Import Instructions for the AS/400 Download Process

Part 1

First, you will need to complete the download process from the AS/400 just as you have in the past.  These instructions are intended to help guide you through the process to import your file that was generated on the AS/400 and placed in your XFER folder under your "C:"  into Microsoft Excel.

First-Time Instructions

1. Open Microsoft Excel.
2. Click on the Blank Workbook link. 

3. Choose Tools, Macro, Record New Macro.

4. Name the macro something logical, such as ImportAS400ReportFromENROLLMenuOption17, then click OK. Either exclude spaces or use underscores (_) to separate words.

5. Click on the File menu.
6. Click on Open.
7. An Open dialog box should appear.
a. Choose Look in drop down list.

b. Choose (C:), then the XFER folder.
c. Under Files of type, choose Text Files.
d. You should see admltr.txt (or the file you downloaded) appear. Select it by clicking on it once.
e. Click on Open.

8. A Text Import Wizard dialog box will appear.

a. Make sure that the Delimited radio button is selected. (Use Fixed Width if you are importing AS/400 report data that you have put into columns separated only by spaces in Word.)
b. Click on Next.
c. Select the appropriate check box(es) to arrange your column breaks.
d. Click on Next.
e. Click on each column heading (the gray boxes with the word General inside) in turn, choosing for each the radio button in the upper left that best describes the data type or choose do import column (skip).

f. Click on Finish.
g. Click on Tools, then Macro, then Stop Recording Macro.
9. Excel will now import your data into a table.

10. Look at how many records were imported into your table.

11. Save the workbook with the default name or rename it according to the AS/400 report type if you plan to download more than one kind of AS/400 report.

12. Click on the X in the right hand corner of the workbook window or click on File menu, then click on Close.


Download Instructions after the Spreadsheet has been created

Part 2

First, you will need to complete the download process from the AS/400 just as you have in the past.  These instructions are intended to help guide you through the process to import your file that was generated on the AS/400 and placed in your XFER folder under your "C:"  into Microsoft Excel. Make sure you give the downloaded file the same name you did in Part 1.
Second-Time Instructions

1. Open Microsoft Excel.

2. Click on the Open an Existing Spreadsheet link. 

3. Open the Spreadsheet by clicking on the Look in drop-down list to navigate to the Spreadsheet.  (It may be named AS400 Downloads.xls.)

4. Click on Tools, Macro, Macros.
5. Scroll down to and double-click on the macro that you created in Part 1.
6. Excel should import the file.
7. Click on the X in the right hand corner of the table or click on File menu, then click on Close, saving the file if you want.
Your text file’s name from step 8d, such as c:/xfer/admltr.txt





Your table’s name from step 9p
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