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Importing into MS Excel

I. Open Excel and then open exported file:

A. Click on the File menu.

B. Click on Open.

C. From the Look in: field select the correct drive of the exported path (eg. D:).

D. From the Files of type: field select All Files.

E. Double click on the exported file you named.

If .CSV file it will automatically import your exported data file into a new spreadsheet, then continue with Step III.

If .TXT file then continue with Step II.

II. The Text Import Wizard will open.

A. Step 1- Confirm the following defaults: 

1. Original Data Type: Delimited  

2. Start import at row: 1

3. File Origin: Window (Ansi)

4. Click on Next >

B. Step 2 - Option for selecting a field delimiter vs. fixed.  

1. Remove the check mark next to Tab. 

2. Place the check mark next to Comma. 

3. Confirm the Text Qualifier is a ( “ ) quotation mark.  

4. Click on Next >

C. Step 3 - Column Data Format

1. The General field is the default.

2. Click on Finish.  

D. Upon selecting this option, the import process into a spreadsheet will take place.

III. Note that the columns on the spreadsheet may not be wide enough to display all the data in certain fields. 

A. Click on the gray box in the top left corner in between the 1 and A of the spreadsheet. This will highlight the entire spreadsheet to be black.

B. From the main menu bar click Format - Column - Auto Fit Selection.

IV. Save the .csv or .txt file as a .xls file:

Click File – Select Save As… –  In Save as type: change to MS Excel Workbook (.xls)  – Click Save

For Microsoft internet assistance http://support.microsoft.com/directory/default.asp?&SD=GN 

or call Microsoft at 800-936-3500.
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