& Compusystems

Data Import Instructions:
Microsoft Excel 2007 Text
Delimited

Copyright © CompuSystems, Inc. All rights reserved. The material in
this document is proprietary and confidential. No part of this document
may be reproduced without the express written permission of
CompuSystems, Inc.



Data Import Instructions:
Microsoft Excel 2007 Text Delimited

Instructions

Start Microsoft
Excel.

Click on the
[Office] button.

Click on [Open].
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Delete the unwanted data and blank fields which will not be included in your merged
document, such as qualifiers, phone, fax, etc.
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Highlight the : 'l i = _f " $ - % + | dEFs
unwanted o g |||y T | Secerl o || MR8 W96 S| 2] - 4 = o
columns. =it

B1 f-_ Booth Mumber
Right-click your PO T ——— G H i
. 1 |Device Nu)Booth Num - = = e M igd e Tl Last Mams Last Name
mouse to see a list fsesre b el € 9 SR AR, JONES
of options. 3 10049772 B rEE-M-A-MH T
4 10045772 ['Tq-'- SHEN 008 BRIAN ALDERS
. s "loguaTiz ¥ilc SRATH
Click on Delete to £ (10048772 e EE
e <3 | Cepy g
remove the 0018772 =
B 10043772 i3 Paste PRIEST
unwanted ] :mn-isr'.r: Pasie Specis 5T
columns. 10 10049772 : N
11 10049772 L TEST
12 (10049772 = TEST
13 f1ooasTT2 Claar Cogents BT
C|ICk_ on the = = = - = XYZ _CO
[Office] button. -
Click on [Save L N Save a copy of the document
EW
AS] . = Excel Workbook
- [EHl| Savetheworkbook in the default file
Select [Other 7 Open format.
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1 Savethe workbook in the KML-based
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= Excel Binary Workbook
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ocptimized for fast loading and saving.
— il @ Excel 97-2003 Workbook
- =] Print L iHl| Save a copy of the workbook that is fully
compatible with Excel 97-2003.
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Type file name.
Save as type:
Text

(Tab delimited).

Click on [Save].

CompusystemsBuyerConnect

Sawve as bype:

At the prompt click
on [OK].

Microsoft Office Excel

The selected file type does not suppart workbooks that contain multiple sheets,

! E + To save only the active sheet, click CK.
L/ + To save all sheets, save them individually using a different file name for each, or choose a file type that supparts

multiple sheets.
( OK )| cancel

At the next prompt
click on [Yes].

Microsoft Office Excel

Booki43.bxt may contain features that are not compatible with Text (Tab delimited). Do you want: bo keep the
workbook in this Format?

\E) + To keep this Format, which leaves out any incompatible Features, click Yes,
+ To preserve the features, dlick Mo, Then sawe a copy in the latest Excel format.
+ To see what might be lost, click Help.
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Click on the =N\ 0 - 7 XY7Z CO
[Office] button. e |- =imhy
1 Recent Documents

Click on [Close]. j Mew
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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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