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Data Import Instructions:
Change Upper Case to Title Case
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Data Import Instructions:

Change Upper Case to Title Case

Press [CtrlI-A] to
select all text.

Click on [Home].

Click on the [Aa]
button.

Select [Capitalize
Each Word].
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Click the [Office]
button.

Click on [Save
As].

Click on [Other
Formats].
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Save a copy of the document

Brint ] 3

Word Document

Save the document in the default file
format,

Word Template

Save the document as a template that
can be used to format future documents
Word 97-2003 Document

Save a copy of the decument that is fully
compatible with Word 97-2003.

Find add-ins for other file formats

Learn about add-ins to save to other
formats such as POF or XPS.

Dther Formats

Cpen the Save As dialog box to select
from all possible file types,
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Change the Save
as type: to Plain
Text (*.txt).

Click on [Save].

File name: RYZ_COMPANY

Save a5 LYPe! | plain Text

Click [OK]. File Conversion - XYZ_COMPANY.TXT
Warning: Saving as a bext file will cause all Formatting, pictures, and objects in your file to be lost,
Text encoding:
() windows (Defaulty ) MS-DOS (%) Other encoding: |US-a5CTI ~
Options: Vietnamese (Windows)
) Weskern European (D03)
[ tnsert line breaks Weskern European (1500
End lines with: |CR. [ LF |+ ‘Western European (Mac
: Weskern Europe

[] allow character substitution
Preview:
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What Term Best Describes Tour Lodgmg Operation? What Iz The
Number Of Rooms At Tour Lodgmg Lecation?  What Iz Your Job ioy? What Iz v
Zancel
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Click_on the =N\ O - o =
[Office] button. @ .
Click on [Close]. 1 Recent Documents
i
1 XYZ_COMPANY
~ 2 S52003TEXTDELIMITED
Dpen
3 aanpold
4 erniew
2ave 5 Doc2

07 text delimited
KYZ_COMPAMNY bt

(s3]

|

g aanpl.te

Prepare W

Send [

bl
&~
|j_£_..i'||\_J Print ]
£~

Publish

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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