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Make sure your file is named appropriately and in the proper format 
(SUM_GlobalID.csv, where “Global ID” is exactly the same as the Global ID listed in 
Access). 
 
If your data is not listed in separate columns, similar to the sample file, you may have a 
different delimiter (i.e., your data is separated by a semicolon rather than a tab). In the 
document “Importing Computer Data” you may need to alter #5, Step 2. This is Step 2 of 
the Text Import Wizard. Try different types of delimiters, i.e., semicolon or comma, until 
your data is in separate columns. Then, continue with the steps listed in that document. 


