TRIM TIP #4 – Exporting TRIM data to an Excel spreadsheet

There are a number of reports built in to TRIM and more that can be written, but you may, on occasion, find it useful to have the information in an Excel spreadsheet (to share with non-TRIM users electronically or to do hierarchical sorts  - record number, then retrieval code – that are not available in TRIM).
Essentially you create a Tab-Delimited file which can then be opened in Excel.

Search and tag the relevant records, right-click, Send To, Print Merge.  You will then see this dialogue box.
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1. You will have to initially tag which attributes (Record number, File Title, retrieval Code etc) you want in your Excel file.  These will be remembered the next time you do a Print Merge.
2. Choose Output format “Tab Delimited”

3. Input the Output (sorry – couldn’t resist) Filename - replace the default “records” file title with a more meaningful title.


Save the file by clicking the OK button, then “Yes to All”, when prompted.
The file is saved as a .txt file

In Excel – click the “Open File” button and look for your Tab-Delimited file – remember it is a .txt file, not  a .xls file (under “Files of Type” select “Text” or “All Files”).
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When you open the file you will see a Wizard guiding you through the steps of conversion – you can just hit “finish” right from the start.
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Your info will now appear as an Excel spreadsheet which you can format, sort, and share as you wish.  The Field titles are now the column headings.
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Hint – saving it to your Desktop instead of the default “My Documents” allows you to find it readily and remind you to delete once you are done with it.
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