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OPEN EXTRACT FILE

@ Open “shcdreop.dat” file inside Excel.

You should receive 3 files in your SAIG mailbox.
This is one of those files. The “extract” file.




OPEN EXTRACT FILE WITIH EXCEL
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CHOOSE DATA TYPE IN TEXT
IMPORT WHZAR@
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Textlmportthrd Step 1of3 (FIER
The Text Wizard has determined that your data is Fixed Width. :

NN NN

If this is correct, choose Next, or choose the data type that best describes your data.
COriginal 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.

Make sure you
choose the ‘Fixed
/ width” option.

Startimport atrow: 1 % File origin: 437 : OEM United States EI
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Preview of file C:\Users\E1022918\Desktop\shcdreop021714.dat.
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DATA BREAK LINES
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l('I'his screen lets you set field widths (column breaks). )
Lines with arrows signify a column break.

To CREATE a break line, dick at the desired position.

To DELETE a break line, double didk on the line.
\.__T0 MOVE a break line, dick and drag it. J

Use the attached “Record
Detail Layout™ to
determine where these
break lines should go.
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COLUMN DATA FORMA
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This screen lets you select each column and set the Data Format.

Column data format

General
g ‘General' converts numeric values to numbers, date values to dates, and all
@) Text; remaining values to text,
© pate: |YMD =] [ Advanced... |

-/ Peretimed o you’ll want to make sure the dates are in a sortable format (for
date columns choose YMD from the drop-down menu).
» Also make sure you choose the ‘text’ format for anything with
leading zeroes (the SSN column in particular, as you will need

Data preview
those numbers later).
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DATA IN EXCEL SPREADSHEET
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INSERT HEADER ROW

(USING RECORD DETAIL LAYOUT)

A B C D E F H J
Criginal
Default Schoal
Rate Criginal Code
Record School Usage Date of School  History Beqi

1 Type Code 33N Code Loan Identifier Current Last Name Current First Name Middle Name Birth Code Indicator Clag
2 200248400 000000000 D 00090037299610001  SMITH JAMES 7/19/1976 00248400 N
z 200248400 000000000 E 00100037299610001  SMITH JAMES 7/19/1976 00248400 N
4 200248400 '000000000 E 00110037299610001 SMITH JAMES 7/19/1976 00248400 N
5 200248400 000000000 E 00120037299610001 SMITH JAMES 7/19/1976 00248400 N
6 200248400 '000000000 N 000200972642D0001 JONES PATRICK J 5/7/1989 00248400 N
7 200248400 000000000 N 000300972642D0001 JONES PATRICK J 5/7/1989 00248400 N
8 200248400 000000000 D 00030217267510001 BARNES NATHAN T 10/21/1989 00248400 N
9 200248400 '000000000 E 00040217267510001 BARNES NATHAN T 10/21/1989 00248400 N
10 200248400 000000000 N 00010217267510001 BARNES NATHAN T 10/21/1989 00248400 N
11 200248400 '000000000 N 000202172675I0001 BARNES NATHAN T 10/21/1989'00248400 N
12 200248400 000000000 D 000603184936G0001 SANDERS MABEL 3/6/1986 00248400 N
13 200248400 '000000000 E 000703184936G0001 SANDERS MABEL 3/6/1986 00248400 N
14 200248400 000000000 E 000803184936G0001 SANDERS MABEL 3/6/1986 00248400 N
15 200248400 000000000 D 000803360308F0001 WHITE VWANDA 10/15/1980 00248400 N
16 200248400 000000000 E 000903360308F0001 WHITE VWANDA 10/15/1980 00248400 N
17 200248400 000000000 N 001403360308F0001 WHITE VWANDA 10/15/1980 00248400 N
18 200248400 000000000 D 000303558574B0001 REYNOLDS CHARLES C 11/14/1978 00248400 N
19 2'0024(% 0 "GUUUUDDUG_'E 000403558574B0001 REYNOLDS CHARLES C 11/14/1978 00248400 N
20 200248400 000000000 D 00040365862810001 CHARLES JOHN A 12/7/1987 00248400 N
21 200248400 000000000 D 00040386014510001 CHARLES JAMES K 5/22/1991 00248400 N
22 200248400 000000000 D 000104284546F0001 BAKER JOCELYN A 4/2/1985 00248400 N
23 200248400 000000000 N 00060486680410001  MANNING DANIELLE E 5/26/1976 83888800

24 200248400 000000000 D 00010486680410001  MANNING DANIELLE E 5/26/1976 00248400 N
25 200248400 000000000 E 00030486680410001  MANNING DANIELLE E 5/26/1976 00248400 N
26 200248400 000000000 E 00040486680410001  MANNING DANIELLE E 5/26/1976 00248400 N
27 200248400 '000000000 N 00070486680410001 MANNING DANIELLE E 5/26/1976 88888800

28 200248400 000000000 E 00020486680410001  MANNING DANIELLE E 5/26/1976 00248400 N
29 200248400 '000000000 E 00050486680410001  MANNING DANIELLE E 5/26/1976 00248400 N



CONTACT INFORMATION:

Sabrina Osborn
Metropolitan Community College

Sabrina.Osborn@mcckc.edu
816.604.1194




