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Microsoft Excel Img

1. Open a blank spreadsheet in Microsoft Excel.

2. Click on File in the main menu at top left, click Open and se
drive that you saved the file to (in the "Files of Type:" box at
importing -- .csv files or .txt files.)

3. When you have located the file you need, highlight it, then ¢

4. The following Text Import Wizard will appear:

The Test Wizard has detesmired that pour dath j2 Dielested

if ez m comect, chooss Mesd, o choose the Dats Type that best deccrbes your data
Oogral Dats Type

Chioss the file fpps et best descyibes your dals
~ ([ielmied| - Chaiachens such o commas or Lok separabe each liek] Excel 4 0 standmd]
™ Feend'Widih - Fekh ae sligned in columns with space: betwsen sach fekd

Stat mport ot Bow 1 a Fia Qg |:‘-'-'l'-»:--u,|:-'.'.-1|

Provmys of b & et bt

F:L:ra:t Hame=" “"last Name® "Company”. "Address" "City". "St

AT "DEDHAN" . "MA* 'DED"E' ~781-325-5157" "1?11135
e fe =kt *NANSFIELD®, “MA®.*02048°, "508-339-0074",°171
"L R A CCHILISBORO" . "OH". *45133"°, "937-393-0260" . "b35
P AT, "HORPOOD" , "HA" . *02062° *781- Tﬁ?-lﬁlﬂ' "17110
be nesps  eyantene sere neggqc " 203-245-7745" .51”]
|

FREERE

-
—

Cancal I Ewidshy I

5. Under "Choose the file type that best describes your date
6. In step 2, under Delimiters, remove the check mark in the
7. Make sure the Text Qualifer is a quotation mark(") and cl
8. In step 3, under Column Data Format select Text and clic

9. The data will appear in the spreadsheet.

10. To save, click on File in the main menu at top left and se
as type:” box should read Microsoft Excel Workbook. If
type to: Microsoft Excel Workbook.
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