may be lost.
! "j The setting For the FieldSize property of one or more fields has been changed to a shorter size. If datais lost,

validation rules may be violated as a resulk,
Do wou wank ko conkinue anyway?

Yes




The next step is to export this table as a text document. To do this, right click on the table name, select
“Export” and chose “Text File”.

Microsoft Access - [db1 : Database (Access 2000 file format]]
i Bl Edit View Insert Tools indow Help Type aquestion forhelp = 2 & X

NS ARG AT 80 8] e i o
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Objects Create kable in Design view
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{3 Reports ls Design Yiew
Y& Pages =4 Print
2 Macras |4 Print Preview
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GrOUpS =) Copy
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X Delete
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Ready

Click “Browse” and go to the correct directory of where you want the exported tab delimited text file to be
saved. The “Export Table” selection box comes up and make sure you are saving it with the correct file name
and in the “Save as Type” box has been changed to “Text Files”. Click “Export”.

Export Table '0OHSUNC200BNAODODOS As X

Save in: |@ Deskkop v @-34|Q X i &~ Tools~
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:i My Computer
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My Compuker

@

File name: | OHSUNC2008NAO0000G v | [Jsave formatted
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Ml Mebwork,
Places Save as bype: TE!Z:-:Zt Filee




The “Export Text Wizard” selection box appears. Make sure the “Fixed Width” box is selected. Click “Next”.

E= Export Text Wizard §|

This wizard allaws wau ko specify details on how Microsaft OFfice Access should expaort saur
data. Wwhich export Format would vou like?

() Delimited - Characters such as comma or kab separate each field

@;Fixed weidth - Fields are aligned in columns with spaces bebween each fisld

Sample export Faormat:

1 DHIUEIEUT 23604 Performance icct £ Budget -
?OHSUBIAS 30715 5hl Profiling

?OHST_TBIHC 20142 Em=s Training

TOHST_TBIHC 20143 Em=s Training

?OHSUBIHC 20144 Ems Training

EOHSUBIHR 23613 Human Resources Tniversit j

2l
Advanced... Mext = ][ Einish ]

IE

The “Export Text Wizard” has installed the changes you made to the “Field Size” to the Field Names and
correctly places field breaks where they occur. Click “Next”

E= Export Text Wizard

The wizard has made some quesses about where wour field breaks occur, Are they correck? IF
not, wou can make adjuskments now.

Lines with arrows signify Field breaks,

To MOYE a line, click and drag it.
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RI 2l
Cancel ] [ < Back I Mext = ][ Einish ]




Chose the proper directory of where you want to store your text file, give it a proper name and click “Finish”.

E= Export Text Wizard f'5_<|

That's all the infarmation the wizard needs to export vour daka,

Export to File:

1 Documents and Sekkings\EOR4029Desk

ot ] <o

You have successfully finished exporting your text file to the following directory. Click “Close”.

Export Text Wizard

1 Finished exporting table "OHSUMCZ008MAD00008" to file 'Z:\Documents and
Settings1BOR 4029 Deskiaph OHSUNC 2003MA000006, Ext',

Using Notepad (or Textpad) open up the latest text file, insert the header record and click save. You are now
ready to submit to HEI.



If you are working directly from a native Access table and that table contains data that should not be included in
the submission file, you will need to create a query that returns only the required data in the correct format. To
do this, Click on “Queries” and then Click on “New”. Or you can just click on “Create query in design view”.

CEX

Microsoft Access - [db1 : Database [(Access 2000 file format)]

i Fle Edt Wew Insert Tools indow Help Type aquestionforhelp |+ 0 @ X

RN e W= W A e RN R R AN = '_:vl'-@')!

5 Open 1B Design | X Be e
Ohjects ECreate query in Design viewé F
1 Tables Create query by using wizard
| _E'ﬂ Queries
= Forms
i  Reports

After Clicking on either the “New” tab or on the “Create query in Design view” link, the “Show Table” prompt
box appears, select which particular Tables or Queries that you need to extract your data from and click “Add”.

Show Table

Tables | Queries | Both

Close

To select which fields you would like to add to your custom query, simply double click on that particular field
name and Access automatically drops those fields into your query.
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After selecting which fields you would like in your table, click on the > (the summation sign) and click “Run”
(red exclamation point).
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If you are not an SQL aficionado, the easiest way for you to bypass writing an SQL query to assign the
correct formats to numeric data is to take your query that you just created and in the “Design View” of that
query click on “Query Type” and select “Make-Table Query”.
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In the “Make Table” selection box, simply type in a Table Name and make sure the “Current Database” option
is selected. Click “OK”
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Still in the “Design View” of the Query you just created, go to “File” and click “Save”. Or you can simply
close the query, but be sure to click “Yes” when it asks you to save changes to that query.
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In order to run your “Make Table” query, you simple need to double click on that query name.
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Microsoft Access prompt notifying you that you are about to run a “Make Table” query that will modify data in
your table and if you are sure you want to run this action query. Click “Yes”
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Another prompt notifying that a certain number of rows are to be pasted into a new table appears, Click "Yes".
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The table that you just created from your customized query now shows up in your Access Database.

Microsoft Access - [db1 : Database [Access 2000 file format)] r._|ri|rz|
E jl File Edit Wiew Insert Tools Wwindow  Help Type a questionfor help v = & X
LR KW= RN A WENEEN I R R =R Iﬁf‘lﬁ'-@-l@!
[Fopen b2 pesion Hnew | X | 2o T
Objects Create table in Design view
| = Tables Create table by using wizard
.
_E'ﬂ e ,J Create table by entering data
OHSUNCZO08MADNON0E
= Forms -
B H
43 Reparts

Next step is to define the “Field Size” of each data field for this new table. See previous section on this topic.
You can input the numbers directly from the HEI file description directly into this form. For example, in this
scenario the Campus field size should be changed from 255 characters to 4 characters, as well as every other
field to adhere to the HEI file description. After changing the “Field Size” for each data field simply export this
table as a text document. Then be sure to add the Header Record (see previous section on this topic) to this
particular text file and you are ready to submit to HEI.



