HERNANDO COUNTY

File
Import

Instructions

/ SHIRLEY ANDERSON \
Hernando County

Supervisor of Elections

20 N Main St, Room 165
Brooksville, FL 34601

Phone: (352) 754-4125
Fax: (352) 754-4425

k www .HernandoVotes.com /




These Instructions are written for Microsoft Office 2003 but most steps can be accomplished
with the same tool names in Microsoft Office 2010. See the Microsoft Office 2010
documentation or help file for converting the process from 2003 to 2010.
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Microsoft Excel — Used for smaller database management

1. Start Microsoft Excel.
Left click on DATA | ‘B8] Fle Edt View Insert Format Tools | Data | Window Help Adobe PDF
IMPORT EXTERNAL |0 5 3 | ) 2a @) 92} o -0 - B I U EEEH
DATA | IMPORT Lo ! Eiter >
DATA Al & Subtotals...
(See Figure 1) AT 8 | € [ 0| vk, [
; Text to Columns...
I [i3] PivotTable and PivotChart Report...
% | Import External Data > ”3 Import Data... l
6 | List Y | & New Web Query..,
(7] ¥ML » | 41 New Database Query...
| 9 | ' ' 3
(10 -
1|
12
Figure 1
2. Browse to the location of the text file to T
import. Select the file you want to import Lookin:  [[=) candidatediskette | @-3 & X iy &~ Toos~
by left pllcklng it twice. . S Exp20050505133706
(See Flgure 2) L‘.b | )Report Types

3. Select the Delimited button, then click
NEXT. (See Figure 3)

MyRecent  |[Z) Exp20050505133706.txt
Documents () £, 05005051 1161842.bxt
Exp200505161603 3

=
=

[
o

2
o

c

=
@

=

‘fg File name: IExp20050516160303.txt 4|

MNew Source... Open
My Network — | =

Places Files of type: |A|I Data Sources {(*.odc; *.mdb; *.mde; j Cancel

Figure 2

Text Import Wizard - Step 1 of 3 y 21x|

The Text Wizard has determined that your data is Delimited.
If this is correct, choose Next, or choose the data type that best describes your data,
riginal data type
Choose the file type that best describes your data:
- Characters such as commas or tabs separate each field.
h - Fields are aligned in columns with spaces between each field.

Start import at row: ll E‘ File origin: 437 : OEM United States j

Preview of file I:\candidatediskette\Exp20050516160303, txt,

"Registration",6 "Voter Name" "Last Name" "First Name", “Hiddle_l\la:ﬂ
"00008326", "Smith, Lorraine M",6 "Smith",6 "Lorraine", "M" "" "515 D

"00060518", "Mogle, Francis M",6 "Mogle" "Francis" "M" """, "31Z Chi
"00063066", "Mogle, Merrie B", "Mogle", "Merrie", "B","" "31Z Chica
"00456250" ,"Carroll, Lorene J", "Carroll",b "Lorene",6 "James" "" "Z ,I

=
Cancel I = Back | Next = I Finish I

[ conjesi e

[
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Microsoft Excel — (Continued)

4. Check the COMMA check box, and
uncheck the other check boxes. Leave
the remaining fields set to the default
settings. Click the NEXT button. (See
Figure 4)

5. Finally, select the FINISH button to
complete the import. (See Figure 5)

6. Click OK to import the data into the existing file.

(See Figure 6)

Text Import Wizard - Step 2 of 3 ]

This screen lets you set the delimiters your data contains, You can see
how your text is affected in the preview below,

elimiters
[~ Tab [~ Semicolon v i
[~ Space [ Other: I_

21

[ Treat consecutive delimiters as one

Text qualifier: I :']

rData preview
Registration Woter Name ast_Name [First Name Middle Name =
no008sze mith, Lorraine M Pnith orraine
poos0sle ogle, Francis M ogle rancis
PO0E3066 ogle, Merrie B ogle errie
0456250 arroll, Lorene J Larroll orene ames ﬂ
Lo i -
Cancel | < Back | Mext > I Finish |
Figure 4
Text Import Wizard - Step 3 of 3 L 2 x|

This screen lets you select each column and set

olumn data format
the Data Format,

* General
‘General' converts numeric values to numbers, date " Text
values to dates, and all remaining values to text. " pate: |MDY

" Do not import column {skip)

g

Advanced, .. I

rData preview

Last Nawme [First Name

Emith, Lorraine M Pmith Lorraine

ogle, Francis M ogle Francis

ogle, Merrie B ogle errie

arroll, Lorene J Larroll orene
Cancel | < Back |
Figure 5

Import Data 3

‘\Where do you want to put the data?
(¢ Existing worksheet:

Egas &%

" New worksheet

Cancel

X
0

4| Create 3 PivotTable report...

£

Properties... Parameters, .,

EditQuery...

Figure 6
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Microsoft Access 2003 — Used to manage larger databases

1. Open Microsoft Access and press and hold down the CTRL key then press the N key to create a new database.

2. Onthe right side of the screen, left click on Blank Database. (See Figure 7) ‘ =
: New File Y X

@
New
2] Blank database. ..
@ Blank data access page...

E‘.u Project using existing data...
@ Project using new data...
(L] From existing ile....

Templates
Search online for:

| =]

°3‘ Templates on Office Online
2] on my computer...

Figure 7

3. Choose afle name and x

location for the new Access

database. Click the savein:  [(L) My Documents | @-3Q X Cy &~ Tooks~
CREATE button to 72 x --- Candidate Information @My wWeb Sites
continue. . {j- - Election Related ii:)Scanning
See Figure 8 MMy Recent i~ Hardware Drivers [E)53CS0E
( 9 ) Documents =) Images
= __)--- Office Related
@ ) Statistics

- Yoter Education Material
7)--- MOYE FROM HERE ---
)From Local PC

o
2
&
3
b

\§

‘ )laptop

My Documents &) My Data Sources

)My eBooks

Q 2 My Music
\')1! f_‘} My Pictures

My Computer EMV videos
@ File name: db1.mdb| L] Create

My Network — |

Places Save as type: IMicrosoft Office Access Database (*.mdb) _'] Cancel

NS

Figure 8
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Microsoft Access 2003 — (Continued)

4. Next click on NEW | IMPORT TABLE
and click OK.
(See Figure 9)

5. Browse to the location where your text file is
located. Select TEXT FILES for the Files of
type option. Once you have browsed to the
location and selected TEXT FILES, your file
will be displayed in the import window. Left
click on the file to highlight it. Now left click
on the IMPORT button. (See Figure 10)

6. The Import Text Wizard will be displayed. Make sure the
Delimited button is selected and click the NEXT button.

(See Figure 11)

Datasheet Yiew
Design View
Table Wizard
Import Table
Link Table
This wizard imports tables and
objects from an external file inta
the current database,
QK Cancel |
Figure 9

Look in: I () candidatediskette

LI@'LQ‘QX 4 i~ Tools~

) Exp20050505133706
)Report Types

&

My Recent
Documents

File name: I E'

My Network

Import

Places

Files of type: IMicrosoFt Office Access (*.mdb;*.adp;*.mda;*.mde;*.ade{z]

Cancel

Lotus 1-2-3 {*.wk*) -
Outlook()
Paradox (*.db

S (¥ bxt ok bi*. asc)

0

H s (*, Exk ab;
Windows SharePoint Services
AML (%, xml* xsd)

Figure 10

ES Import Text Wizard B

describes your data.

Your data seems to be in a 'Delimited’ format. I it isn't, choose the format that more correctly

x|

(ol ggelimited - Characters such as comma or tab separate each field

€ Fixed Width - Fields are aligned in columns with spaces between each field

ple data from file: I:\CANDIDATEDISKETTE\EXP20050516160303. TXT.

v
ElEERFE

"Registration”, "Voter Name","Last_Nawe","First_Name" ﬂ
"00008926", "Swith, Lorraine M","Swith","Lorraine®, "H|
"00060518", "Mogle, Francis M","Mogle","Francis","N",
"00063066", "Mogle, Merrie B","Mogle","Merrie", "B",""
"00456250", "Carroll, Lorene J","Carroll"”,"Lorene","J
"00459240", "Carroll, Lafay E","Carroll"”,"Lafay","E", %

]

|

Cancel I < Back I Mext > I

Einish I

Figure 11
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Microsoft Access 2003 — (Continued)

7. Select COMMA, check the First Row
Contains Field Names and click the NEXT

button. (See Figure 12)

8. Select the button next to the ‘In a New
Table’ option and click the FINISH button.

(See Figure 13)

ES Import Text Wizard i

x|

What delimiter separates your fields? Select the appropriate delimiter and see how your text

is affected in the preview below,

' Comma

Choose the delimiter that separates your fields:
’7  Tab " Semicolon

" Space

" Other: [_

IV ‘First Row Contains Field Names

Text Qualifier:

Registration |Voter Name Last Nawe |First Nam
0008926 Bmith, Lorraine M Brith Lorraine ﬂ
nN0060518 ogle, Francis M Mogle Francis
DO06B3066 ogle, Merrie B ogle errie
n0456250 arroll, Lorene J arroll orene
nN0459240 arroll, Lafay E arroll afay
00494080 ewlett, William S ewlett illiar LI
‘ o
Advanced. .. I Cancel | < Back I MNext = | Finish |
Figure 12
ES Import Text Wizard L x|

You can store your data in a new table or in an existing table.

Where would you like to store your data?

« iIn a Mew Table

C inan Existing Table: =

Registration |Voter Name Last Nawe |First Narm
0008926 Broith, Lorraine M PBrith Lorraine fj
DO0060518 ogle, Francis M Mogle Francis
DO0D63066 ogle, Merrie B ogle errie
0456250 arroll, Lorene J arroll orene
00459240 arroll, Lafay E arroll afay
00494080 eylett, William 3 ewvlett illiar LI
‘ =
Adganced...' Cancel | < Back MNext = | Finish |
Figure 13

9. After pressing the FINISH button, a window will be displayed saying the file finished importing. Click on OK.

10. You may now use the text file however you wish.
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Microsoft Access 2003 — (Continued)

Using Microsoft Word to Create Mailing
Labels

This example is prepared with Microsoft Word 2000. The example has also been verified for
Word 97.

Select Mail Merge from the Tools Menu.

Under Main Document, press Create button:

2%

Use this checklist to set up a mail merge. Begin by choosing the Create

button.
]
Main document
greate b
Form Letters...
Mailing Labels, .,
2
Envelopes...
Catalog...
Restare to Normal Word Document.,,

—
3 Merge the data with the document

Merge...

*  Select Mailing Labels.
¢ Next Select Active Window.

* Next, Select the Get Data Button.
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Microsoft Access 2003 — (Continued)

. : ' EEEEES, 1
Mail Merge Helper i 2| ]

The next step in setting up the mail merge is to specify a data source.
Choose the Get Data button.

Create ¥ | Setup.., |

Merge type: Mailing Labels
Main document: Document1

2 Data source

getData N
Create Data Source...
3 Open Data Source, ..
= Use Address Book...

Select Open Data Source...
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Microsoft Access 2003 — (Continued)

20

[ work ] e®B @ X i Tooks-
|£] dwatsonMrgvoters.txt
2 FlexExport,txt
=] IntegrityRestart txt
@ WatsonDMrgVoters.txt

My Documents

Favorites

Flepame: | ~]  msouery.. | [ open
Files of type: |Text Files (*.txt) | I Select method Cancel

The combo box labeled "Files of type" will need to be changed to Text Files (*.txt). Then you can
see your export Text File. Here | have selected FlexExport.txt.
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Microsoft Access 2003 — (Continued)

File Conversion - FlexExport.txt 58 .Z.l_’g

Choose the encoding to use for loading this file
[Turkish (Mac)

(" Plaintext (% Other encoding: Turkish (Windows) Al
Unicode
Unicode (Big-Endian)

Unicode (UTF-7

Preview:

"Registration”,"Voter_Name” ,"Formatted_Address”,"City_State”,"Za
dress”,"Mailing_Address_l","Mailing_ Address_2","Mailing_City"”," |
ip","Mailing_Country”, "Race"” ,"Sex","Birth_Date”,"Registration_T[
ict"”,"Party” ,"Precinct”,"House_District"”,"Senate_District”,"Cox
_Board _District","Assistance Required”,"Mailing_ Address_Flag”,"
000 First Primary(Sep/05/2000)" ,"Beach City General (May/10/200C
Election(May/01/2000)" ,"City Election Lynn Haven(Apr/01/2000)",
Primary (Oct/03/2000)"," 2000 First Primary Closed(Sep/05/2000)",
Primary (Mar/16/2000)","1999 General Election(Nov/01/1999)","19¢

Primary (0ct/01/1999)","BEACH CITY ELECTION(Oct/01/1999)" ,"1999 ¥
4| I »

Hide Preview 2 | oK Cancel |

[This step does not Appear for Word97 running on Windows 98] Here the file type is selected
as Unicode(UTF-8). This was the default, and | left it as default. Select OK button.

The select "Set up main document”

Next you must select your label type:

2[x

Printer information
: OK
" Dot matrix
(% Laser and ink jet Tray: IManual Paper Feed ;] Cancel
Label products: IAvery standard 3 L
New Label...
Product number: : >
097 - Dickette ~Label information Dalete
Type: Address
5161 - Address Height: "
5162 - Address ; .
5163 - Shipping Width: 2.63
5164 - Shipping Page size:  Letter (8 2 x 11in)
5165 - Full Sheet =]

Here | have selected the 5160 label which is the standard label printed by Voter Focus. You
should select the Avery equivalent label size to suite the label you have purchased.
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