DIRECTIONS FOR IMPORTING DATA SENT UP THE CHAIN

Save spreadsheet sent via e-mail to a desired drive or desktop 

Open MARTRAK Version 2.0 database

From the Main Menu
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Click on Export/Import Menu
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Click on Import/Update Data Exported up the Chain
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Look in the drive you saved the Excel File and select Microsoft Excel in Files of Type box

Click on Filename and then click Import
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Click First Row Contains Column Headings (If not already selected) so that a check mark appears in the box.

Then Click Next

Click In a New Table.  Click Next.

[image: image5.png]2] EETES

Fle Edt View Insert Format Records Tooks Window Help =18 ]
-8 -|B A=~ M- B SRV ) [ a-|@ .
»
EXPORT/IMP (it
3 | NAVAL SAFETY CENTER W Where would you ke to store your data?
— & finaNew Table H
R = e —
THE CHAIN OF COMMAND Z‘DVVD“ -
o meonrocn =
O EIER r‘)’::“ [MISHAP LOGHFILE NO [DATE OF NISHAP [TIHE [pUTY
| RETURNTOMAINMENY 3 |.00275-010-03 l6/15/2003

Record: 14| (T T o Inbefof 1

fimport Spreadsheet Wizard o

ARstart || 1] @ =1 B IMARTRAK VERSION 2.0.. || 2] switchboard EXPORT/... BJDocumenti - Mictosoft ... | EEDIRECTIONS FOR 1vpo... | [ (s D W@ 1131





Select Yes (No Duplicates) under Indexed

Then Click Next
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Select Choose My Own Primary Key (Mishap Log#File No) will appear

Then Click Next
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Import to Table Mishap Data (Make sure the table name is Mishap Data), 

Then click Finish
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Should say Finished importing file

Click OK
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You are about to run a make table query that will modify data in your table. Click Yes

(NOTE:  The first time you import data you may have to click on the Import/Update Data Exported Up the Chain button again to begin the process if you don’t see the screen that says you are about to run a make table query that will modify data in your table)

[image: image10.png]2] EETES

Fle Edt View Insert Format Records Tools Window Help =181 ]
-z _-|B A - M - Ed ey # = =@ .
»
"2 | NAVAL SAFETY CENTER WINDOWS VERSION OF IMPORT/URDATE DATA EXPORTED LP
B o oo s s o
gy RETURN TO MAIN MENU L B ———
For information on how to prevent this message from displaying every time you run an action query, click Help.

Hstart || 1] & =3 B

IMARTRAK VERSION 2.0 .. || 8 Switchboard EXPORT,... B]Document - Mcrosoft

| omecrions For weo... | [ (s @BV In® 113





The existing table Mishap Log Temp will be deleted before you run the query

Click Yes
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You are about to paste (? Number) of rows to a new table (This number should be the number of new records you are appending to your database)

Click Yes.
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You are about to run a make table query that will modify data in your table. 

Click Yes
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The existing table Person Two Temp will be deleted before you run the query.  

Click Yes.
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You are about to paste (? number ) rows into a new table.  

Click Yes (The number of records should match the number new of records in the spreadsheet).
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You are about to run an update query that will modify data in your table.  

Click Yes
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You are about to update (? Number) row(s) (The number of records it updates depends on the number of records you had in the database with the same file number and it will update those records with any changes.)  

Click Yes
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You are about to run an update query that will modify data in your table.  

Click Yes.
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You are about to update a (? number ) of records.  (The number of records it updates depends on the number of records you have in your database with the same file number and update those records with any new data)

Click Yes.
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You are about to run an append query that will modify data in your table.  (The append query will add records to your Mishap table with updated records)

Click Yes
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You are about to append (? Number) rows.  

Click Yes.
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You are about to run an append query that will modify data in your table.

Click Yes.
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You are about to append (? – a number) rows.  

Click Yes.
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Then it should take you to the Mishap Logbook Entry Form.  Then additional records should appear in the database.  Review the record bar at the bottom of the form for additional records.
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