File Conversion Instructions (.txt to .xslx)

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

Text lmport Wizard - Step 1 of 3 T >

The Text Wizard has determined that your data is Delimited.

If this is correct, choose MNext, or choose the data type that best describes your data.
Crriginal data type
Choose the file type that best describes your data:

@ Delimited - Characters such as commas or tabs separate each field.
O Fixed width - Fields are aligned in columns with spaces between sach field.
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Ensure the Delimiters is set to “Tab” and the Text Qualifier is set to “{none}”. Then select next

Text Import Wizard - Step 2 of 3 [4 ot

This screen lets you set the delimiters your data contains. You can see how your text is affected in the
preview below.
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Text Import Wizard - Step 3 of 3 7 bt

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

Column data format
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‘General’ converts numeric values to numbers, date values to dates, and
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Then in excel select “File”, “Save As” and change the Save As Type to “.xIsx” format.
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File name: | CLKFEB2017.xlsx

Options

Save as type: | Excel Workbook (*.xlsx)
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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
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