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Importing Records Into WorkExpo from Central Database

Notes

What to do

1. Export the data from
CASES/CASES21 or
any other school

computer system as a
comma delimited
(separated) text file.

2. It’s important that the
fields WorkExpo needs
are exported. See the
required list to the
right:

3. Name the exported text
file and save it to
floppy or a shared
network location

4. Text file can be opened
using Windows
Notepad and should
look similar to this.

5. Start Microsoft Excel

All school databases can export data as text files or CSV
(comma separated values) files.

e FirstName

e LastName

e Date Of Birth
e Form

e Homegroup

e Street

e Suburb

e Postal Code
e Phone

e Parent Name
e Parent Phone
e Note

e Email

Exported file can be named anything but should have a .txt

(TEXT) file extension.

e.g. Year9 2002.txt

g Sample Students_txt - Hotepad M=l 3

File Edit Fomat Help

TLucie”,”ABBOTT”,”1GH”,”WINDSOR“,“Oﬁfa?fsl“,“2
Cean st', "kKeEw", "3101", "9817

6311", "ABEOTT", "Gordon", "066 542 012"
"1i717an", "ACKLAND", "10B", "CHURCHIL", "29/10/81
", "1l Hardwicke st', "Balwyn", "3103", "031L7
348", "ACKLAMD", "Michael", "03 0816-8031"
“"aarati’, "abpHwapryU", "10B", "CHURCHIL", "25/07/81
"LNES20 weir st UBALWYnM', "3103Y, "9E30

1760, "AaDHVaRyYU", "Girish", "9831 2275"

"Leigh", "ADLER", "10A", "STRATHMR", "05,/08,/81","5
Elherta awve", "TEMPLESTOWE LOWER", "3107", "03
850-1151", "ADLER", "Steven", " 459-3277"
"Belinda", "ADLERSTEIN", "10E", "CHURCHIL", "28/06
SELY,M25% Parring RrdY, YBALWYN", "3103", 03

e

=]
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Open the file
WorkExpo.xls
in the WorkExpo
folder.

Next, open the TEXT
file you saved earlier.
You must select TEXT
FILES from the files of

type.

Excel will
automatically start the
TEXT IMPORT
WIZARD.

Under the

Original Date Type
section make sure that
you choose
DELIMITED

In STEP 2 of the
wizard make sure under
Delimiters you have
selected COMMA

This file contains macros to help you set up the text file for
import into WorkExpo. If Excel asks you to open with macros
you should say YES.

Note: This file is available for download from our website.
www.infoplan.com.au

Find files that match these search criteria:
File name: I j

Files of bype: |Microsoft Excel Files (%, xf*; *, xls; *.xla) =

. All Files (*,%) -l |
1 File(s) Four picrnen s+ l*; * s * s

ey i

Quattro ProfDi03S Files (% wgl)
Microsoft Waorks 2.0 Files (*,wks) ;l

Text Import Wizard - Step 1 of 3 7=

The Text Wizard has determined that wour data is Delimited.
IF this is carrect, choose Mext, ar choose the Data Tvpe that best describes wour daka,

riginal data bvpe
Choose the file bvpe that best describes wour data:
t= i

- Characters such as commas or kabs separate each figld,
- Figlds are aligned in calurins with spaces between each Figld,

T

Preview of file Ci\Documents and SettingstAdmini,. .\ Yeard_300.kxk,

Start impork ak pow: File Origin: IWindnws {AMST) j

|1 |"ABDELAHAD" , "Kenneth", "094" 1621986 0:00:00, "9 Rashu [+
|12 |"ABEYCUNAWARDERA " . "John", "09I", 89,1985 0:00:00,"4 Solw
|3 |"ADAWS" , "Hamiko", "09B" , 23-6-1986 0:00.00,"20 Belmont Av
|4 |"ADGEMIS"  "Elizabeth", "09I", 25-5-1985 0:00:00, "92 Hunte
IS |"ADLAWAN"  "Philip" K6 "09A",.21-9-1984 0:00:00."32 Peppermi
G"ATIEN" "Karlo" "09J" 11-11926 0:00:00. "41 Mwrijong St”LI
4| i
Cancel | < Back | Mext = I Finish |
Text Import Wizard - Step 2 of 3 7=

This screen lets wou set the delimiters vour daka contains, ‘ou can see
b your text is affected in the preview below,

ERLEL: . [T Treat consecutive delimiters as one
v Tab [ Semicolon [v
[~ space [ Other: I % Text Qualifier: III vI

rData preview

BDELAHAD Kenneth 094 [l6-2-1986 0:00:00 9 Rashu [+
BBEYCUNAWARDENA (Tohn 09I |8-9-1985 0:00:00 [ Soclwaw
BDAMS Maniko 09E [23-6-1986 0:00:00 (20 Belmno
BDGEMIS Elizabsth 09I |25-5-1985 0:00:00 |92 Hunte
BDLAWAN Fhilip 094 |21-9-1984 0:00:00 [32 Peppe
ALLEN arlo 097 1111986 0:.00:00 41 HvriDLI
J | i

Cancel < Back | Mext = I Finish |
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10. Make sure that the
columns in WorkExpo

are in the correct order.

Use the WorkExpo
toolbar to move
columns to the left or
right.

11. Use the WorkExpo
toolbar to help you set
up the spreadsheet.
Although some setting
up needs to be done
manually.

12. Use the ARROWS to

move Excel columns to

the left or right.

COLUMN ORDER (Include all columns)

FirstName
LastName
DateOfBirth
Form
Homegroup
Street
Suburb
PostalCode
Phone
ParentName
ParentPhone
Note

WworkExpo Toolbar E3
@ 4= = -ab

workExpo Toolbar E3
o _?\.J - -ab
ay
b ove columi left

Select the column to move by placing the cursor in the selected column, then click move left or right on the

toolbar
A | B | C | D | E | F | 6 | H
1 |Firstilame LastMame |DateOfBirth Form Homegroup | Street Suburh |PostalCe
2 |Kylie Thornes 12/07,/84 09C 61 Lakewood Drive | Khoxfield 3130
3 |Jason Ash 7/109/31 108 411 Mclennan Place |Preston (3072
4 |Sarah lwett 2110882 102 10 Amery Street Resenmoir 3073
8 [John D'Silva 27/111/80 102 71/141 Micholson St Carlton 3053

13. The PARENT NAME
needs to be in single
column but the
spreadsheet may
contain two columns
i.e. parent’ first name
and parent last name.

6. When all is ready click
the SETUP icon on the
WorkExpo toolbar to
finish the job.

WorkExpo Toolbar E3
5 4 = -ab

Joing parent name into one u:u:ulumn|

You can get the parent names into a single column by placing
the cursor into the parent first name column and clicking the
toolbar button above

WorkExpo Toolbar E3

) 4= = =ab
&

Setup for import into WarkExpo
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Clicking this button will add column headers, change text
The sheet is now ready to  case to proper case and format the spreadsheet correctly,
be saved. ready for import.

. Finally the spreadsheet is now ready to be saved. It must be saved as an Excel file. i.e. it
must have an .xls file extension.

e.g. YEAR9 2002.xls

The spreadsheet is now ready to be imported into WorkExpo.

. Close Excel and start

WorkExpo. Start the

WorkExpo import wizard ~ That’s it!
again and import the

newly saved Excel

spreadsheet.




