Exporting Projectsinto Microsoft Excel

Scenario:
The Livestock Committee has requested a list of animal projectsto use for the Quality Assurance
sign-in sheets and also for the County Livestock Sale program.
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The list that appears on the Project Query screen will now list only those members with
projects 100 — 211. Remember that the first rule in using Member Query is that nothing
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The nice thing about this export
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After you specify fields,
and press OK, you will
have anormal “Save”
screen. Always be
careful to save things
where you can find them
again! Just asimportant
aslocation, though, is
name. Name this
something logical—I
chose 01proj.txt.

WEell, now you' ve saved this information, what to do next? This information can be directly

opened in Microsoft Excel.

When using the exported datain Excel, you do not have to create a spreadshest, just open
one. Start Excel running, and choose File|Open. On the “Files of Type:” box (lower left),
choose either “all files” or “text files’. Locate O1proj.txt and click Open.



Now you'rein a“wizard” that guides you through the process of converting atext file to an
Excel document. Make the selections as shown (click Next on each screen), then click Finish.
Y our Blue Ribbon data (only projects 100-211, and only the fields you specified) is now a
spreadsheet.
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The Texk ‘Wizard has determined thak wour data is Delimited,
If this is correct, choose kext, or choose the Data Tvpe that best describes your data.

~Original data type
Choose the file bype that best describes vour data:
o - Characters such as commas or tabs separate each field,
" Fixed width - Fields are aligned in columns with spaces between each field.
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Start impaort at row: 11 3: File Crigir

Preview of file C\My DocumentsiBlue Ribbon\Blue .. \Club101 TXT.

This screen lets wou set the delimiters vour data contains. You can see
how your text is affected in the preview below,
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