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Instructions

Start Microsoft
Excel.

Click on [File].

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.

Highlight the
unwanted
columns.

Right-click your
mouse to see a list
of options.

Click on [Delete]
to remove the
unwanted
columns.
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Paste Special. ..

Insert
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Clear Conkents

S Format Cells...

Click on [File].

Click on [Save
As].

Microsoft Excel - XY7_ COMPANY

|E_P| File Wieww Imsert  Format  Tools  Data  Window
i 1| Hew, Chrl+M
= ety Crl+0
[ o
Close
lml Save Ctrl+5 !
1

=) a's  Sawe ac Weh Pane

Version 0.2

Copyright © CompuSystems, Inc. Proprietary and confidential.

Page 4 of 7



Data Import Instructions:
Microsoft Excel 2003 Text Delimited

Text (Tab Save in: |lﬂ Mel_Criginals v| @ @@ X Ci B - Tooks~
delimited). ‘&5
. My Recent
C“Ck on [Save] - Docurments
r_a"l_.
Desktop

File pamne: KYZ_COMPANY

Ty Mlebvaork
Places Save as bype:

Texk (Tab delimited)

You’'ll see a Microsoft Excel
meSSElge | nfO rm | n g AYZ_COMPANY Ext may contain Features that are not compatible with Text (Tab delimited), Do you want ko keep the workbook in this Farmat?
yO u th at some \l,) + Too keep this Format, which leaves out any incompatible Features, click ves,
» To preserve the features, click No. Then save a copy in the latest Excel format,
featu res m ay not + To see what might be lost, click Help,
be compatible with (=)
the tab delimited
file type.

Click on [Yes].
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Click on [File].

Click on [Close]

Microsoft Excel - XY7 COMPANYa
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At the prompt,
click on [No].

Microsoft Excel

! E Do ol wank to save the changes you made ko EYZ_COMPARYa, Ext'?

Yes

(©D)

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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