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IMPORTING TEXT FILES   
 

1. On your Data tab, select From Text 
2. Locate and click import 
3. The Text Import Wizard will appear 

 
Text Import Wizard  
 
1. Choose the file type that describes your data.  If you are unsure of the type leave 

the default settings > Click Next. 

 Delimited ï information separated by characters such as commas or tabs  

 Fixed with ï information separated by spaces between each file 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

2. Select the delimiter(s) your data contains, if you are unsure leave the default. >   
Click Next 
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3. Select a format for each column.  To select a column, click on the column 
headers  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

4. Click Finish  
5. Select where you want to place your data 
 
 
 
 
 
 
 
 
 
 
6. Save the spreadsheet as an Excel file 
 
 

 
 
 
 
 
 
 
 
 
 
 

Column Headers  
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TEXT ï TO ï COLUMNS  
Separate information in one cell to several cells.   
 

1. Highlight the information you want to separate, make sure to leave room in the 
columns to the right for your data 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
2. Click Text to Columns, which is located on the Data tab in the Data Tools group 
 
 
 
 
 
 
 
 
3. Follow steps 1- 4 above under the Text Import Wizard 

 
 



 

5 
 

COLUMN SIZING  
 
On a worksheet, you can specify a column width of 0 (zero) to 255. This value 
represents the number of characters that can be displayed in a cell that is formatted 
with the standard font. The default column width is 8.43 characters. If the column width 
is set to 0, the column is hidden. 
 
To quickly change column size:  

1. Double click on the line between the column you want to size and the next 
column  (You may do the same for rows) 

 
 
 

 
 
 
 
 
 
 
 
 
 
 
OR 
 

1. Select the column or row you want to 
format 

2. On the Home tab select the down arrow 
under Format in the Cells group and click  
AutoFit Column Width 
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CONDITIONAL FORMATTING  
 

1. Select the cells where you want to apply the conditional formatting  
2. On the Home tab, in the Styles group, select Conditional Formatting  
3. Select the condition you want to use  
4. Click Ok  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Highlight Cells Rules:  Highlights cells from terms you set 
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Example: Greater Than  
 
 
 
 
 
 
 
 
 
 
 
Top/Bottom Rules:  formats your cells to what you specify if the values fall in the top 
10, bottom 10, top 10% and bottom 10% of all values.   
 
Data Bars, Color Scales and Icon Sets: Displays a colored bar graph, colored scale or 
icons relative to the data in the cells 
 
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Enter number  Select formatting type 

Data Bars 


