
Importing Information from Excel into Access 

 

Create a new blank database in the desired location: 

 

Click Create: 

 

Know where your Excel data “lives” – in this case, it’s on the desktop: 

 

Open your new database and explore the menu and the tabs: 



 

Clcik on External Data tabZ: 

 

Go to Import – from Excel: 

 

Browse to the Excel data source click Open: 

 

 



 

Choose this: 

 

Select the correct worksheet that you want imported – click Next; 

 

Import to Table: 

 

The new table will show up in the left sidebar : 

 

When the table is opened the imported info will appear: 



 

 


