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Open Excel and click on the Microsoft
Office button and select “Open”
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Find the EAS Create Text File and click on “Open”

Cla = . AU crelh ¥ Bookl - Microsoft Excel
Y
Home Insert Page Layout Formulas Data Review View Developer Approvelt @

v|12 A = = - ||;_1':WrapTart |Genera|

Sort & Find &
T Filter - Select -

(@ Deskiop v| @-@ X i E-

Look in:

@My Recent [jﬂl\-’hr Documents
A ~Documents || i My Computer - SAMHNBIZWIGIL L M N 0 ™
(B} Desktop Sy Network Places
| e Conference Termplates
@Documents [#3 DMHRSi Tutor Processes for CAC-PKE
o5 (G)
d Computer... 454ty DQ Surmm
SDMHRSH Help Desk Tickets
‘d My Network
Places ek

E,..,DQ Historical Quer|es

BIE - Catherine Documents

IE] Error Log - Soto bt

GV FEB 06 Presentations

o) G MEDICAL HOME

e MEPRS Fundamentals - March 11

File narne: | w |

Files of type: |TextFiIes(*.prnj * bty *,c5v) N
(=2

& [ [N = | S || oo [~ S |on | & |t |h [ [ |12 92 [ [T+ | Lo = g

-4 » | Sheetl Sheet? .~ Sheet3 %] [ « I » [
Ready | EE E=[E) 100 g n (+)

N

POC Mrs Catherine Soto

AMPO Analyst /




Click on the radial button to select
“Fixed width”

Text Import Wizard - Step 1 of 3

The Text Wizard has determined that wour data is Fixed Width,

If this is carrect, choose Mext, or choose the data bvpe that best describes wour data.,
Criginal data twpe
Choose the File bwpe that best describes wour daka:

- Characters such as commas or kabs separate each Field,

Fields are aligned in columns with spaces bebween each Field,

Skart impork ak ko |1 = | File arigin: 437 : QOEM United States

Prewiew of File C:\Documents and Settingsicatherin., ADOD_EASIY CREATE_FILE_120309-Mow[1].kxk.
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You will parse the file manually by
clicking to add a line in the
character position for every column
as described in the chart

Text Import Wizard - Step 2 of 3

This screen lets vou set Field widths {column breaks),
Lines with arrows signify a column break.

To CREATE a break line, click at the desired position,
To DELETE a break line, double click on the line.
To MOYE a break line, click and drag it.
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Output File Column Character Column

position Lent
Record Type 1 1
Unit Identification Code (UIC) 2-7 6
DMIS ID 8-11 4
Functional Cost Code 12-15 4
Service Unique Expense Element 16-20 5
Service Unique Program Element 21-28 8
Basic Symbol + Limit 29-36 8
Skill Type 37 1
Skill Type Suffix 38 1
Service Unique Occupation Code 39-45 7
Personnel Category 46 1
Duty Indicator 47-49 3
Source of Funds 50 1
Available Salary Expense 51-59 9
Non-available Salary Expense 60-68 9
Assigned FTE 69-73 5
Available FTE 74-78 5
Nonavailable Sick/Hosp FTE 79-83 5
Nonavailable Leave FTE 84-88 5
Nonavailable Other FTE 89-93 5
Available Workhours 94-99 6
Nonavailable Hosp/Sick Workhours 100-105 6
Nonavailable Leave Workhours 106-111 6
Nonavailable Other Workhours 112-117
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Click on the radial button to set column

data format to “Text”

Text Import Wizard - Step 3 of 3

This screen lets vou select each colurn and set the Data Format.
Colurnn data Format
General

‘zeneral’ converks numetic values to numbers, date values to dates, and all
remaining walues to text,

(") Do nat jmport column {skip)
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/Once the Excel File is populated: header and footer records rows can be N
deleted, and headings as listed in chart on “slide 5” must be manually
added

SO S B R S SR @® 5 DOD_EASIV_CREATE_FILE_120309-Nov[1].txt - Microsoft Excel
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