SAYRE AREA SCHOOL DISTRICT TECHNOLOGY TIPS

MS EXCEL 2010 EXPORT FOR GOVERNMENT
REQUESTS

Purpose

This handout is to briefly instruct how to export MS Excel 2010 data to various formats
(ex.ASCII) for government requests.

Why Should | Export?

Hmmmm..... There are 2 main advantages = increased accuracy and increased efficiency. For
example, if you already have data in an Excel file, you will not need to retype and this will result
in a reduction in errors.

How Do | Export to ASCII?

It’s quite simple, let’s walk through the above code example:

First start up MS Excel 2010 and open up the desired worksheet — see the following example:
EEH2-~-s

Home Insert Page Layout Formu

b cut Calibri -1 -
. sacopy - -
o JFormat Fainter B I U-~|m-
Clipboard = Font
B7 - b
A B C D
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2 Testl Testl
3 |Test2 Test2
4 |Test3 Test3
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i}
7
8
9

10

In this example, the file consists of employees. The file is in MS Excel 2007 format.

File

Click on the button — then select save as — the following screen appears:
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2%

Save in: I.D Wy DocUments j @ -3 X CuE-
5 My Recent kAdobe: | 2)araphics =
Dacuments ==, 5 dcbestackPhatas [C3IT Committes =
[} Desktap | Autodesk [L2)IT Ttems that Meed to Get Done & Ideas =
I AvsvaL |23 30urnalism Class Questions =
e IC)ELaST [CkEST S
Documents . ]
|_JEluetonth Exchange Faolder |)Lenovo Deskkop Ricks =
¢ P(\Z“gmputer | College Internships [C3IMS Office 2007 Rollout Plan =
My Nsbrork \_)Callege Tuition Reimbursement LMy eBoaks =
- P|:EB§ o |2 Cvberlink My Google Gadogets =
| Daily Wark Lag dMy Music =
|_J)Dean (Superinkendent) ,ﬂl\’ly Pickures =
| edrants .;ﬂMy Shapes =
|_J)estrateqgic Plan ™11y videas =
|_J)Evaluations and Job Descriptions [C2IMy virtual Machines =
¢ Favorites [ Mebwark Manikar 3 =
|_)Finding Latitude and Longitude with Google Maps |ZIMurnonics Tablet =
\_)Flash Awward Student YWork, |[C)0coupational Sdvisory Committes - Steve Park YOTEC Center [
\_IFarms |2)0ffice 2007 Rallout Plan-Feb 16 2007 =
1] | il
File name: IEmponees 2008-2009,x1s |
Save as bype: IExceI Q7-2003 WWarkbaok (¥, xls) j
Tools |~ | Save I Cancel |
A

At this point you need to select the desired file type that you wish to use — in this case ASCII.
Please note that you may select a variety of files types — many times the CSV is a requested file

type for government reports and uploads.

Click on the Save as type pull down and select Text (MS-DOS)(*.txt)
|

EE IEmpIn:n';.fees 2003-2009, x5

EYPE |Ewcel 97-2003 Warkbaok (*.ds)

— |Farmatted Text (Space delimited) (*.pra)

i S-D0ST (F bk
C acinkosh) (*,csv)
£5Y (MS-DOS) [*,csv)
DIF {Daka Inkerchange Formak) %, dif)

This results in the following screen
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Saveds 21|

Save in: ID My Documents j @ - X L Ij -
& My Recent \ ) Adobe () Graphics =
Dacuments 475 s dobeStackPhatas [C3IT Committee =
@ Desktop \ ) Autodesk [C3)IT Tkems that Meed bo Get Done & Ideas =
|0 avsavol [C2) Journalism Class Questions =
B l\IZ\)‘Ilgc'.lments [ﬁBLaST @KESI &
|_-)Eluetonth Exchange Folder [CD)Lenovo Deskkop Ricks =
t; rg;mputer |-7) College Internships [C59MS Office 2007 Rollout Plan =
) |_7) College Tuition Reimbursement L33y eBooks =
‘3 ng‘:twmk |2 Cyberlink () My Google Gadgsts =
L7 Daily Work Laog 2y rusic =
| ") Dean (Superintendent) E‘My Pictures =
|_)eGrants (= Shapes =
| ") eStrategic Flan @ My Yideos =
|_)Evaluations and Job Descriptions [C2)my wirkual Machines =
*:{Favorites @Network Monitor 3 E
\_)Finding Latitude and Longitude with Google Maps [C2)Mumonics Tablet =
| ")IFlash Award Student Work [ Occupational Advisory Committee - Steve Park YOTEC Center [
\_)Forms [C2)Office 2007 Rallout Plan-Feb 16 2007 =
1] | i

File name: -

[Employees 2008-2009.xt

Sawe as bype: |Text [M5-D0S) [ bxt)

=l

Tools - |

Click on Save

Microsoft Excel

The selected File tvpe does not suppart warkbooks that contain rolkiple sheets,

! + To save only the active sheet, click OK.

« To save all sheets, save them individually using a different File name For each, or choose a file type that supports mulkiple sheets,

o]

Save I

Cancel

Zancel

A

Click on Yes
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