Kansas Board of Regents
2006 Data Conference

Topic # 9: Microsoft Shortcuts for KBOR Reports

Exercise files located at www.kspsd.org/IR/downloadpractice.shtml.

1) Comma delimited files
Practice File: cd_ex1.csv

a) What is a comma delimited file?

b) What does a .csv file look like in a text editor?

¢) What does a .csv file look like in Excel?

d) How do I save an Excel file as comma delimited?

Save as .csv file

Fie name:  |Bookl.csv =
Save as bype! | Cow (Comma delimited) (*.cswl |'N|_"\

Unicode Texk (¥.kxk) P

Microsoft Excel 5.0)95 Waorkbook, (%, xls)

Microsoft Excel 97- Excel 2003 2 S, 0S5 wWorkboolk ©°F, =]s;

{Comma delimited) [, csw)

Microsoft Excel 4.0 wWorksheet (*, xls)

Microsoft Excel 5.0 Worksheek (. xls) g

2) Fixed width files
Practice File: cd_ex2.txt

a) What is a fixed width file?
b) What does a fixed width file look like in a text editor?
c) What does a fixed width file look like in Excel?

Using the Text Import Wizard

Text Import Wizard - Step 1 of 3 Elg‘

The Text Wizard has determined that your data is Fixed Width.
IF this is correct, choose Mext, or choose the data type that best describes your data.
Original data bype

Text Import Wizard - Step 2 of 3

This screen lets you set field widths (column breaks),

Li th i lumn break.
Choose the file bype that best describes vour data: {GS G UMM & G2 7
) Delimited - Characters such as commas or tabs separate each field, To CREATE a break line, click at the desired position.
(%) Fized width - Fields are aligned in columns with spaces between each field. To DELETE & break fine, double click.on the fine.
kg To MOVE a break line, click and drag it
tart impart at pouw: 1 s File origin: 437 : OEM United States h

Data preview
Preview of file C:\Documents and Settings\CDenneyMy Documentsiiork, od_ex2, txt,
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Using the Text Import Wizard (cont’d)

Text Import Wizard - Step 3 of 3

This screen lets you select each column and set
the Data Format.

Column data Farmat
O General

From KSPSD Reference Manual
Students Info Table

‘General’ converts numeric values ko numbers, date : A F ie I d Flel d
walues b dates, and all remaining values to text, %.Date' FIEId Name Length POSition
9 En i e Social Security Number 9 1-9
College Assigned ID Number 16 10-25
Institutional FICE ID 6 26-31
Diata preview Term 2 32-33
Term Year 4 34-37
faxs 21k ezt f A First Name 20 38-57
EO0111183 L2419T000LSRTE00E %
B Last Name 40 58 -97
Middle Initial 1 98
3 Suffix 5 99 - 103
P | = Sex Code 1 104
N N Date of Birth 8 105-112
Primary Ethnicity 2 113 -114
d) What if the Import Wizard doesn’t automatically open?
Data Menu: Text to Columns Menu Tool
. |
at  Tools 5AS | Data | Window Help  Adobe POF
53 @ o 2 s 1
E "‘J @—ll Filtker »
— — Farm... A
I U |E= 8
Subkaokals... =
orksheet S
Yalidation. .. o
Table. ..
1183 124,
| D | | Text ko Columns. .. . H
SAY 2005 Nate Consclidate... ad I
e) How to I save an Excel file as a fixed width text file?
Set proper column width: Save as .prn file:
Faormat | Tools 345 Data  Window Help  Adobe PDF File pare: ‘cd_exl.prn v| I Sove
S o cells... kb @ F - 4] 2]l
1 Row R : Save 3 type! | Fomatked Text (Space delimited) (*,prm) F Cancel
anges... End Review.., DBF 2 (dBASE 1) (*,dbf A
'| Calumn 3 ||‘,'—|"' width... : dalimit 1
g heet - - Text (Macintosh) (* bxt) R
i N 4 AukaFit Selection Teut (MS-DOS) (*.t)(t)
| A 5V (Macintosh) (*,csv) =
i) utorormat.. ElE 5 (M5-0085) (.51 v




3) KSPSD special field formats
Practice File: cd_ex3.xls

a) How do I remove dashes from the SSN field?

Menu: Edit — Replace

Ell"SSN

A

oo

500-11
500-11
500-11
Jpon-11
50011

500-11
500-11
500-11
500-1 1

=

-1111
-1112
-1113
-1114
-1114
-6
ST
-1118
-1119
-1120

& Ffind and Replace

Find Replace |

Find what: |—

Replace with: ||

Replace all ] [ Replace ] [ Find All I[EindNext l [ Close

]

b) How do change a regular date format to YYYYMMDD?

Menu: Format — Cells

c) How do I keep the leading zeroes on FICE IDs, ACT IDs, SAT IDs, etc?

July 8, 1986
July §, 1586

July 10, 13861

Format Cells

Mumber | Alignment Font Border | Patterns | Pr
Cakeqgory: Sample
General 19860701
Mumber
Currency = Type: \
Accounting WWMMDD|
Drate ?é
Time: m
Percentage u]
Fraction 0.00
Scientific #, &40
Text #4000
Special #2008, A0
(TR | |##00 e, 40
Caclok,

Menu: Format - Cells

MNumber

Special
EEE— |

alignment Fonkt Eorder Patterns

Caktegory: Sample

General 001000

Murmber

Currency ’h

Accounting < ooooao|

Drate

Time \ﬁ

Percentage u}

Frackion 0.00

Scientific #4880

Texk #,#x0.00

HAHO_G0E,#20)
#4400, [Red](#, #4#0)




d) How do I keep leading and trailing zeroes in my CIP field?

Menu: Format — Cells

[
mCr N | Murnber | alignment Fank Border || Pattern
2 ["350m0)| | Lotenory g
— enera .
3 | 52.0806 Murmber
4 | 47.0606 Currency ——
5_ 50.0502 Accounting 00,0000
6 | 3op4oif| D al
7| 14350 Fercentage 0
g 40.08 Fraction 0.00
= Scientific #,%%0
9_ Bl U025 Texkt #,#%%0.00
10 | 9.99 Special &R0 (%, H80)
7 1 M #,#40_ ) [Red](*, #40)




