Method to Join the Extension File to the Main Pointer File
In Microsoft Access


1. Open Microsoft Access and create a Blank Database. 
To do this:

· Click on ‘Create a new file’ followed by
· ‘Blank Database’
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· Microsoft Access will then show a dialogue box for naming the blank Database File, and to specify the folder where the file is to be located. 
· Save to the folder of your choice

You now have a new blank database where you can create and enter data. In this case however we want to import existing csv files namely:
· Pointer File

· Pointer Extension File
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IMPORT both files into Access as tables (see below) 
NOTE: 
· When importing both Files into Access remember to tick the box (First Row contains Field Names)
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· When importing the Extension File ensure the Data Type for the UPRN Field is set to Long Integer and not TEXT.
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· Alternatively having already imported the table go to Design View for the Extension File and change here.

[image: image10.png]il Eile
a
=

Edit View Inset Tools Window _Help
New CtrieN
Open. ctriv0

Get bxternal Data

o

Back Up Datobase

File Search,

Database Properties
1\pointer_exension_ manualdbl.mdb
2\Users\1509151\Videos\..\db.mdb
3\SIMON_WHEELER\LSBRN_20110112_F\db1.mdb
4\SIMON_WHEELER\db1.mdb

Exit

% _imeon.
1 Link Tables.
1 dbL.: Database (Access 2000 file format) & Es
[z Open B Design ‘I New 2
Objects Z [ |
@] Create table by using wizerd
& Create toble by entering data
=@ O LSBRN_20110112 EXT_F
B Forms 3 LSBRN_20110112 F
@ Reports
%3 Pages
2 Macros
@ Modules
Groups
(@ Favorites





· In this instance a Primary Key is not required therefore choose the Option ‘No Primary Key’ 
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· Click FINISH

3. Create Query in Design View as shown below.
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4. Insert both tables and create a JOIN based on the UPRN field (common to both fields) as shown below.
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5. Indicate which fields are to be included from both 
Tables by either:
· Clicking and dragging those fields from the Table list down to the Field row in the Design Grid OR
· Double click on the asterisk in both tables respectively to include all fields OR
· Double click on the top of the table heading to select all fields and drag onto the design grid.
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To avoid duplication of the UPRN Field in the Output Table on which the JOIN is based do not drag and drop the UPRN field from the Extension File into the Design Grid. Alternatively if the Output Table has already been created simply delete this field manually.
6. Click RUN to create a temporary Output Table.

If the Output Table is correct then you can make the table permanent. To do this:

· Click on Design View to take you back to the original Query 

· Select Query Type > Make Table Query.
· Insert the Table Name in the Dialog Box. Click Ok

· Click RUN to create a permanent table in Access
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