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Step 1:

Right click the CSV file.
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;::"""' o e L [Ee Size o) [Datetime Crasted
orilao Brocess. aper & FULLC004 05 56,107 1207F2007 10:41:33.000000AM PST
T Mg35808 Log 1503 120712007 10:41:33.000000AM PST
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Step 2: My Documents
Q Iy Computer

Rename the file and save itin a
folder on your computer.

Iy Metwork Places
o’ oF on kkee-lapxp,ad. fullerton, edu
LCD Report Issues Pending., xls
EF"I my capkivate projects on Scordett-lapxp
I Report ID_ FULLCDO4, xls

0 bask_profiles, s
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Step 3:

Click Next.

Text Import Wizard - Step 1 of 3 llil

The Text Wizard has determined that wvour data is Delimited.
IF this is correct, choose Mext, or choose the data bype that best describes your data,

riginal data type
ile type 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 Figld,

Start irnport ak row: |1 5‘ File: origin: I 437 1 OEM United States j

Preview of file CiDocuments and Settingsikkee\Deskiop\Repart D FULLCDO4, xls,

251 0026 -Biological Scienced="&01205"00riginal Budget:O="THEFD"O ;I
Z2EZ 10036-Biological Scienced="601205"0Rewvised Budget:0="THEFL"O=
252 10035-Biological Scienced="&018305"08ummwer Session FacultyOd="T.
254 10026-Biological Scienced="&01205"0%ummer Session Facultyd="T. _I
255 10036-Biological Scienced="601805"0%ummer Session Faculcyd="T]

A | i
Cancel = Back | Mext = I Einish |

Step 4:

Click Next.

Text Import Wizard - Step 2 of 3 ﬂil

This screen lets wou sek the delimiters vour data contains, You can see
haw wour Eext is affected in the preview below,

limiters
v Tab [ Semicolon [~ Comma

[" Space [ Other: I Text qualifier: I.. :I'

[ Treat consecutive delimiters as one

rDaka preview

No0ZE-Biological Science F"601805" PDriginal Budget: =”THEFD;I

NO036-Bioclogical Science F"&0180&8" [Pevised Budget: F"THEFD
pooze-Biological Science F"&01205" Pummer Session Faculty F'"THEFD
NLO036-Biological Science F"801808" Pummer Session Faculoy =”THEFD_I
poozZe-EBiological Science F"&01205" PEumnmer Session Faculty ="THEFD;I

| 4] | i3
Finish |

Cancel « Back,
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Step 5 Text Import Wizard - Step 3 of 3 S
This screen leks you select each column and set olurnn data Farmat
the Data Format. = General
Click Finish. ] : :
aeneral converks numeric values to numbers, date " Text
values to dates, and all remaining walues to bext,  Date: MDY
" Do nok impart calumn (skipd
Advanced |
rDaka preview
snergl Ceneral Conergl
"&601805" Priginal Budget: F"THEFD ;I
"&01305" Pewised Budget: F"THEFL
"&601805" Pumnmer Session Faculty F"THEFD
"&01305" PBummer 2ession Faculty F"THEFD
"&601805" Pumnmer Session Faculty F"THEFD vI
Cancel < Back. Iexk = |
[z ] E [ c H J I L M N (2] =1
Steg 6: Account DFund  Program  Class  Project  EmplID  Red Employee Posn Valu Salary  Jul Aug Sep 0=
Orignal B THEFD Cwiginal Ar
3 [10035-BinlE01100  Rewized Bi THEFD Revised At
4 |10-Bigl 61100 Academic THEFD BO98B4ETL 0 Laura Arce000Z3015 —
s :'IU.H:'-BIGIU.I'IILIJ Academic THEFD U 0 Youssel ADUUZIS

The CSV file has now converted to
MS Excel format.

To auto column fit the

H 14[10025-Diol 601100 Academic THEFD 002716225 0 Krista Hen 00023015
spreadsheet, click the blank cell 15 [10025-Diol 601100 Academic THEFD 004309044 0 Alastair 00023015
wqn 16 [10025-Diol 601100 Academic THEFD 099025925 1 Danigl Jun 00023015
address above “1” and to the left 17 [10026-Dicl 601100 Academic THEFD 02935402 0 Stephen KD0023015
- 18 10005-Diol 601100 Academic THEFD 099720091 0 Katherine 100023015
of “A”. 12 10035-Biol 601100 Academic THEFD 2928 0 Churwis LiD0023015
20 |10035-Biol 601100 Academic THEFD 292775715 0 Shengwen 00023015
21 [10035-Biol 601100 Academic THEFD 2056 0 Blase MaflD0023015
22 |10035-Biol 601100 Academic THEFD S00307795 0 Maryanne 00023015
23 |10035-Biol 601100 Academic THEFD 29909396E 0 Ben Murra 00023015
28 [I0F-BI0IE0TI00  Acagemic THEFD HU1643354 U Michelle NOOZH15
25 [10F-Bl B0T100 Acaderc THEFD SOOBIE451 0 Alousa o DOUZH15
Sl N A THEF D HURERT 1 Mish ZENTY
Sl HIN A THEF D) HIIA7 AR 0 ;
Sl HIN A THEF D) HUATIAY 1N
Finl 11101 THEF D TR
SteQ 7 Arcount D Fund Program  Clazs Project  EmplID Red Employes Pozn Valu Salary
Original B THEFD Quriginal Ar
Revized B1 THEFD Revised At |
Academic THEFD BOAGRETT 0 Laura Arce 00023015 54000 0 ] T4
i i H Arademic THEFD IR 0 Youssel A DOOZI015 o ] L] o
The spreadsheet is highlighted. Acagenic THEFD BUNESSE O Joan Bsck DIUZA1S o 0 0 s
Acadenic THEFD HUE0EY 0 Young Che D00Z3015 L] 0 L] 41
Academic THEFD HHATENEY 10 Vasberdina (O00Z3016 ] 0 ] HIE
. Acadenic THEFD B E 11 Eindy Do OEZE0NS ] ] n 4ET
To auto fit columns between any Agafenic, THEFD GUEZZEE  0.Jouegh Oy DZANG 0 0 0 m
Academic THEFD 1 Jissica Fe 00023016 a 0 ] 134
Acadamic THEFD 101 Kinlly Giam 00023015 o 0 n 30
cell letter (A’ B’ C’ etc) double Acadamic THEFD 0 Blarhara Hi 00023015 [ i | 4318 4363
I_ k h . Academic THEFD 0 Krista Hen 00023015 ] a 0 393
Academic THEFD 0 Alastair In 00023015 1] 0 ] 774
click when yOU seea Slgn' Academic THEFD 1 Daniel Jun 00023015 1] | ] 0
Acadenic THEFD 0 Stephen K00023015 0 a 0 &
Academic THEFD 0 Katherine 100023015 0 i 0 678
Azademic THEFD 0 Chunzia LiD0O23015 0 i 0 k<]
Arademic THEFD 0 Shengwen 00023015 0 i o 713
Arademic THEFD 0 Blase MafiD0023015 o 0 o 33
Arademic THEFD 0 Maryanne 00023015 o 0 o 1767
Arademic THEFD 0 Ben Murra 00023015 o 0 L] 73
Arademic THEFD 0 Michelle NOOOZI015 o ] L] 33
Academic THEFD 0 Algusa Po 00023015 L] ] o 2953
Academic THEFD 11 Mehssa PO S a 438 A 4365
Acadermic THEFD 10 D Pu (NSNS a 0l n e
Academic THEFD 1 Momaa Rarr (23015 a Ak 1640 1872
Academic THEFD 10 Rosian Ruane (OES0S a 1415 1415 13 .
W 4 b W\Repart TD_FULLODOS |4] 1 r[

B [WOUS5-El 01100 Academic THEFD
& 100 Bl 5100

B [ Bl HR100 me: THEFD)
8| 5 Bl E100 THEFD
A0 M- Bl 0 THEFD
11 1003 Fiol B17100 THEFD
12 10036 Rinl 511100 THEFD

13 (I0N-Rinl E01100 Acadamic THEFD

0 Parbara H: 00230
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Step 8

The columns should auto format.

Step 9:

ln s va-s9-cnz-dilwew -6l

. 3 | ¥ Ry with Changes.... Eqed Review... l
Save the file. e EE WIS % 0 R R E-0-A
Navigation: File > Save As >
I & [F| & H 1] 4 Lk [ L T
0 Amybeth Cohen 00024936 70776
BO2TE4ESS O Esther Chen 00025821 E0252
@ A :B03005321 O Nilay Patel (00026607 E1800
E01100  Arademic Salaries 802835596 0 Math Cusjungeo 00027482 E1500
E01100  Arademic Salaries THEFD B0DE04044 O Jayson Smith 00027903 o
E01100  Arademic Salaries THEFD 899393126 0 Megan Tommeanp 00027904 4000
1003E-Biokogical Scignce E01100 Academic Salaries THEFD 0 “Robert Allen 00024121 48512
1003E-Biokogical Scignce E01100 Academic Salaries THEFD 0 “0scar Aurelio 00024715 48512
1003E-Biokogical Scignce E01100 Academic Salaries THEFD 0 “Hancy Pelaez 00024574 o
10035-Biokogical Science 601100 emic Salarigs THEFD 0 = Joel Weintraub 00024584 45324
10035-Biokogical Science I 0 “Judith Kandel 00025520 o
10035-Biokogical Science 10 “Elena Shpak 00027424 o
10035-Biokogical Science BO1100  Academic Salaries THEFD 0 Vacant 00027453 0
1003E-Biokogecal Science 601100 Academic Salaties THEFD 0 Vacant 00027484 o
1003E-Biokogical Scignce E01100  Academic Salaries THEFD 0 Vacant O0027ESE o
1003%-Biokogeeal Science BI00 Acadermic Salaties THEFD 0 vacant OO02TEST o
100%-Bislogecal Science BO1100  ActusbProjected Amourds;  THEFD Total Progection rErs2
100%-Bitogecal Science 501100 Estinated Savngs THEFD Estimated Savings
1003%-Biokogeesl Science 601101 Onginal Busget: THEFD Orignal Amount
1003-Biologeeal Scrence B0 Rewsed Budget. THEFD Rewsed Amount
100E-Biotogecal Scrence B01101  Depadrment Char THEFD EoFEEEEs | 0 Rober Koch oogars2 | 132
100FE-Biologecal Scrence BOTI0N  AclushProjected Amourts;  THEFD Total Progection 1312
1003-Biologeeal Scrence B0 Estrnated Sanngs THEFD Estimated Smangs
1003 Biologeal Scrence BOTI03  Onginal Budged, THEFD Ongemal Amgund
10038 Biologesal Serence U103 Rewsed Budget. THEFD Ruwrsed Armount
10035 Biologeeal Scrence BIN03  Graduate Assistant THEFD EOOED2E 1 Doug B OO2sEE o
10035 Biologreal Serence THEFD l02758508 O Mamisha Dandukar 0008 1]
100 Biokogeeal Scwnce THEFD! }esaaass:s 0 Cstina Francois OSSR a
@ BINIE  Graduate Assstant THEFD EOETARAY | O Jarna Gamis i) L]
l1] | n||'I
FReady W
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Step 10: 21x|
Save in: I@ Desktop j @ - @ X CyEd~ Toos
Name the file. , My Documents
g My Computer
D 3
. . My Recent J My Mebwark Places
Change the _Save as type' to Cgumerts ! cf on kkee-lapxp, ad.Fullerton.edu
Microsoft Office Excel Workbook LD Repart Issues Pending, xls
(*.XlS) @ !y captivate projects on Scordett-lapxp
Deskkop A nepart I0_ FULLCDO4, s
) Jtable_export.xls
Click Save. Jtaskjrofiles.xls

My Documents

515

My Computer

_‘} File name: projectionreport xls 9 Save I
Iy Mebwork I f J =

Places 3ave as bype! \Microsoft Office Excel Workbook (*.xs) - Cancel | ;

4

HML Spreadshest (*.xml)

HML Data {*.xml)

Single File Web Page (*.mht; *.mhtml)
web Page (*.htm; *.hkml)

Template (*.xlk)

LI

CSUF Date Last Revised: 12/07/07 Page 5 of 5



