1099 PRO GUIDE FOR OPENING TAB IN EXCEL

Open Excel -> File -> Open -> Choose “All Files” from the bottom right -> Select the CSV file
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Ensure that data is formatted properly. Select Delimited -> My Data Has Headers

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

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

® Delimited

() Fixed width

- Fields are aligned in columns with spaces between each field.

Start import at row: E
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Select the Tab delimiter checkbox (this is the default)

Text Import Wizard - Step 2 of 3 ? X
This screen lets you set the delimiters your data contains. You can see how your text is affected in the preview below.
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Highlight all the fields (select the first field, scroll to the end, shift click on the last field) -> Select “Text” at the top.
This will prevent leading zeroes from being dropped.

Text Import Wizard - Step 3 of 3 _

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 values to text.
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() Do not import column (skip)
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