	[image: image14.jpg]



	How to Convert an Excel File 

to a Fixed-Width File for Unattended Analysis



This “How To” document illustrates in a step-by-step manner how to convert an Excel spreadsheet to a fixed column text file that can be used in the Unattended Analysis portfolio system. It does not matter which whether you are using Record Layout 1 or 2 in the Unattended Analysis system, because the same principles apply.

1. Open your Excel spreadsheet with your VIN numbers. It may be prudent at this point to save a copy of your spreadsheet, so you will have a backup just in case you accidentally save the spreadsheet while doing the reformatting covered in the next few steps.

2. Ensure that the each column is in its appropriate location or sequence with respect to the Unattended Analysis record layout – such as your Key Identifier being in the first column, the VIN being in the 2nd column, etc.  For any columns that contain information that you will not be supplying in your file, a blank column needs to be inserted as a placeholder.  

If the information is not in its appropriate location, place your cursor on the letter at the top of the column you wish to move and click.  This will highlight the whole column.  Click the right button on your mouse and choose Cut.  
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Then move to the column where you wish to place the column you just highlighted.  Click the right button on your mouse again and choose Insert Cut Cells. 
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Do this until all columns are in the order that is specified on the Unattended Analysis layout.  

3. Now that you have the columns in their proper order, the format of the MSRP and Maturity Date fields needs to be verified and changed, if needed.  First, highlight the MSRP column by clicking on the letter above the column, in the following example it’s the letter C.
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Select Number from the Category list, change the Decimal places to 0 and make sure that the check box for the Use 1000 Separator is not checked as shown below.
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Click OK.  Now the Date field’s format will need to be set.  According to the Unattended Analysis layouts, the format for this date field is MM-DD-YY.  Selecting the format is done as described above for the MSRP field.  This time, select Date from the Category list and then select the MM/DD/YY Type.
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4.  Now that the MSRP and Maturity Date fields are in the proper format, it’s time to adjust the column width for each of the column.
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This column is to be 20 spaces wide per the Unattended Analysis Layout.    After choosing Column Width, a popup window will appear.  Type in 20 and click OK or hit Enter.  
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The column’s width can also be adjusted by going to your Toolbar and choosing Format, Column and Width.  
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Highlight and change the width of each column until all columns are their appropriate width.  Depending on the font that is used, some information may appear to be truncated when the column width is set.  This is not the case, only the characters that exists past the length of the column will be truncated.

5. Once all of the columns are in the correct order and formatted and spaced appropriately, it is time to remove any header rows at the top of your file.  To remove, click the right button on your mouse on the 1 beside the first row.  Then select Delete.

[image: image9.png]£ Microsoft Excel - Book3.

@)t Ed on Iert Farmet Lods Dote indow o

DEEHRERY [y 2@ o (@ = & 8|l E 7w

Al | = Key Identifier

A [ B [ c[ b [ E [F[6[ H ]

o Tantitiar ] WSRP_Date __Description TUVCSt Hiles
| & cur 1GINLE2T6VMAdEdT 17735 UB/0B/3 ACHIEVA W, 23566
| B copy. 1PIEMECEXNBAEEA 16729 09/21/03 BREEZE FL 65416
| @ esste 1BIEMBC2YNZI4ET 17726 07/11/04 STRATUS M 35130
Paste Specal FAFP5E23YG26710 19809 01/13/04 TAURUS A Bogs!
—_— FTCRIDXITUCODEE 14322 03/28/04 RANGER G 19932
et FTCRIDNITUCODBY 14551 10/10/04 RANGER AL 18780
B oo | 1GNDMIWITB1B5S 17427 10/17/03 ASTRO NI 54833
Clear Contents 1GNDMISWETB1861 17895 06/12/03 ASTRO NY 56910
l— 1GCCS14XIWB1280: 14760 0B/20/04 S10 NC 63005
| E&F Eormat Cel, 1FMDA3TUTVZC252 18237 09/03/03 AEROSTAR H 82142
[+ Row Heioht 2B4HB25Y2NKI 1868 24833 02017104 B2500 OF 62943
Hide 2BAHB25YENKI186E 23530 0/12/03 52500 AL 63310

ide 1J4F 128S5WL24013; 20544 02008103 CHEROKEE LA 69602





6. Now it is time to save the file.  On your toolbar, select File and Save As.  
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From the bottom dropdown line, select Formatted Text (Space delimited) (*.prn).  
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Select the appropriate directory you wish to save the file to and the name you wish to give it then click Save.   Once you click Save, the following message will appear if your Excel file contains multiple worksheets (tabs at the bottom left).
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Click OK.  

Now another box will appear like the one pictured below.  Simply click Yes and the file will be exported.
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7. The file conversion is now complete.  You can close your file in Excel.  Just say No when prompted to save the file, as you have just completed that process.  

8. The last thing that needs to be done before the file is uploaded is to change the extension from PRN to TXT.  Go to your Desktop and open My Computer.  Locate the file PRN file you just created.  Click on the file using your right mouse button and select Rename.  Now you can change the .PRN extension to .TXT and the file is ready to be uploaded to the Black Book website for processing.
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