& Compusystems

Data Import Instructions:
Microsoft Excel 2007 CSV Format

Copyright © CompuSystems, Inc. All rights reserved. The material in
this document is proprietary and confidential. No part of this document
may be reproduced without the express written permission of
CompuSystems, Inc.



Data Import Instructions:
Microsoft Excel 2007 CSV Format

Instructions

Open Microsoft - Bookl
Excel. —
ny
Click on the Recent Documents g
[Office] button. [ew : =
1 XYZ_COMPANY = =
Click on [Open]. Z aanpold = ‘ i
3 XYZ COMPANY =
_— i 1=l E
_ | Open (Ctrl+ Q)
Save | 1=
[ = j’_vﬂj'[:?z_ {
- -~ |
Locate the .txt file = Removable Disk (F) 2 vl @-3 ¥
in the “Look in:” N F]o7ceviormatol =] 07tetdelimited 10
field Lﬁ %] o7titlecasenl %] o7ttdelimited11
: My Recent %] 07titlecasenz k2 Licensing Executives Society (LES)
DERTETES %] o7titlecase0z @ snagit
Select files of — [w)o7titlecasen4 352003 TEXTDELIMITED
N %] 07titler asens L3077 _COMPANY
type: Text Files. Desktop | |2 07titlecasen6 . OMPANY
%] 07titlecasen? [w)07csviormatnz
A X %] 07titlecase0s
Click on [Open]. =) 8] 07txtdelimitadnl

My Documents | | %] 07tetdelimited02
] 07 tutdelimited03
- ] 07tetdelimited0d

3 %] 07 tutdelimited0s

My Computer || ) 07 tetdelimited0s
~— ] 07 tutdelimitedn?
‘»} %] 07 tetdelimitedog

My Neaﬁmk %] 07 tutdelimiteda
Flaces

File name: v

Files of type: | Text Files E
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Click on the radio
button for the

Delimited option.

Click on [Next =>].

Criginal data tvpe

Start impork ak row:

) Fizzed width

e bype that best describes wour data:
- Characters such as commas or tabs separate each field.

- Fields are aligned in columns with spaces between each Field.

% | File origin: 437 1 OEM United States

Preview of File F:ixyZ2_COMPARNY . TXT.

1l [Pevice NumberOBooth MNumberOZhow NameOSslespesonOFirst Mame PrefixOF
0043772000ra Show 2008000ER]ichard00JonesO00ConpusystensO012973 2w 1
004277200Nra Show 20028000NickO0fmithi0Asst Dir 0f Food ServicesChe
004977200Mra Show Z2002000Brianf0Alders00Kitchen ManagerOMisc Compal
0049772000 ra Show Z002000JochnO08nithO00Egy DesignsO0Z537 8.

Fundy

Cancel

Click on the check
box for Comma.

Click on [Next =>].

Delimiters

[ 1ab

|| Semicalan

[T ather:

Dakta preview

[ ] Treat consecutive delimiters as ane

Text gqualifier: w

evice Number
0043772
043772
004377z
0043772

<

ooth Mumber Show Name irst MName Prefi:
ra Show z008
ra Show Z002
ra Show Z002

ra Show z008

alespeson

= )

Cancel
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fsig:ggtb?/” of the 'r'.;ml:r-i' :mﬁm:tf—: waues to numbers, date values to dates, and o
. . . Dske: | pDY "' o,
highlighting the Lwesd )

! Do nok impoet column (kip)

first field, holding
down the [Shift]
key, moving the

scroll bar all the Diata preview
way to the right,
then clicking on

the last field.

Click the Text
radio button in
Column data

format section.

Click on [Finish].

Delete the unwanted data (qualifiers, phone, fax, etc.) and blank fields which will not
be included in your merged document.

Highlight the
column(s) to be
deleted. (Column
B is used here.)

Right-click your BETAN
mouse to see a list

of options.

Click on Delete to
delete the
column(s).
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Click the [Office]
button.

Click on [Save
As].

Select Other
Formats.

H 9 -0 =

XYZ_COl

Save a copy of the document

Word Document

formet.

Word Template

Word 97-2003 Document

compatible with Word 97-2003.

Dther Formats

from all possible file types.

Save the document in the default file

Save the document as a template that
can bz used to format future documents,

Save 2 copy of the document that is fully

Find zdd-ins for other file formats

Print b a Learn about add-ins to save to other
formets such as POF or KPS,

Openthe Save As dialog box to select

Type a file name.
Save as type: CSV
(Comma
delimited).

Click on [Save].

File name:

AYZ_COMPANY

([ Save as bype! Y R
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Click on [Yes].

Microsoft Office Excel

keep the workbook in this Format?

\1() + To keep this Fformat, which leaves out any incompatible Features, dick ves,
+ To preserve the features, click Mo, Then save a copy in the latest Excel format,
+ Tor see what might be lost, click Help.

( e ) Mo Help

w¥Z_COMPANY oy may conkain Features that are not compatible with C3% {(Camma delimited), Do vau want ta

X

Click the Office N 9 - ™ = XYZ_CON
button. @ .
Click on Close. 1 Recent Documents
j Mew
; 1 XYZ_COMPANY {=1
~ 2 S52003TEXTDELIMITED =l
COpen .
- 3 aanpold =
4 ermniew) =
H save 5 Doc2 =
6 07 text delimited l=1
_;_l SaveAs P | 7 XYZ COMPANY.bd {=l
8 aanpl.txt =
i'I__i'- Print ]
L
i Prepare »
ﬁ'. Send ]
E.J_n Publish @ ]
- 0l |
IFlL_ | Close |
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Click on [No].

Microsoft Office Excel

! E Do wou wank ko save the changes you made ko SYZ_COMPARY . csw'?

e Ce D]

You are done!

If you need assistance importing your sales lead data into your third party software,
please contact a technical support specialist at 708-786-5565.
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