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                                       STATE OF MAINE
 Voter Disk File (.txt)
Excel Importation Instructions
BACKGROUND:

The State of Maine’s Central Voter Registration system has the ability to provide a text file output of voter records.  The instructions captured below can be used to import this text file into Microsoft’s Excel spreadsheet product.  Please note that Excel is a capable of importing up to 65,536 rows; therefore, if the file you obtained contains more than 65,536 voters, other desktop productivity or database software should be used (e.g. Access, SQL Server, Oracle, etc.).  The total record count provided in the text file is noted at the end of the file.  
When a user requests a data file from the State, two items are provided.  The first is the text file proper and this file is titled “Voter.txt”.  The second item is titled “Report.html” and is the field level layout of the text file. 

IMPORTATION INSTRUCTIONS:

These instructions are specific to the steps involved in importing the data from the .txt file into Excel.   
1. If the data provided is in a zip file (folder icon with a zipper), the files must first be extracted from the zip file (if the data is not provided in a zip file, proceed to Step 5).  Example of zipped folders:
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2.
Right click on the zip folder, and select “Extract All Files”.
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3. An Extraction Wizard, similar to this one, will appear.
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4. Follow the prompts of the Extraction Wizard; note the location where the extracted files will be saved.
5. ** If the files were not provided in a zip folder, copy the Voter.txt file to a local directory on a PC that has the Excel program and proceed to the next step.**
6. Open Excel and select the Data, Import External Data, Import Data options as shown below:
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7. Locate the Voter.txt file, on the pc where you saved it, and select Open.  
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8. The Import Wizard will present the following screens:
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9. Select Next and Step 2 will present the following screen.  On this screen, you should deselect the Tab box and select the Other box in the Delimiters section.  In the field just to the right of Other, type in a pipe character.  On the keyboard, this character is located above the Enter key and is selected using the Shift key.  Once this is done, select Next.




10. The last step of the Import Wizard process is to define the data type of the imported data. When you highlight a column, the formatting of that column appears in the “Column data format” box (upper right).


11. The following columns should be defined as Text (column headings are the first row of the text file consistent with the Report.HTML layout):
· Voter ID

· Street Num B

· Zip

· Zip4

· Mail Street Num B

· Mail Zip

· Mail Zip4

· WP

12. All Date fields should have a column data format of Date selected:
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13. Select Finish to complete the importation; then select OK to Import the Data and populate the spreadsheet.

14. Save the newly created Excel file to a local drive using a unique file name for retrieval at a later date. 
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