Working with Downloadable FEC Data Files using MS Access

Please note, the following instructions apply to the following files: Contributions by Individuals,
Contributions to Candidates (and other expenditures) from Committees, and Any Transaction from One
Committee to Another.

Download
1. Select the file that you want to download and save it to you desktop.
2. Locate the file on your desktop, open the folder and you will see a file. Move the file to the
desktop.
3. Next, right-click the file and change the extension to .txt. Depending on your computer settings a
box might appear saying the file may become unstable, just click “OK”.
4. Printout the format description that is associated with the file.

Openlng the Files
Open up Microsoft Access.
2. Select a new database.
3. Next, selecting the file depends on which version of Access you have:
A. Access 03 and earlier, click “File” and then select “Open”.
B. Access 07 and later, click on the “External Data” tab, then “Text File”, and then click
“Browse”.
4. Select the Desktop, click on the file, and click “OK”.
(Directions continue on page 2)



5. The “Import Text Wizard” will now appear:
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Your data seems to be in a Delimited' format. If itisn't, choose the format that more correctly
describes your data,

& Delimited - Characters such as comma or tab separate each field
{" Fied Width - Fields are aligned in columns with spaces between each field

L
o

miple: data From file: C:IUSERSVBUCELATOIDESKTORINDIVZ01Z THT.

1 100492371 | N2 | P| 11990223949 15]
|2 k00432371110 iz | P| 11990223953 | 15
|3 00432371110 Nz | P| 11990223955 15
|4 0043237110 Bz | P| 11990223955 15|
| 5 ko0432371 | 1) iz | P| 11990223956 15|
|6 CO04102 66 1) B2 | | 11930367711 15|
|7 coo4102 66 1) B2 | | 11930367711 15|
|5 Co04102 66 1) B2 | | 11930367711 15|
o koo4102 66 1| 2| | 11930367712 15|
l10ko04102 66 1| B2 | | 11930367712 15|
11004102 66 1| B2 | | 11930367712 15|
12100410266|N| N2 | | 11930387713] 18]
13100410266|N| N2 | | 11930387713 ] 18]
19700410266 || 12| | 11930387713 | 15

|BIRDWELL, BRAD &.|CYPRESS|TX|77429) BIRDUELL| commmj
|GREER, F. LOTAL|WASHINGTON|DC|20036|||01312011|2000]
|MARSH, CHRIS|CINNCINATI|OH|45252CENGAGE|IT SPECIAL]
| CVERMAN, JOE E.|PACOFIC|MT|63069|ET SECURITY|PILOT](
| PEROUTKE, WICHAEL|PASEDENA|MD|21122| SELF-EMPLOVED| A1
| BARTON, R. GREGORT|MALVERN|PA|19355|THE VANGUARD GRO
| ERAY, MICHAEL|MALVERN|PA|19355|VANGUARD/ INVESTHENT C
| DOBRA, ANY|MALVERN|P&|19355|VANGUARD/PRINCIPAL| PRINC]
| GUBANTCH, KATHLEEN|MALVERN|PA| 19355 | VANGTARD/ HANAGIN
|HELLER, PAUL|MALVERN|PA| 19355 | VANGUARD/ PRINCIPAL | PRI
|HIGGING, THOMAS|MALVERMN|PA|12355|THE VANGUARD GROUR/
| HOLLYER, JOHI| MALVERN|PA| 15355 | VANGUARD GROUP/PORTFOI
|HYATT, JAMES|MALVERN|PA|19355|THE VANGUARD GROUP/INVE
| ROZERACKI, STEPHEN|MALVERN|PL|19355| THE VINGUARD GROY |

A

B

Advanced. .. |

Cancel Next = | Finish |

Record: M ¢ lofl H | Search

Imnport Text Wizard

Hum Lotk |

6. Select “Delimited” and click “Next”



7. Select “Other” and in the field hit “Shift” and the “\” key so that the “|” symbol appears:
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8. Select “Next” and then click on “Advanced”:
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9. Using the Format Description, type in the field names (make you use the Tab key). Also for the
Data Type field, make sure that “Text” has been selected:
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11. A spreadsheet will appear, on the left, double-click on the name of the file:
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12. The information is now visible:
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*****This is an unofficial guide. Some steps may vary. If you have comments, suggestions
or need a live voice to help you, please contact the FEC Public Records Office at 1-800-424-9530, locally
at 202-694-1120 or via e-mail at pubrec@fec.gov.



