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Before you begin the Import Wizard: 

 Save your spreadsheet(s) as an Excel Workbook, file type .xlsx. If you have 

multiple sheets it is helpful to name them appropriately. 

 Close Excel. 

There are two ways to start the Import Wizard, through the Start menu (below), and 

using the Object Explorer in SQL Server (page 2). If one does not work, try the 

other. 

Using the Start menu to open the Import Wizard: 

Open up the Start menu using the keyboard or by clicking the   icon. 

Type in SQL Server 2014 Import and select the 64-bit option. 

(Continue to page 3) 
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Using SQL Server to open the Import Wizard: 

Left-click to select the database you are importing data to > right-click to get drop-

down menu > Tasks > Import Data… 
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You are now at the Import and Export Wizard.  

Click Next. 
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From the Data Source drop-down, select Microsoft Excel. 
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For the Excel file path, click Browse and find your Excel file. 

The drop-down for Excel version can stay at Microsoft Excel 97-2003 even if you 

have a later version. 

Leave First row has column names checked. 

Click Next. 
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For Destination, scroll all the way to the bottom of the drop-down and select SQL 

Server Native Client 11. 
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Make sure Server Name is correct (mine is my computer’s name). 

Select Use Windows Authentication.  

Click the drop down for Database and select the database you want to import your 

data to. 

Click Next.  
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Select Copy data from one or more tables or views. 

Click Next.  
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Now  match the data from your spreadsheet(s) to the table(s) in the database:  

1) In the Source column, check the box to the left of the data you want to import.  

*If you did not name the sheet(s) in your Excel document they will come up as 

“Sheet 1,” “Sheet 2,” etc. 
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2) In the Destination column, left click to select the item in the corresponding row 

and use the drop-down to find the table you are importing to. 

Repeat 1 and 2 until you have matched all Excel sheets to their proper tables. 

Click Next.  

NOTE: By default, the name of your sheet will come up in the Destination column. If 

the sheet has the same name as your table does in the database, it appears as if it 

has already been matched. This is not the case. If you do not match the sheets and 

tables, the Wizard will create a new table with the data you are importing. 
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For both On Error (global) and On Truncation (global) choose Ignore from the 

drop-down. 

Click Next.  
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Leave Run Immediately checked. 

Click Finish.  
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Click Finish. 

 

 



14 
 

 

 

 

Success! It’s all done, go ahead and Close. 

 

 


