
File Conversion Instructions (.txt to .xslx) 
 

Open the .txt file in Excel

 

The Text Import Wizard should automatically open. Select Delimited and the “my data has headers”. Then select next.

 



Ensure the Delimiters is set to “Tab” and the Text Qualifier is set to “{none}”. Then select next 

 

Select “Finish”  



Then in excel select “File”, “Save As” and change the Save As Type to “.xlsx” format. 

 
This is the file that can now be uploaded into OpenBooks. For instructions on how to upload into OpenBooks, please 
click on the link Upload files in OpenBooks 

 

http://openbooks.az.gov/sites/default/files/Upload%20verificiation%20reconciliation%20options.docx
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