Using Microsoft Excel to format a text file

The following screen shots are taken from Microsoft Excel 2013. The
procedures for other versions of Excel are very similar.

= Start Microsoft Excel

= Using the Open Dialog Box, navigate to where you have the data file saved, and select "Text Files" from the
drop-down list.
Xg &3
@ ~ 4 g » ThisPC » Downloads v G Search Downloads P
QOrganize ~ New folder =~ M @
‘il Recent places A Name - Date modified Type Size
8 ThispC \_] VoterRegistration tt 4/3/2014 9:51 AM Text Document 136,733 KB
i Desktep
| Documents
I8 Downloads
U Music
| Pictures
 Videos
& 05(C) -
File name: | VoterRegistration bt v | | Text Files (*.pm;"bd:"csv) v
All Files (%)
Tools  ~ | Al Excel Files (™™, -t html: . mht* mhtml; sl sda; " adm; " xhw; " od ¢ *.ods)
Excel Files (" xI""xl " .t I . xlw)
All Web Pages (“htm; mhtml)
XML Files (*.xml)
dsn;* mdb;*mde*.accdb;”.accde . dbe;.igy:.day; . rqy:*.oqy;".cub;*.atom; *.atomsvc)
.accdb;* accde)
Query Files (“iqy; *.dqy;*.oqy*.ray)
dBase Files (*.dbf)
Microsoft Excel 4,0 Macros (*xlm;* xla)
Microsoft Excel 4.0 Workbooks (*.xhw)
Worksheets (“adsi*xlsm; " xlsh;xls)
Workspaces (*.xlw)
Templates ("t xltm; " xlt)
Add-Ins (*.xlam;*xda;* xIl)
Toolbars (*xlb)
SYLK Files (* slk)
Data Interchange Format (~.dif)
Backup Files (*xlk*.bak)
OpenDocument Spreadsheet (*.ods)
n

© -

Organize +

T @ » ThisPC » Downloads

MNew folder

“El Recent places *  MName

|| VoterRegistration. bt

1M This PC

e Desktop

| Documents

. Downloads

W Music

&/ Pictures

B Videos
& 05 () e

Once you have done that you will see your data file in the list. Select it and press Open.
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"Next."

The Text Import Wizard dialog box opens. Make sure the Delimited radio button is selected, and press



The Text Wizard has determined that your data is Delimited.
If this is correct, choose Next, or choose the data type that best describes your data.
Criginal data type

= that best describes your data:
Characters such as commas or tabs separate each field.

- Fields are aligned in columns with spaces between each field.
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=  On the next dialog, check the "Comma" check box, and uncheck the other check boxes in the "Delimiters"
frame. Leave the Text Qualifier with the default (") entry in it. Press Finish

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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Using Microsoft Word to Create Mailing Labels

The following screen shots are taken from Microsoft Word 2013. The
principles involved are very similar in other versions of Word.

=  Start Word and open a blank document.
=  From the Mailings ribbon, select "Start Mail Merge" and then select "Labels...".
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= Select the type of labels you are going to use, and press OK.
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=  From the Mailings ribbon, choose "Select Recipients" and then choose "Use an Existing List...".
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= Navigate to where your data file is saved, and select it. Press Open.
=  From the Mailings ribbon, select "Insert Merge Field" and choose the field(s) you want to include in your

label.
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= When you are done, your label will look something like this:
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=  From the Mailings ribbon, select "Update Labels." The rest of the fields on the page should fill in.
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=  Press "Preview Results" to verify the data is correct, then select "Finish & Merge" to complete the labels.
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