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From the project manager to a team of administrative, programming, and technical specialists,
ATS believes in a team approach that brings together all of the necessary elemeotsfmence and
onsite to make your show a success. We are on your team!

For yourconveniencewehave made instructions available to assist you with importimgyy
data. Please select the link below thabrrespondgo the program yowvish to import your data. If you
need any further assistance, feel free to contaat office at 9858309-0600. We would be happy to

assist you.
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OPENING A LEADS.TXT FILE IN EXCEL 2010

1. OpenEXCEL
2. Insert theUSB FLASH MEMORY DRii\vdh available USB port on your computer.
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3. Click on thebatatab and click on the optioffrrom Text Text
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4. Then select th@rive labeledREMOVABLE DISKheREMOVABLE DRIV¢ier will depend on how many
devices are already attached to your machine.

5. Select the leads text file.
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File name: v [TextFiles -
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6. The text import wizard window will now pop up.
7. Inthe Original data type section at the top: Choose e IMITEDutton. (See Figurd)

Support v.1.1.2
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Text Import Wizard - Step 1 of 3.

The Text Wizard has determined that your data is Fixed Width.
If this is correct, choose Next, or choose the data type that best describes your data.
Original data type
Choose the file type that best describes your data:
@ Delimited - Characters such as commas or tabs separate each field.
(") Fixed width - Fields are aligned in columns with spaces between each field.

Startimport at row: | 1 BRI Wl <37 : O:M United States [~]

Preview of file F:\eads. txt.

1["'04/15/10","04:21: PM CST","13502","1234","First Name"”,"™ ", "Last Name"| 4
|z |r04/28/10", "12:16-11 DM CST", "000367", "000367", Ween ,"", "% - e w7
'04/28/10","12:49: PM CST","36801",6"36801", -—

'04/28/10", "12:54: PM CST","22866","22866", "N

|s|r0a/28/10", "12:56-41 PM CST","14707", "14707", “wea

| m

Figure 1

8. Inthe same windowSTART IMPORT AT RO andFILE ORIGINhould be437 : OEM United States
(See Figure 1)

9. Click theNEXTutton (See Figurg)
10. Delimiters should be set t6OMMA(See Figure 2)

Text Import Wizard - Step 2 of 3

This screen lets you set the delimiters your data contains. You can see how your text is affected in the preview
below.

Delimiters

[ Treat consecutive delimiters as one

Text qualifier: [« E

Data preview

4/15/10 :21: 234 irst Name ast Name [Title
4/28/10 p2:1s: 00367 -

4/28/10 =483 €801 | ww

4/28/10 =54z 28¢e . -

4/28/10 p2:56: 4707 -

<

Figure 2

11. TREAT CONSECUTIVE DELIMITERS ABowNteuncheckedSee Figure 2)

12. TEXT QUALIFIRRA (Ses &idure 2)

13. Click theNEXT:button (See Figure 2)

14. Using the horizontal scroll bar, scroll to the right until you see the Zip Code field in the white data area
window. (See Figurg)

Support v.1.1.2
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16.
17.

18.

19.
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-
Text Import Wizard - Step 3 of 3

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

Column data format

") General

remaining values to text.

'General' converts numeric values to numbers, date values to dates, and all

Cancel ][ < Back ]

(©) Do not import column (skip)
| 5
Data preview
|
‘ Ceperzl perlCeger=1 Sners
ddress 2 ity LA SA |[Phone <

m Sm— |

Figure 3

Click on theGENERAheader of the Zip Code field, this will select the entire Zip Code column. CHaoSe:
using the buttons at the top right of the window (Column Data Forr(& Figure 3)

Click theFINISHbutton. (See Figurg)

The Text Wizard window will close and Excelasil where you would like to put the dataress OK.

”
Import Data

Where do you want to put the data?
(@ Existing worksheet:

F

(") New worksheet

OK

[Pgoperﬁes... J [ ] [ Cancel ]

2 [t

A

>l

Select all of the data by clicking on the gray box above the [1] column and next to row [A]. This will select all

of the data on the spreadsheet.

Go to he top menu, Choos&ORMAT, COLUMN, AUTOFIT SELECYtDMre now ready to view and use

the lead data.

Support v.1.1.2
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OPENING A LEADS.TXT FILE IN EXCEL 2007

1. OpenEXCEL
2. Insert theUSB FLASH MEMORY DRiivdh available USB port on your computer.
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3. Click on theDatataband click on the optioffrrom Text
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4. Then select th@rive labeledREMOVABLE DISKheREMOVABLE DRIV¢ier will depend on how many
devices are already attached to your machine.

5. Select the leads text file.
@Oi‘l- » Computer » Removable Disk (E:) v | 5 I.l Search Removable Disk (E:) F e
Organize v New folder =~ 0l @
> J’ Music o Name : Date modified Type
X | leads.bt 4/30/2010 7:07 PM  Text Docum
% Videos
I by Homegroup
4 % Computer
v &, Local Disk (C9)
> &% DVD/CD-RW Driv
" wm Removable Diskrl E
b G € (\110.10.243.22
PR ] My Web Sites on%
> € Network v . »
File name: v [Text Files (*.prn;*.bt;*.csv) VI
Tools v [ Open J [ Cancel }
L= P

6. The text import wizard window will now pop up.
7. In the Original data type section at the top: Choose BieLIMITEDutton. (See Figuré)
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10.

11.
12.
13.
14.

Text Import Wizard - Step 1 of 3.

The Text Wizard has determined that your data is Fixed Width.

If this is correct, choose Next, or choose the data type that best describes your data.
Original data type
Choose the file type that best describes your data:

@) Delimited - Characters such as commas or tabs separate each field.
(") Fixed width - Fields are aligned in columns with spaces between each field.

Startimport atrow: |1 ] Fleoign: [T -

Preview of file F:\jeads. txt.

1[|"04/15/10","04:21: PM CST","13502","1234","First Name","™ ", "Last Name"| 4
[2I"0a/28/10", "12:16-11 PM CST", "000367", "000367", Waes ,"", " it |
a 04/28/10™,"12:48: PM CST",6"36801","36801", _—, ", - o "
!! 04/28/10","12:54: PM CST",6"22866","22866€", Wi S0, .

ﬂ 04/28/10™,"12:56: PM CST","14707","14707", "
< m

Figure 1

oo 2 |

This screen lets you set the delimiters your data contains. You can see how your text s affected in the preview
below.

Delimiters

Tab

] Semicolon | Treat consecutive delimiters as one
Text gualifier: [-

El Space a L B

["] other: |

Data preview

4/15/10 P4:21: 234 irst Name
4/28/10 :1s6: 00367 [

4/28/10 p2:48: 6801 | ww
4/28/10 :54: 2866 - -
4/28/10 L2:56: 4707 -

<

Figure 2

TREAT CONSECUTIVE DELIMITERS ABowiEuncheckedSee Figure 2)
TEXT QUALIFIBRA (Sas &idure 2)
Click theNEXTbutton (See Figure 2)

Using the horizontal scroll bar, scroll to the right until you see the Zip Code field in the white data area
window. (See Figur8)

Back to top

In the same windowSTART IMPORT AT ROW andFILE ORIGIShould be437 : OEM United States
(See Figure 1)

Click theNEXTbutton (See Figurd)
Delimiters should be set t6OMMA(See Figure 2)
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16.
17.

18.

19.
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Text Import Wizard - Step 3 of 3

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

Column data format

") General

remaining values to text.

'General' converts numeric values to numbers, date values to dates, and all

(©) Do not import column (skip)
| 5
Data preview
|
‘ Ceperzl perlCeger=1 Sners
ddress 2 ity LA SA |[Phone

m

Cancel ][ < Back

)

Figure 3
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Click on theGENERAheader of the Zip Code field, this will select the entire Zip Code column. CHaoSe:
using the buttons at the top right of the window (Column Data Forr(& Figure 3)

Click theFINISHbutton. (See Figurg)

The Text Wizard windowill close and Excel widkk where you would like to put the dataress OK.

r Al
Import Data M

Where do you want to put the data?
@ Existing worksheet:
==

=SAS1 e

() New worksheet

{P;operﬁes... ] [ OK ] [ Cancel

]

Select all of the data by clicking on the gray box above the [1] column and next to row [A]. This will select all

of the data on the spreadsheet.

Go to the top menu, ChoosEORMAT, COLUMN, AUTOFIT SELECYtDMNre now ready to view and use

the lead data.
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OPENING A LEADS.TXT FILE IN EXCEL 2003

1. OpenEXCEL
2. Insert theUSB FLASH MEMORY DRiivdh available USB port on your computer.
3. At the top of the window, ChoodRata>Import External Data>L Y LJ2 NIi 5+ G X

4. Then select tharive labeledREMOVABLE DISKheREMOVABLE DRIéEer will depend on how many
devices are already attached to your machine.
5. Select the leads text file.

6. The text import wizard window will now pajp.
7. In the Original data type section at the top: Choose BieIMITEDutton. (See Figuré)

Support v.1.1.2
















































