
 

 

 

 

 

 

 
 

 

Step 1:  VIEWING AND SAVING THE REPORT 

 
 Set up and run the report, selecting Generate pipe delimited output.   For title information, make 

sure you select only the 245 field.   

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 From the finished reports, highlight your report and click View. 

 

 When the “view finished reports dialog appears uncheck View log and Format report. 

 

 Click OK. 

 

 Notepad will open the report for viewing, as shown on the next page. 
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 From File menu, choose Save As.  Name and save the report to My Documents folder. 

 

 Close Notepad and open Excel 
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Step 2:  IMPORTING THE REPORT INTO EXCEL 

 
  In Excel go to File menu and choose Open. 

 

 Find and open the report you just saved in My Documents 

NOTE:  In order to get Excel to “see” the report you will need to change the files of type list to 

Text Files or All Files (*.*). 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 Choose the report from the list and click Open. 

 

 The “Text Import Wizard” will appear.  Make sure “Delimited” is selected.  In the “Start import 

at” box, select the line where the import should begin.  Often there is extraneous text in the first 

few lines.  In the instance shown on the next page,  the import begins at line 2.   
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 Click Next to proceed to the step in the import wizard process. 

 

 Uncheck tab and select other.  Enter the pipe in the box next to other.  (On the keyboard, the pipe 

is located above the <Enter> key.)   
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 Click Next to proceed to the final step in the import process. 

 

 This step allows you to eliminate many of the extra fields that you won’t need and is a sneak 

preview of your data. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 Columns are defaulted to General.  Highlight each column, and select the Column Data Format.  

If you don’t want to import a particular column, select, Do Not Import.  The column will then be 

labeled as Skip”.  For columns containing barcode data, select Text. For most other information 

General will be fine.  Make sure you slide the right-left scroll bar to mark each column. 
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 Click Finish.  At this point, it is messy.  Go to Step 3 to begin formatting the report.  
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Step 3:  FORMATTING THE REPORT IN EXCEL 

 
 Often the title information appears in column A. It’s best to make it the last column.  Highlight 

column A.  Right click the mouse, and select Copy.  In this case, click column D, right click the 

mouse, and select Paste.  If the data moved correctly, proceed to next step. 

 

 Right click on column A, select Delete.  This shifts all the columns over to the left. Call number 

is in column A, barcode in column B, and the title info in column C.   
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 Right click column C. Select Format Cells.  Click the Alignment tab.  In Horizontal, select Fill.  

This will cut the text off when the cell is filled.  You may prefer to leave it as General, but click 

Wrap text.  Click OK. 
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 From File, select Page Setup.  Change page to Landscape.  On the Margins tab, reduce the left 

and right margins.  On the Header/Footer tab, click the button for Custom Header.  Fill in your 

custom info. Click OK. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 Adjust column C to the edge of the page.  (More room, now that we have set the page to 

landscape.)  Adjust other columns as needed. 

 

 From File, select Print Preview.  Adjust columns as wanted.  Check a few more pages to make 

sure everything is as expected, then Print. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 


