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Using Microsoft Access
to Put a 

Friendlier Face on



Choose Student Add-On Items



Choose  Student Records Add-on



Download Student Info to PC/Network



You will need to create a new one.



Choose your options as below.



Additional Options Available



Select Fields (F6 gets standards)



Select Additional Fields



More Fields Available (Tags, etc)



Run the Download 



Now do a Data Transfer



Data Transfer Configuration



Convert CCSID - Important



Data will be transferred as Text 



Data Transfer Complete
Now Start Microsoft Access



File, New, Save Blank Database



Choose the File to Link





Defaults are OK Here

Name the Linked Table

Now Ready to Go!!



Notice Arrow Indicating Linked File
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Suggestions

• Place Data File on Shared Network Drive
– Only one user at a time, but many can access

• Create Front End to simplify tasks
– Examples to Follow

• Remember to do the download daily
– Download only, not upload – Still must do 

regular WVEIS upkeep.
– Daily update keeps the data current.


