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Import Data to Excel:

Complete steps 1 through 3 to import the Business Entity List into Excel.
Step 1: Download the compressed business entity list file.

Step 2: Extract the compressed files:

a. Right-click the compressed business entity list file and select Extract All.

b. Select a folder destination to extract the files to by clicking the Browse button.
c. Click the Extract button.

Step 3: Import data file:
a. Start Excel.
b. Selectthe Data tab.
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d. Navigate to the extracted files folder location, select a file and click the Import button.



e. Selectthe “Delimited” file type option button and click Next.
Text Import Wizard - Step 1 of 3 |0 e S

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 type

type that best describes your data:
- Characters such as commas or tabs separate each field.

() Fixed width - Fields are aligned in columns with spaces between each field.
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Preview of file C:\Users\SharonHill\Downloads\Test\Addresses. cav.

Fecordid~ContactType~ContactName~5treetl~S5treetZ~City~5tateProvince~Count -
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f. Select the “Other” delimiter check box, enter the tilde symbol into the other delimiter text box, select the
“Treat consecutive delimiters as one” check box, select Text qualifier “{none}” and click Next.
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This screen lets you set the delimiters your data contains. You can see how your textis affected in the preview
below.
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g. Click Finish on step 3.
Text Import Wizard - Step 3 of 3 |2

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

Column data format

@ General
. '‘General’ converts numeric values to numbers, date values to dates, and all
() Text remaining values to text.
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Data preview
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h. Click OK.
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Where do you want to put the data?
(@ Existing worksheet:
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() New worksheet
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