
Extracting All Clients Data

Tasks Marketing

Open New Excel

Spreadsheet

File

Open

Files of Type - Choose All Files

Highlight - Extract.txt

Open

Text Import Wizard

Next

Click On Empty Cell Between 1 & A

Format

Click On Data To Un-Highlight Then Remove Any Columns Not Required

Place Tick Next to - Comma

Drill down to

C:\Automation Client\Letters\ Extract.txt

Finish

All Data Will Now Be

Highlighted

ColumnAutoFit Selection

OK OK

Remove The Tick From Service Reminders

Export
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Click OK To Extract

Location




