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Electronic Data File Formats

Welcome Wagon provides the monthly distribution new mover data in two
different formats: as a “txt” file and as a “csv” file.

* Text files end with the extension “.txt” and can be used in any
word processing software program. The data contained in the file
is also known as ASCII FIXED FIELD (STANDARD) data,
meaning that each field occupies a specific number of characters
(width) and each field is identified by its position.

The following is an example of what the file would look like:

MR & MRS M TCHELL HOGGARD 601 ALMOND GROVE CT CHI CO
CA95973 5308953325 ACb A00077 200101
MR & MRS GREGORY HALI NG 572 KI NGS CANYON VWAY CHI CO
CA95973 5308988365 ACb A00077 200101
VR DOUGLAS ABBOTT 5 EL CERRITO DR CH CO
CA95973 5303434864 ACb A00077 200101

- Comma Separated Value files end with the extension “.csv” and
can be used in any spreadsheet program. The data contained in
the file is also known as ASCII COMMA DELIMITED data,
meaning that a comma separates each field and every character
(text) is enclosed in quotes.

The following is an example of what the file would look like:

"MR & MRS M TCHELL HOGGARD', "601 ALMOND GROVE CT", " CH CO',
"CA", "95973", "530", "8953325", " AG", "A00077", "200101"

"MR & MRS GREGORY HALING', "572 KI NGS CANYON WAY", " CH CO',
"CA", "95973", "530", "8988365", "ACG", " AO0O077", "200101"

"MR DOUG.AS ABBOTT","5 EL CERRITO DR', "CH CO',

"CA", "95973", "530", "3434864", " AGG", " AOOO77", " 200101"



List of Data Fields

All clients will receive the following fields of data:

Field Field Name Character Width
1 NAME 40
2 ADDRESS 30
3 CITY 15
4 STATE 2
5 Z1P 5
6 AREA CODE 3
7 PHONE 7
8 BOOK 3
9 ACCOUNT 6
10 YYYMM 6



Opening a CSV file in Microsoft Access

1. Open Microsoft Access.

hicrosoft Access

A. Select Blank Database.

B. Click on OK.

2. A. Select the directory where you want to store your file.

File Newr Database
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B. Type in a file name for your new database.

C. Leave “save as type” as Microsoft Access Databases.

D. Click on CREATE when you are done.




3. When your database screen appears with the database tables, queries,
forms, etc., select “File” from the main menu, select “Get External Data,”

and then select “Import.”

4. Locate your data, either on floppy disk or from where it is stored on your

hard drive.
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A. Select the correct
diskette drive or
location in your hard
drive where you
stored the data after
downloading it.

B. Type in a file name.

C. Change type to Text
Files.

D. Click on IMPORT.




5. Import Text Wizard
Select “Delimited,” then click on NEXT.

8 Import Text Wizard

"PAMELA ARELLANO", "1031 BLUE RIDGE AVE",6 "CHICO", "Ca" |
"ME & MRS STEFHEN UMINA®."716 E LASSEN AVE", "CHICO",
"ME & MRS MITCHELL HOGGARD® ., "601 ALMOND GROVE CT"."C
"ME & HRS GREGORY HALING" "572 KINGES CANYON WAY" “CH
"ME DOUGLAS ABBOTT". "S5 EL CERRITO DR" ., "CHICO", "CA". "
"CYNTHIA MCCOMBES, "436 ROYAL GLEW IW®, "CHICO", "CA4"., "
"TENDY REAMAN", K "377 HEWPORT DRE", "CHICO", K "CA",L "95973"
B8N" MR & MRS FRANKLIN RILEY",L "35 COVEY CT", "CHICO" K "Ci"
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6. Import Text Wizard
Select “Comma,” then click on NEXT.

B Import Tesr Wizard

MELA ARELLANC 1031 BLUE RIDGE AVE
& MRS STEFHEN UMIHA 7l E LASSEN AVE
& MRS MITCHELL HOGGARD 601 ATMOND GROVE CT
& MRS GREGORY HALTHG 572 KIHGS CAHYON WAY
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7. Import Text Wizard
Select “In a New Table,” then click on NEXT.

B Import Tesxct Wizard

303451960
303432120

8. Import Text Wizard,

For this section, you will specify field options. Click once on the field
you want to work with. It will then be highlighted for you. You must do

the following for each field:

B Import Text Wizard

. Create field names for each

field: For example, name,
address, city, etc.

. All data types should equal

text, even for fields that
equal “long integer.” Long
integer will drop the
leading zeros. This
selection is not acceptable
for zip fields.

. The indexed field is your

option. Default=no. You
can index the file by which
field you want.

. When finished creating all

fields, click on NEXT.




9. Import Text Wizard,
Select what you want for the Primary Key or use the default.

B Import Text Wizard

A. The default
HHE HHH HEH reply is “let
' access add

HHH HHHE HHEE

- primary key.”

HHH HHHE HHEE
HEM HHME HEM

L B. Click on NEXT.




Opening a CSV file in Microsoft Excel

1. Open Microsoft Excel.

2. Select “File” from Main Menu, then select “Open.”

> hlicrosoft Fxcel - Book1

3. Locate your data, either on floppy disk or from where it is stored on your
hard drive.

Open

24 3% Floppy (8 = ls el - A. Select the correct

location where you
stored the data after
downloading it.

B. Type in the filename.

C. Change type to All
Files.

D. Click on OPEN when
finished.




4. Text Import Wizard
A. Step 1 -- Leave AS IS (Delimited) and click on NEXT.

Text Import Wizard - Step 1 of 3
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& MRS STEFHEN TUMINA. "71e E LASSEN AVE", "CHICO" " .

& MRS MITCHELL HOGGARD. "601 ALMOWND GROVE CT®* ., "CHICO" ., "

& MRS GREGORY HALIHNG, "572 KIHNGS CAHNYON WAY" “CHICO", “C

DOUGLAS ABBOTT, "5 EL CERRITO DR", "CHICO" "CA", K "95373"
HIA M OMES " 4 QYA CIEMN IMN" “CHICO" "CAh" "95373"
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C. Step 3 -- Click on each section and click on TEXT, after each column
is changed to TEXT, click on FINISH

Tesat Import Wizard - Step 3 of 3

LLANO 1031 BLUE REIDGE AVE
STEPHEN UTMINA 716 E LASSEN AVE
CHELL HC G001 ALMOND GROVE CT
¥ HATING L72 KINGS CANVON WAY
t EL CERRITO DR

NOTE: If you select “General” for the column data format, it will
drop leading zeros in all numeric fields. This will not be acceptable in
certain fields such as zip code.
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Using Access and Excel Data in Microsoft Word

After you have a Microsoft Access file or an Excel file, you can use your
data in Microsoft Word to create form letters, mailing labels and envelopes.

1. In the File menu, choose NEW.
2. Click on BLANK DOCUMENT.
3. Inthe TOOLS menu, choose MAIL MERGE.
4. From the Mail Merge Helper Select #1 — MAIN DOCUMENT.
MiMergo Hoper K|
Ilse this checklist ko set up a mail merge. Begin by choosing the Create
button.

—1 A. Click on CREATE.

=
1 Main docurment

/ — B. Select what you want to
E greate T /

create.

Form Letters, ., /
For this example:

. Mailing Labels. ..
2 - i
Envelopes... We will select the mailing
Catalog. .. labels.

Festore boWormal Word Decuments. .

3
| Merge the data with the document

Merge. ..

Cancel |
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5. From the Mail Merge Helper, Select #2 — DATA SOURCE, select
OPEN DATA SOURCE.

Mail Merge Helper

The nexk skep in setting up the mail merge is ko specify a data source,
Choose the Get Data button,

=
] Main document

Create ™ Setup...

Merge type: Mailing Labels
Main document: Document2

[
2 Data source

| GetDatav

Create Dakta Source, ..

Open Data Source. .
3
[5e Gadress Bamt.,, k

Header COptians. ..

Close |




Open Data Source H |

Look, in: I [ Mew Falder

EN= - =

Find files that match these search criteria;

File name: I

2z B
Open |
M5 Query. .. |
Advanced. .. |

™ select method

j Text or property: I

Files of bype: |MS Access Databases (*.mdb)

j Eind Mo |

w | Last modified: Ian';.-' kirne

Word Documents £, doc)
0 file(s) Foupict Text Format (* rtF)
——————Text Files (*.kxt
M5 Access Databases (*, mdb)
M3 Excel Warksheets (*,xls)
M3 Query Files (F.qry)

j Mew Search |

6. LOOK IN: Locate the appropriate folder where your data is stored.

* N

Worksheets.
9. Click on OK.

FILE NAME: Find the file containing your data.
FILES OF TYPE: Select either MS Access Database or MS Excel
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Mail Merge Helper

2|

The next step in setting up the mail merge is ko specify a data source,
Choose the Get Data butkon,

1&5

Tahbles | Queries |

E Tables in tami.mdb: /

[

oK I Cancel | Wiew SOL... |

Close |

Microzoft Access El |

Click on OK when your
/ proper file name appears.

Microzoft Word

|

Click on SET UP MAIN

@ “Word needs ko set up your main document. Choose the Set Up Main Documenk |+ DOCUMENTS.

buttan ta Finish setting up your main document, /

Label Options

K E3

rinker information
Dok makrix
' | aser and ink jek Trav: IManuaI FPaper feed 'I

Label producks: I.ﬂwer-;.- standard

address
Height: 1"
width: 2.63"
Page size: Letter (& 12 x 11 in)

5162 - Address
5163 - Shipping
5164 - Shipping
5165 - Full Sheet
5167 - Return Address Ll

Cancel

MNew Label. .. I
Delete I

Select all your
label options and
click on OK.
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Create Labels EE

Choose the Insert Merge Field button to insert merge fields into the
sample label, ¥aou can edit and Format the merge figlds and text in the
Sample Label box,

E Insert Merge Figld ™ i Insert Poskal Bar Code. .. |

o

narme
F
address |

ciky

Sam|

state
Zip

zip4 ll
cark
hp Ik Cancel

W I

kelephone

Create Labels E |

Choose the Inserk Merge Field butkon to insert merge Fields into the
sample label. %ou can edic and Format the merge fields and text in the
Sample Label box,

Insert Merge Field = I Insert Postal Bar Code. .. |
Sample label;
CELATHLES / -
waddresaw

ity wataten wmipm-czipds

=l

oK Cancel

In this section, you will set up your
labels exactly the way you want the
labels to print.

A. Click on INSERT MERGE FIELD.

w

Select name [enter].

Click on INSERT MERGE FIELD.

o 0

Select address [enter].

=

Click on INSERT MERGE FIELD.

e

Select city.

Key a comma next to city.

T Q

Click on INSERT MERGE FIELD.

[

Select state hit space bar once.
J.  Click on INSERT MERGE FIELD.

K. Select zip.

| ——| The sample label should look

like this example.

/ If it does, click on OK.
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Mail Merge Helper l

The main document and data source are ready to merge, Choose the Merge
butkon to complete the merge.

=
1 Main document

Create ™ Edit *

Merge type: Mailing Labels
Main document: Documentd

[
2 Data source

Get Daka © Edit *
Drata: bami.mdbI TABLE TO441900

3
Merge the data with the defument

Merge. . Query Options... I

Options in effect:
Suppress Blank Lines in Addresses
Merge to new document

Close |

Click on MERGE.

Now you are ready to
print your labels.
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