FAQ No: 20

Version 5.xx

Revised: 23/01/2001 

How to export from and import to BiblioTECH using a Dbase file

Prerequisites
1. Have Excel loaded onto your computer

2. Know how to use Excel

3. Know how to Select a range - see FAQ

4. Know how to mark items – See FAQ

Exporting

1. From the Task bar click   Start / Programs / BiblioTECH.

2. Click on [Materials Editor].

3. Select an appropriate view.

4. Select range of items that you want to export.

5. When the selected range options box appears click on the [Export to dBase file] radio button.

6. It will then ask you where you want to save the dBase file 

Note

The file name must not exceed 8 Characters.

7. An export selected fields only box will appear, Click on either [YES: Export Selected Fields Only] or [NO: Export All Fields]

Preparing dBase data for Importing

8. From Excel open up the saved dBase file. 

9. Change all your Accession Numbers to 0 (zero)

10. Change the Accession numbers to a text format by clicking on the column heading (eg A) this will highlight the whole column. Go to Format / Cells and click on the number tab and choose text. Click on [OK]
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11. Delete any columns, which you don’t want to import.

12. Select all cells and change the font to Courier New 8pt. 

13. While still selected, resize all columns to show all the data by pointing to Format / Column / AutoFit Selection.

Note

Only the first 250 characters of the Contents notes data will be imported.

13.Select the range you want to save and make sure the word Database appears in the top left hand corner.
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14. Save your worksheet as file type DBF 4 (Dbase IV)(*.dbf).

Import

15. From the Task bar click   Start / Programs / BiblioTECH.

16. Click on [Materials Editor].

17. Go to the [Import/Export] button

18. Click on the Import (Add or Modify Existing Items) from dBase file option

19. Go to File and choose the [Preview] option 

20. It will ask you for the import file name and click on [open]
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21. Let it run through the process, you will then get the following box appear. Check to see that all items would be added.
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22. Go to File and choose the [Import] option

23. It will ask you for the import file name and click on [open]

24. Let it run through the process and check whether the Import has added the correct number of items.
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25. Import complete

