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Instructions for Using the Demographic Profile Summary File (DPSF) ASCII Data in MS Access and MS Excel
*** Virgin Islands Instructions ***
IMPORTING THE DATA

1) Go to the FTP site for data downloads at the following address:

· http://www2.census.gov/census_2010/06-Island_Areas_DPSF/
2) Download onto your local computer the DPSF data (which is a *.ZIP file) and the MS Access database from the FTP site.  Place all the files in a designated directory.  Rename the MS Access database as appropriate (e.g., “VI_DPDF.mdb”).
3) Unzip the DPSF ASCII files by double-clicking the ZIP file from your designated directory.  Drag and drop all the files into your designated directory.  There should be a total of four DPSF files which will be used: a geoheader file and three data segment files (numbered 1, 2, and 3).  Make sure that you can see the extensions of your files.  Rename the file extensions from “dp” to "txt."  To ensure you can read file extensions, do the following:  

· Double-click on “My Computer” icon on your Desktop, click the “Tools” Menu, then “Folder Options.”  Click the “View” Tab, then under “Files and Folders,” look for the check-box labeled “Hide extensions for known file types.”  Ensure that it is not checked; if there is a mark in the check-box, remove it.  At the top of the “View” Tab, click “Apply to All Folders,” then click “Yes” on the pop-up window.  Finally, click “OK” to accept the changes.
4) Open the MS Access database that you had saved onto your designated directory.  You will see six tables under the “All Access Objects” pane found on the left side of the screen:
· Data_Field_Descriptors: This is an Access table that mimics what the Demographic Profile tables will look like.

· Geo_Header: This is a table used to import the various levels of geographies found in each Island Area.

· Geo_Header_Specifications: This table contains attributes for each of the columns in the Geo_Header table.

· Segment 1: This is a table used to import part 1 of the Demographic Profile data.  It is called “VI000012010.txt.”
· Segment 2: This is a table used to import part 2 of the Demographic Profile data.  It is called “VI000022010.txt.”
· Segment 3: This is a table used to import part 3 of the Demographic Profile data.  It is called “VI000032010.txt.”
5) Click on the External Data tab at the top of the screen, then on the button labeled "Text File," found under the “Import & Link” ribbon.
6) In the window labeled "Get External Data - Text File," browse to the geographic-header file (e.g., “VIgeo2010.txt”) found in your designated directory.  
7) In the same window, click on the radio button that says "Append a copy of the records to the table:" and then choose "Geo_Header" from the drop-down pick-list.  Click “OK.”
8) The Import Text Wizard opens automatically.  Click on the button "Advanced," which takes you to another window.  Click on the button "Specs...," then choose "GeoHeader Import Specification" and click “Open.”  Click “OK.”  This updates the record layout for the Geo_Header file and takes you back to the Import Text Wizard.  Click "Next" two times, then click "Finish" and then "Close."  The Geo_Header table in Access is now filled with geographic information.

9) We will repeat the process for the demographic profile data which are broken out into three separate segments.  Click on the External Data tab, then on the button labeled "Text File."

10) In the window labeled "Get External Data - Text File," browse to the location of part 1 of the demographic profile data (e.g., "VI000012010.txt").

11) In the same window, click on the radio button that says "Append a copy of the records to the table:" and then choose "VI_Segment1."  Click “OK.”
12) The Import Text Wizard opens automatically.  Click on the button "Advanced," which takes you to another window.  Click on the button "Specs...," then choose "VI DP Segment 1 Import Specification" and click “Open.”  Click "OK."  This updates the record layout for the Segment 1 of the Demographic Profile Data and takes you back to the Import Text Wizard.  Click "Next" two times, then click "Finish" and then "Close."  The VI_Segment1 table in Access is now filled with demographic profile information.  Repeat Steps 10-13 two more times, once for Segment 2 importation and a second time for Segment 3 importation.  Remember to pair the appropriate data segment with its respective table and specification.
RELATING/LINKING THE GEO_HEADER Data with PART1 Data

1) Click on the Database Tools tab at the top of the screen, then on the button labeled "Relationships."

2) A "Show Table" window opens.  Double-click on the following tables: Geo_Header, VI_Segment1, VI_Segment2, and VI_Segment3.  Close the window.

3) All the tables have one variable in common: LOGRECNO.  Click on “LOGRECNO” in the Geo_Header window and drag it to LOGRECNO in the VI_Segment1 window.  A window called "Edit Relationships" will appear; click on the button "Create."  Repeat this again for Segment 2 and Segment 3.  From the Geo_Header window, drag LOGRECNO to Segment 2’s LOGRECNO.  Then again, From the Geo_Header window, drag LOGRECNO to Segment 3’s LOGRECNO.
4) Click on the red button labeled "Close."  This is found at the top of the screen.  MS Access will ask if you want to save the file; click "Yes."  Now the tables are considered linked.

QUERYING THE DATA

1) Click on the Create tab at the top of the screen, then on the button labeled "Query Design" located in the “Queries” ribbon.
2) A "Show Table" window opens.  Double-click on both the Geo_Header table and the VI_Segment1 table.  You will now see the tables linked by LOGRECNO.  Close the window.

3) To build the first of three queries, several variables need to be double-clicked, then edited in the design pane at the bottom on the screen.  Start by double-clicking "NAME" in the Geo_Header window; leave the Criteria box blank.  This ensures that the names for all geographies are shown.

4) Highlight ALL of the fields that begin with "DPSF" in the VI_Segment1 window.  Drag the mass selection down to the query pane at the bottom of the window.  Leave the Criteria boxes blank.
5) Once all the query elements have been chosen and are check-marked, then it is time to run the query.  Click the button labeled "Run" at the top of the screen.  The query window should appear like a table with the summary level geography codes, the names of each of the various levels of geography, and the myriad of DPSF data.

6) Place the cursor on the query tab (the default name is "Query1") and save the query.  Name it “VI_Segment1_Query."  Repeat the exact same process for VI_Segment2 and VI_Segment3.
7) At this point, the three query tables don't look like a readable demographic profile table.  This will be done in the next section.

FORMATTING THE DATA TO AN EXCEL SPREADSHEET
1) Ensure that all three query tables are open.  Click on the External Data tab at the top of the screen, then on the button labeled "Excel" located in the “Export” ribbon.  Browse to your designated directory to export the data; the name "VI_Segment 1_Query" may be kept.  Export using the "Excel Workbook (*.xlsx)" file format and check the "Export data with formatting and layout" box.  Click “OK.”  There is no need to save the export steps; click “Close.”  Repeat the steps for the Segment 2 query table and the Segment 3 query table, renaming them as appropriate.
2) Double-click the Access table called "Data_Field_Descriptors."  This is the actual table with the demographic profile tables.  Click on the External Data tab.  Click on the button labeled "Excel” located in the “Export” ribbon.  Browse to a directory location to export the data and rename the exported file the following title: Demographic Profile Tables.xlsx.  Remember to export using the "Excel Workbook (*.xlsx)" file format and check the "Export data with formatting and layout" box.  Click “OK.”  There is no need to save the export steps; click “Close.”
3) At this point, Access can be closed.  It will no longer be used in this exercise. 

4) From your designated directory, open the Excel file Demographic Profile Tables.xlsx file that was recently exported in the previous step.  
· Delete Row 1 to remove the old column names

· Insert one new empty row at the very top 
· Click on the "Insert Worksheet" tab to open a new blank worksheet and rename it "All Data."  
5) Open the VI_Segment1_Quesry.xlsx file that was recently exported in Step 1 of the section “Formatting the Data to an Excel Spreadsheet.”  
· Select everything in the worksheet (Control-A), then hit Control-C to copy into the clipboard memory  Go to the other Excel file (Demographic Profile Tables.xlsx), ensure that the cursor is on cell A1 of the new worksheet "All Data," then click "Paste Special," check the box marked "Transpose," then Click “OK.”  
· Save the file Demographic Profile Tables.xlsx.  Close the file named VI_Segment1_Quesry.xlsx (there is no need to save it)
6) Open the VI_Segment2_Quesry.xlsx file that was recently exported in Step 1 of the section “Formatting the Data to an Excel Spreadsheet.”  

· Delete Column A.
· Select everything in the worksheet (Control-A), then hit Control-C to copy into the clipboard memory  Go to the other Excel file (Demographic Profile Tables.xlsx), ensure that the cursor is on first blank cell in column A of the new worksheet "All Data," then click "Paste Special," check the box marked "Transpose," then Click “OK.”  

· Save the file Demographic Profile Tables.xlsx.  Close the file named VI_Segment2_Quesry.xlsx (there is no need to save it)

7) Open the VI_Segment3_Quesry.xlsx file that was recently exported in Step 1 of the section “Formatting the Data to an Excel Spreadsheet.”  

· Delete Column A.

· Select everything in the worksheet (Control-A), then hit Control-C to copy into the clipboard memory  Go to the other Excel file (Demographic Profile Tables.xlsx), ensure that the cursor is on first blank cell in column A of the new worksheet "All Data," then click "Paste Special," check the box marked "Transpose," then Click “OK.”  

· Save the file Demographic Profile Tables.xlsx.  Close the file named VI_Segment3_Quesry.xlsx
8) Inside the worksheet named "All Data" of the file Demographic Profile Tables.xlsx: 
· The names of the various levels of geographies are in Row 1.  Copy all of the geographic names, but not cell A1 (NAME)

· In the worksheet named "Data_Field_Descriptors," paste these in cell G1.  Do not to paste using the “Transpose” option
9) To copy the demographic profile data from their cells in worksheet "All Data" to their respective rows in worksheet "Data_Field_Descriptors," it will be necessary to do this in chunks by DPSF segment numbers.  All of the DPSF tables are sorted by segment number (e.g., DPVI001001).  In the worksheet “All Data,” start with "DPVI001001" (cell A2) to "DPVI001057" (cell A58) and copy all the cells in those segments, ensuring that all the geographies across the worksheet are included in the selection.

10) Inside the worksheet named "Data_Field_Descriptors," paste the data in cell F4.  All of the data, for every level of geography should now be copied and pasted into the Demographic Profile table (DPSF1, Sex and Age).  By copying the DPSF segment number in Step 9, you can ensure that the correct table was copied and pasted.  Repeat for every table.  Always double-check your work to ensure that the correct data were copied and pasted. 
11) Continue to format the worksheet and the entire file according to your agency’s or clients’ needs.

