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Converting Reports to Excel

Using the Text Import Wizard

Download the Report from Identifi:
1. From Search Results, use the Download icon to download the report (pending permission):

Search Documents

{ 8 Print M & Download M [l Delete ” @ Index { #) Move [ C3Smart Folder ~ H M Retention Hold ~

Displaying 100 Documents (Show Total) Top 100 Documents Filter...

O Title Application Document Type Pages File Type Storage Date « Sync Status Report Post Date

U | @ CO DPNEW DEPOSIT NEW ACCOUNTS 2023/08/03 Insight Reports CO_DPNEW 6 Report 8/4/2023 Not Synched 8/3/2023 %
Download

0 | @ CO DPNEW DEPOSIT NEW ACCOUNTS 2023/08/02 Insight Reports CO_DPNEW 6 Report 8/3/2023 Not Synched 8/2/2023 o

Alternately, use the Download icon within the Document Detail Viewer:

';,-c-. identif Document Detail: CO_DPNEW DEPOSIT NEW ACCOUNTS 2023/08/03

‘ ! ofe HE -"h e nnnu " | Index Notes Related Info
i

The file will download as a .txt or .prn file.

Name Type
CO_DPNEW DEPOSIT NEW ACCOUNTS 2023_08_03.txt Text Document
. 8.zip
] CO_DPNEW DEPOSIT NEW AC[EOUNTS 2023_08_03.prm
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2. Open a blank document in Microsoft Excel. Select File -> Open and browse out to open the downloaded file.

Book3 - Excel Sheila Nolder )

Insert Page Layout Formulas Data Review View Help Q Tell me what you want to do 4 Share

. . A
- = - - - - Oy
Calibri <111 Ja == 8- ab General %CondltlonalFormattlng iﬁ“lnsert > 7

b Emy $-9% > GFormat as Table - i Delete ~ - P

aste . = = = € 3= - 1=y

e~ B IU EEEEE 8 8 7 Cell Styles ~ EiFormat~ & -
Clipboard Font [ Alignment e Mumber 7 Styles Cells Editing e
Al v e hd

A | B | c | D | E | F | G | H | | J | K | L | M | N =

1 |

—4 L]
2 —
3 —
4_ Book3 - Excel
5 ~
6 —
8 Open
8 ~
g —
10 @ @ Recent Workbooks  Folders
11

Save ) - Pinned
. OneDrive - Identifi Pin files you want to easily find later. Click the pin icon that appears when you hover over a file.
Ready Save As snolder@identifi.net
Today
* Sites - \QQntlfl “" CO_DPNEW DEPOSIT NEW ACCOUNTS... 8/4/2023 211 PM
snolder@identifi.net Downloads k

3. The Text Import Wizard will open:
a. AtStep1,click “Next.”

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:
J O Delimited - Characters such as commas or tabs separate each field. L
© Fixed width - Fields are aligned in columns with spaces between each field.
| Start import at row: |1 2 File grigin: 437 : OEM United States bed
| D My data has headers.
Preview of file C\Users\snolder\Downl..\CO_DPMNEW DEPQSIT NEW ACCOUNTS 2023_08_03.prn.
1 ~
2 Bank: COCC Test Institution Deposit New Accounts
3 Report: CO_DPNEW From: 08-03-2023 Thru: 08-03-2023
4
5 Queue Number : 11031
6 Application Number: 4000505 W
< >
Cancel < Back Finish
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b. At Step 2, click “Next.” (Do not adjust the columns)

[| Text Import ard - Step 2 of 3 ? X
This screen lets you set field widths (column breaks). ‘
Lines with arrows signify a column break. 9

To CREATE a break ling, click at the desired position.
To DELETE a break line, double click on the line.
To MOVE a break line, click and drag it. L
Data preview
D v . 2 . % . s . % . & . W . 8 . .
~
Bank: CCCC| Test Institution Deposit New Accounts
Fepor|c: CO_DPNEW| From: 08-03-2023 Thru:| 08-03-2023
121 er : 11081
ppplication Number: 4000505 W
< >
Cancel < Back ex‘t > Finish
H Hp=s__°* ” H
c. At Step 3, click “Finish.” (Do not adjust the columns)
Text Import Wizard - Step 3 of 3 ? X
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 remaining
O Text values to text.
O pate: MDY ~ Advanced...
O Do not import column (skip)
Data preview
zeneral zeneral zeneral seneral
~
[t Imstitution| Deposit New Accojunts
From: 08-03-2023 Thru:| 08-03-2023
11091
I: 4000505 v
>
Cancel < Back MNext =
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4. The document text will be converted into columns, and the document can be adjusted as needed.

Insert  Page Layout Formulas Data  Review View Help Q Tell me what you want to do

= E‘:E’cm Calibri -1 AN EE= & b Wrap Text General - g“ Normal Bad
B CO -
Pa'ste ? Forli:at bainter B 1 U~ === & 3= Merge & Center ~ $ - % » S % F(;c:nmd;z?nn;[ FC;:S::?S Neutral @
Clipboard M Font ™ Alignment T Mumber ™ Styles
Al - fe
A | B | C | D | E F | G | H | | J | K | L | M N | 0 |
b
2: Bank: cacc Tes t Institution Deposit Ne¢ unts Run Date: 08-03-2023
3_ Repor t: CO_D PNEW From: 08-( 8/3/2023 Post Date: 08-03-2023
4_
5 |Queue N umber : 11091 Run Time: 17:16:26
6 | Appli ca tion N umbe r: 4000505 Cas h Box:
7 |Queue S ub Num  ber 1 125 SCHEMA
8_ OSIBANK
9_
'ICL DATABASE NAME
1 'I_ L6001.WORLD
12 |
'|3_ RELEASE
'|4_ 2008.1.00
15 |
'|5_ 8/3/2023 11:15:39 A ANK\BAT_EXE\ @I6001.world op
17,
18
'|9_ REPORT P4RS
20|
21 | Report Per on Type:
22 | StartDate: 8/3/2023
23 | Report Sor Option: 1
24 | ThruDate: 8/3/2023
25 | Type 1 5tring: CK,54V,TD
26 |
27 |Bank: cacc Tes t Institution Deposit Ne¢ unts Run Date: 08-03-2023
28_ Repor t: CO_D PMNEW From: 08-C 8/3/2023 Post Date: 08-03-2023
29 | Page: 1of4
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Downloading Multiple Reports from Search Results:

To select multiple reports and mass download selected files into a Zip folder, select the desired reports and use the Download
button in the Menu Bar. A prompt will display with the option to include Notes.

Search Documents

KWYK Search... Q - Include Notes X
Include Notes in Download
.‘aDoivnload [ [i] Delete ” @ Index ‘

Download Selected Documents

Displaying 100 Documents (Show Total)

O Title

© CO DPNEW DEPOSIT NEW ACCOUNTS 2023/08/03

© CO DPNEW DEPOSIT NEW ACCOUNTS 2023/08/02

A Download Confirmation will be presented; click “Download.”
Download Confirmation X
Total number of documents to download: 2
Download Results X
+ Successful:2

A Zip Folder will be presented at the bottom left of the screen, and

a Download Results window will confirm the number of documents i af3bf0c0-f821-448..zip A
selected.
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Use the arrow to select “Show in Folder,” or open the Downloads folder from Windows Explorer.

v B This PC
Open
Always open files of this type > ‘, 3D Objects
> [ Desktop
Show in folder
> Documents
Cancel
- > 4 Downloads
Y af3bf0cO-f321-448...zip AN

Open the Zip folder to display the selected reports:

Mame Type Compressed size Password p..  Size Ratio Date modified
CO_DPNEW DEPOSIT NEW ACCOU...  Text Document 2KB No 10KB 87% 8/4/2023 3:02 PM
CO_DPNEW DEPOSIT NEW ACCOU...  Text Document 2KB No 10KB 87% 8/4/2023 3:02 PM

Follow instructions as above from Step 2, opening each document into a separate Excel Workbook or File.
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