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Importing a .txt File Into Excel

1. Open ablank Excel workbook

2. Navigate to the Data
tabinthe top toolbar ———
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3. Inthe Data tab, select
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4. Navigate to the location
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5. Select the .txt file to import and press Import



6. Adataimport screenis
displayed. Select Load

7. Thedatawill be
imported into the Excel
worksheet with filters
turned on for all rows.
It will also display on
the right the number of
rows loaded.

8. Savethe document
with the name of your
choice. Note: the file
will be saved as an
Excel document.
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