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[bookmark: _GoBack]Detailed Example For Importing Permits Files to Microsoft Excel:

Save the Building Permits files to either your desktop or your hard drive 

Run Excel

Click File - Open

Under "Look in" go to the area where the Building Permits files were saved: 
In this example the files are saved under:
M:\ADC Construction Indicator Programs\RCB\BPERMITS\FILES\RES\PLACE\UNCOMPRS
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Click <Open>
On the next screen will be the Text Import Wizard 
In Step 1of 3, Select ‘Delimited’ radio button 

[image: Text Import Wizard Step 1]


Click <Next>


In Step 2 of 3, Select ‘Comma’ as the delimiter – it’s okay to leave ‘Tab’ selected.
In the Data Preview window, you can see that the data are now in columns.

[image: Text Import Wizard Step 2]

In Step 3 of 3, Select columns from ‘Survey Date’ through ‘Place Name’ and mark them as Text; leaving the other columns as General

[image: Text Import Wizard Step 3]


Click <Finish>

The Excel file is now created with headers and data in columns.
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TextImport Wizerd - Step1 of 3

“The Text Wizard has determined that your data is Fixed Width,
Ifthis s correct, choose Next, or choose the data type that best describes your data
Orignaldata type.

Choose th file type that best descrbes your data
© Belrited

- Characters such as commas or tabs separate each field
Fixed width

~Fieds are algned n columns with spaces betiween each field.
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TextImport Wizard - Step 2 of 3 ==
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TextImport Wizard - Step 3 of 3
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“This screenlets you select each column and set the Data Format.

Column data format

General
O

Date: [MOY =

Do notimport column (sk)

Data preview

“General converts numeric values to numbers, date values to dates, and o
remaining values to text.
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