Procedures for Importing TWDB .txt files into MS Access and MS Excel
Steps for Importing GWDB download files to MS Access

1.	Open a new Access database or the existing Access Database where the imported data will be 	stored.
2.	Select Text File [image: C:\Users\HRein\Desktop\8bda6775-0717-410c-9721-c24896e6a5ac.gif]from the Import & Link group on the External Data tab:
[image: ]
3.	Browse to the Source Data File in the Get External Data – Text File dialog box and click Open.
4.	Specify how you want to store the imported data.
· If this is the first time downloading the source file you will most likely want to store the data in a new table. To do this, select Import the source data into a new table in the current database.
· If this isn’t the first time you’ve downloaded the source file you may want to append the data to the existing table where the data was downloaded to before. To do this, select Append a copy of the records to the table: and then select the appropriate table from the dropdown list.
5.	Click OK.
6.	Select Delimited from the Import Text Wizard dialog box and click Next.
7.	Select Other in the Choose the delimiter that separates your fields: box and enter the pipe symbol 	“|” (Shift + \ keys) in the box provided. 
8.	Check the First Row Contains Field Names box.
9.	Make sure Text Qualifier is {none} and click Next.
10.	To change the data type for a column of data in the database click on the column header for 	that 	field, and then select the appropriate data type from the Data Type:  dropdown box. 
	The table below lists the source files and the corresponding fields that will require the data type be 	changed:
	File Name
	Fields needing to be changed to Short Text
	Fields needing to be changed to Long Text

	WaterQualityMajor
	SampleTime
	Reliability

	WaterQualityMinor
	SampleTime
	Reliability

	WaterQualityCombination
	SampleTime
	Reliability

	WaterQualityOtherUnassigned
	SampleTime
	Reliability



	Note: If a file is not listed in this table, proceed to Step 11.
11.	Some source files containing dates will need to have the Date/Time settings changed in Access. To do this:
· Click on the column heading for a date field.
· Make sure that Date/Time is selected in the Data Type: dropdown box.
· Click Advanced…
[image: ]
· Select YMD from the Date Order dropdown box in the Import Specification dialog box.
· Change the Date Delimiter to ‘-‘
· Click OK.
Note: You only need to do these steps once for each source file and all Date/Time fields in the table will be changed to these settings.
The following files contain Date/Time fields that will require these settings be changed:
· lWaterLevelsMajor – MeasurementDate
· WaterLevelsMinor – MeasurementDate
· WaterLevelsCombination – MeasurementDate
· WaterLevelsOtherUnassigned – MeasurementDate
· WaterQualityMajor – SampleDate
· WaterQualityMinor – SampleDate
· WaterQualityCombination – SampleDate
· WaterQualityOtherUnassigned – SampleDate
· WellTests - WellTestDate
12.	Click Next.
13.	Select No primary key and then click Next.
14. Assign a name for your table in the Import to Table: box and click Finish.
Note: An ImportErrors table may be generated for fields containing null values. However, all data should still have been imported correctly. To make an Access field accept null values, set the Required field property to No and make sure the ValidationRule property setting doesn’t prevent null values. 
Note: WaterQualityMajor file is a very large file (over 2 million records) and may need to be imported into its own separate Access Database. If the following error message is displayed, you may need to Compact & Repair the database: “Cannot open database. It may not be a database that your application recognizes, or the file may be corrupt.”

Steps for Importing SDR download files to MS Excel
The following instructions will apply to all SDR download files except for the lWaterQualityMajor file. The lWaterQualityMajor file is too large (exceeds Excel row limit) and cannot be imported using Excel’s Import Wizard. For best results export smaller groups of data through SDR Reports, or import the file into an MS Access table.
1.	Open a blank Excel Workbook.
2.	Select From Text from the Get External Data section of the Data tab.
[image: ]
3.	Locate the downloaded source files, select desired file, and then click Import.
4.	Select Delimited for the Original Data Type in the Text Import Wizard – Step 1 of 3 dialog box.
5.	Check the box next to My Data has headers.
6.	Click Next.
7.	Uncheck the Tab box and check the Other: box in the Delimiters section of the Text Import Wizard 	– Step 2 of 3 dialog box.
8.	Enter the pipe symbol, ‘|’ (Shift + \ keys) in the box provided.
8.	Select {none} for Text Qualifier.
	[image: ]
9.	Click Next.
10.	To change the column format for a column in the table click on the column header of the column 	you wish to change and select the appropriate format from the Column Data Format box in the Text 	Import Wizard – Step 3 of 3 dialog box.
[bookmark: _GoBack]Note: The StateWellNumber and StoretCode fields will need to be changed to a text field in order for the numbers to display correctly (with the leading zeros) in Excel.
11. Click Finish.
12.	Click OK in the Import Data box.
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