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OVERVIEW

If you choose to manipulate data using Microsoft Office Excel it is important that you
import the file into Excel using the Data Import Wizard. If you do not follow the
procedure explained in this document, Excel may alter your data.

If you open a text formatted file in Microsoft Office Excel, Excel makes assumptions
regarding the contents of a file, and manipulates the data according to those
assumptions. For example, leading zeros are deleted and date formats may change.
Furthermore, Excel does not alert or notify the user regarding the changes which have
been made to the data.

Therefore, in order to preserve the integrity of the data, it is critical to import the file
into Excel. This is best accomplished using the Data Import Wizard, which preserves the
text formatting of your file. By using this wizard, external data can be imported and the
original formatting is unchanged. Follow the steps in this document if you want to use
Excel to manipulate your data.

NoTe: This document is written using Microsoft Excel 2003. If the version of Excel you
are using is not 2003, you should consult the documentation provided with your Excel
version.

IMPORTING DATA INTO EXCEL AS TEXT

1. Select Data > Import External Data > Import Data in a blank Excel
worksheet.

Microsoft Excel - Book2

@_] File Edit ‘Wew Insert Format  Tools | Data | Window  Help  Adobe POF

20 - 5 21 sort...

A | B [ ¢ [ D Eilter v 6 [ H ] [ 4 [ Kk |

1 -
3 Walidation...
3 Text ba Columns. .
4 -
e Import External Data '”J Import Data..
5 Lisk Y |G Mew web Query...
; aML Y|4 New Database Query...
g /
10 & 1 I
11
12
13
BES
| 15
| 16 |
| 17 ]

eScholar LLC

Confidential and Proprietary Property of eScholar LLC Copyright 2007. All Rights Reserved.



i eScholar

Expand Knowledge — Improve the Future Guide to Manipulating Data in MS Excel

2. The Select Data Source pop up window displays. Locate and select the file to
import and click OPEN.
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NOTE: You may have to navigate to the directory that holds your data. Consult
Excel documentation for additional information on navigation.
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3. The Text Import Wizard pop up window displays.

Text Import Wizard - Step 1 of 3 7] x|

The Text Wizard has determined that vour data is Delimited.
IF this is correct, choose Mext, or choose the data bvpe that best describes wour data.

riginal data kype
Choose the file tvpe that best describes your data:
- Characters such as commas or tabs separate each field,
™ Fixed width - Fields are aligned in columns with spaces between each field,

Skark import ak row: |1 5‘ File arigin: I 437 + OEM United States j

Preview of file CiiDocuments and Settingsidkovoros, ESCHOLAR . OO14My. .\ Student, csyw,

istrict Code,Location Id,&%chool Year,Student Id, Student Ssn,FEuﬂ
T=022299 001, 2003-0&6-30, 100555, """ , "" Hannouche , Sandy, "", 09,09,

[T=022299 082, 2003-06-30,100855 ", "" Ehu, Tgrah, """, 10,10, 10ch, """
T=029999 001, 2003-056-30,10058&1 . "" , """, Jones, Judith, "",11,11,11th
J=022299 001, 2003-0&-30, 1005867, """ ",Alexander,lsshella,"",ll,lLI

i
Zancel = Back | Hext = I Einish |

- |u-| |.n- |w |N ||—-

TIP: Use this screen to define the file characteristics (delimited or fixed width). In
the example above, the data type is Delimited.
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2 x

Text Import Wizard - Step 1 of 3

The Text wWizard has determined that vour data is Delimited.
If this is correct, choose Mext, or choose the data bvpe that best describes wour data.

riginal data kype
Choose the file tvpe that best describes your data:
i~ pelimited

- Characters such as commas or tabs separate each field,
- Fields are aligned in columns with spaces between each field,

=

Preview of file CiiDocuments and Settingsidkovoros, ESCHOLAR . OO14My. .\ Student, csyw,

Skart import ab row: I 437 + OEM United States j

File arigin:

istrict Code,Location Id,&%chool Year,Student Id,S5tudent 2=sn, Fal -
T=022299 001, 2003-0&6-30, 100555, """ , "" Hannouche , Sandy, "", 09,09,
[T=022299 082, 2003-06-30,100855 ", "" Ehu, Tgrah, """, 10,10, 10ch, """

T202999%, 001, 2003-06-20, LO05S1,."",
T5029959%, 001, 2003-06—-20, LO0OSST,. " ",

"o Jones, Judith, "",11,11,11th
"t oAlexander Isabella,"",11,1

-

- |m|#|w|N|H

i

Einish |

= Back | Hext = I

Zancel

NoTE: As demonstrated in the Preview section above, the data type is defined as a
Fixed width file.
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4. Click NEXT. The second pop up window of the Text Import Wizard displays.

Text Import Wizard - Step 2 of 3 7] x|

This screen lets wou set the delimiters wour daka contains, ¥ou can see
b wour kext is affected in the preview below,

elimiters . -
[T Treat consecutive delimiters as one
[~ Semicolon v Comma

[T Space [ Cther: I Text gualifier: I.. vI

~Daka preview

istrict Code Location Id Pechool Tear [Etudent Id Prtudent 5=sn Fami ﬂ
Ts099333 ool FOOZ-0&5-30 [ OOEBES

2059333 nsz FOOZ-05-30 [OOSES
T20993339 ool FO03-0&5-30 Q[O0OEEL
T2099333 ool FOO3-0&-30 QPOOEET

[
N | | >|
Zancel < Back | Hext = I Einish |

NoTE: This is an illustration of the second step of the wizard for a Delimited file type.
This particular file is defined as a CommA DELIMITED file. To change the selected
DELIMITER, click the value of DELIMITER used to separate the fields in your file.
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Text Import Wizard - Step 2 of 3 7] x|

This screen leks vou set field widths (column breaks).

Lines with arrows signify a column break.
To CREATE a break line, click at the desired position.

To DELETE a break line, double click on the line.
To MOME a break line, click and drag it.

~Daka preview

10 20 30 40 S0 =1

L 1 1 1 1 1 1 1 1 1 1 1 1
Fy s Yy

istrict Code|, Location Id,School Tear,S5tudent| Id,Stcudent Ssn,Famiﬂ
[T202232% 001, FO03-0&-30,10050&8, """, ""  Hannowcks , Sandy, """, 09,09, 2th

[T3022299 082, FO03-0&6-30,100&0Es, ", """, Zhu, Igrah,"" 10,10, 10ch, """, 1
[T20292999 001, FO03-0&8-30, 1005861, ", """, Jones, Judith, """, 11,11, 11th "
[T2022293 001, FO03-0&-30, 100867, """, "" Alexandes ,Isshella,"",ll,ll,LI

BN 3
Einish |

NoOTE: This is an illustration of the second step of the Data Import Wizard when you
are importing a FIXeED WIDTH data file. The lines with arrows in the Data Preview
indicate a column break.

Zancel < Back
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5. Click NEXT. The third pop up window of the Text Import Wizard displays.

Text Import Wizard - Step 3 of 3 7] x|

This screen leks vou select each calumn and sek olurmn data Farmat
the Diaka Format, " Gereral

‘General’ converts numeric walues to numbers, date + Text
walues to dates, and all remaining values o bext, ¢ Date: MDY -

gdvanced. . |

£~ Do not import column {skip)

~Daka preview

[ext Tent Text h‘m
Fochool Tear [Etudent Id Ptuadent 5=sn Fawmi ﬂ
FOOZ-0&5-30 [ OOEBES

FOOZ-05-30 [OOSES
FO03-0&5-30 Q[O0OEEL
FOO3-0&-30 QPOOEET vI

Zancel < Back Mext = | '

NoOTE: This is an illustration of the third step of the Data Import Wizard. Regardless
of the Data Type of your file, it is critical to select TEXT as the COLUMN DATA
FORMAT. This preserves the formatting of numeric values in your file.

Tip: Click the first column of data in DATA PREVIEW to select all data fields.
Press and hold the SHIFT key. Click the last column. All rows in DATA PREVIEW
are selected.
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Text Import Wizard - Step 3 of 3 7] x|
This screen leks vou select each calumn and sek olurmn data Farmat
the Daka Format, { Gereral

‘General’ converts numeric walues to numbers, date ¥ Teut:
walues to dates, and all remaining walues ko text, . IMD'T' j

gdvanced. . |

£~ Do not import column {skip)

~Daka preview

Zancel < Back Mext = | Einish I

6. Click FINIsH. The Import Data pop up window displays.

Import Data |
YWhere da you wankt bo put the data?

' Existing worksheet:
Cancel

|=sheet114as1] EY
" Mew worksheet

Creake a PivokTable report, .,

Properties. .. Parameters. .. Edit Guersy, ..

eScholar LLC

Confidential and Proprietary Property of eScholar LLC Copyright 2007. All Rights Reserved.



eScholar

Expand Knowledge — Improve the Future

Guide to Manipulating Data in MS Excel

7. Select EXISTING WORKSHEET to return the data to the spreadsheet in which

you started. Click OK. An Excel spreadsheet displays with the imported data.

Microsoft Excel - Book1

@J File Edit View Format  Toaols  Data
Al

A, C ] ] H
10 |US099993 001 2003-06-30 100534 Rayle Fabienne
11 |US099999 001 2003-06-30 100533 hedina Melissa
12 |US099999 001 2003-06-30 100590 Yillanveva hegan
13 |Us09949599 001 2003-06-30 1005945 Hart Erika
14 |US099999 071 2003-06-30 100601 Loye Fhonda
15 |US099993 001 2003-06-30 100802 Steweart Roseanna
16 |US099999 001 2003-06-30 100617 Willis Emanuella
17 | US099993 001 2003-06-30 100513 Rivas Deborah
18 |US099993 001 2003-06-30 100520 Delaney Karleigh
19 |US099999 092 2003-06-30 100522 Rizzo Sarmia
20 | Us099999 001 2003-06-30 100631 Hoberson Kyleg
21 [Us099359% 001 2003-06-30 100837 hicintyre Miriam
22 |Us099393 0 2003-06-30 100535 Dobert Hattie
23 (UsS099292 001 2003-06-30 100642 Srmith Destiny
24 [US09999% 001 2003-06-30 100543 Southern Kaylee
25 (US099999 092 2003-06-30 100545 Baorkenhagen Ahbbie
26 (US099999 071 2003-06-30 100556 Carter Samantha
27 |Us099999 001 2003-06-30  1006E4 Dahdah Isaiah
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8. Select FILE 2 SAVE As. The Save As dialog box displays.

2%
Save int Iui‘. sample j @ ~ 3 @ Sy i v Tools <
2 @Student.csv
My Recent
Docurments

L)
X ERk—
\\”_r %@
R

My Documents

%':,

My Computer

‘g File name: Student, csy j ILI
Ml [etwork, y

Places Save as bype B j —]Cancel P
&)

9. Select CSV (coMMA DELIMITED) from the SAVE As TYPE drop down box. Enter
an appropriate file name in the File Name field and navigate to the directory

into which you wish to save the file. Click SAVE to save the file in comma-
delimited format.

NoOTE: This step is critical if you have manipulated the contents of the file in

Microsoft Office Excel. This ensures the changes you made to the data are saved to
the imported file.
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