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Open your file in Excel. When the File Open dialog opens, drop down to All Files or Text Files, then
select your file. Excel automatically opens the Text Import Wizard, which will walk you through

inputting your data.

The Text Wizard has determined that your data is Delimited.
If this is correct, choose Next, or choose the data type that best describes your data.
l Original data type
Choose the file type that best describes your data:
° @n_ut—sdjl - Characters such as commas or tabs separate each field.
Fixed width - Fields are aligned in columns with spaces between each field.

< File grigin: 437 : OEM United States B

Start import atrow: |1

("] My data has headers.

Preview of file C:\Users\mason\Documents\TO DO a...\Outreach Sample Batch Query File (CB).txt.

H160987600HOMETONN GEAR UP20140901CBS
PLIOCKXXXXXAsanteAAlbexrtsonJr19900320201406010010045643. M. ROTC

PLOOOOXXXX JulieYBudet19901229201406020010098456.F.ROTC
PLXXXKXXXXXXNadiaNesvadexranil9500821201406010010065486.F

P 100X X FrankGHwang19900104201406010010098453. ¢ -
m

Cancel

Choose Delimited and click Next.
Note: Excel is set to start the import at row 1 and File Origin, 437: OEM United States. If it does not,
you should change it to this.

Excel should automatically. Choose Tab as your delimiter.
e |[f it does not and you are opening a tab delimited file, please select Tab as the Delimiter and
click Next.

e |If, instead, you are opening a comma separated file, please select Comma as the Delimiter and
click Next.

This screen lets you set the delimiters your data contains. You can see how your text is affected in the
preview below.

Delimiters

Vi1ab

[7] Semicoton [7] Treat consecutive delimiters as one
[l comma

= is Text qualifier: - E]
|| Space

[”] other:

Data preview

09876 o POMETOWN GEAR UP R0140901
POOOOIKXXX Rsante R beztson z 9900320 RO140€01
Pulie [ udet 9901229 RO140601
POOCKOIXKXXY. Nadia esvaderani 99002821 R0140601
KAXXKXKXX Frank [ wang 9500104 EO140601 -

A e e e

Cancel | [ <pack ]L__N_eb .
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In the final window, the default data format is set to General. Change the Column data format to Text.

To do this:
1. Highlight all of the columns in the Data Preview by clicking on the first column.

2. Hold the shift key and scroll all the way to the right and click the last column.
3. After all the data is highlighted, change the Column data format to Text.
4.

Click Finish.

This screen lets you select each column and set the Data Format.

Column data format

neral

‘General’ converts numeric values to numbers, date values to dates, and
@) Text! all remaining values to text.

) Date: | MDY IZ| Advanced...

_) Do not import column (skip)

Data preview




