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Welcome to CenoPDF

CenoPDF isa Microsoft Office add-in. It is the first product on the market that allows users to directly edit, save and create PDF and
its annotations from within Microsoft Word or Microsoft Publisher. Users can generate final PDF files with all the annotations and
form fields at any time by just a few clicks on the Office tool bar.

Installing CenoPDF

CenoPDF installation file includes Microsoft NET Framework. If the installer detects your computer does not have Microsoft NET
Framework, it will install it automati cally for you.

You also need Microsoft Office and its latest service pack installed. You can visitMicrosoft Office Download Pageto install the
necessary service pack.

You can adways download the latest version of CenoPDF from http://www.lystech.com/download -pdf-form-tool.aspx . The
installation file is CenoPDFinstall.exeRun this file and follow the inst ructions to complete the installation.

See also
General troubleshooting steps

Uninstalling CenoPDF
To uninstall CenoPDF, you can go toAdd or Remove Programs  in Control Panel . Click CenoPDF and Remove button.
Or

You can goto Start menu on your desktop and choose All Programs > CenoPDF > Uninstall CenoPDF

Installing on Terminal Server

CenoPDF can be installed on Microsoft Servers with terminal service so that all clients can share the single copy of the softvare.

Warning: You must obtain a CenoPDF license for each single user that uses the software. Otherwise, you will violate the License
Agreement.

To enable CenoPDF running in a terminal client, you must install additional novaPDF Professional Server (novapsv.exe), whictcould
be downloaded from our web site, separately on the server. Here are the steps to install:

Log on the Terminal Server as an administrator.
Run command: change user /install
Run CenoPDFIinstall.exeto install CenoPDF

Run novapsv.exeto install novaPDF Sever Edition

g & 0 bk

Run command: change user /execute

Getting help with CenoPDF
If you need more information about using the program, a few resources are available to you. Here are a few options:

1 View the online Help
1 If you have any questions, email us at support@lystech.com We are more than happy to assist you.

1 Check the FAQ sectionin our web site


http://office.microsoft.com/en-us/downloads/maincatalog.aspx
http://www.lystech.com/download-pdf-form-tool.aspx
mailto:support@lystech.com
http://www.lystech.com/faq.aspx
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Using CenoPDF's online help

You can use any of the following ways to access CenoPDF's contextsensitive online help system:

1 PressF1 key on any CenoPDF dialog box to show the help on the subject
1 From Microsoft Word or Microsoft Publisher, choose the menu CenoPDF > Help

1 From Windows desktop, choosestart > All Programs > CenoPDF > CenoPDF Help

Launching CenoPDF

CenoPDF is not a standalone application. You can either launch Microsoft Word or Microsoft Pubsher, which automatically loads
CenoPDF as an addin. If CenoPDF is installed successfully, you should see theCenoPDF menu and tool bar in above applications.

This walkthrough demonstrates how to create a basic PDF form.

See also
Troubleshooting CenoPDF failed to start up

Basic steps to create afillable PDF form

This walkthrough demonstrates the process to create a PDF file using CenoPDF. In this walkthrough, you will create a Microsot
Word document, add some PDF form fields and generate the final PDF file.

The files created by this walkthrough can be downloaded here: walkthrough.doc and walkthrough.pdf.

1. Launch Microsoft Word. The CenoPDF menu and tool bar will appear in the window if it is installed properly. Sta rt with a
blank document. Zoom the page to 100%.


file:///C:\Luyang\OfficePdfAddinHelp\Content\create-pdf-form-in-microsoft-office-word\walkthrough.doc
file:///C:\Luyang\OfficePdfAddinHelp\Content\create-pdf-form-in-microsoft-office-word\walkthrough.pdf
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In Microsoft Word 2007 Fluent user interface, CenoPDFtab is in the Ribbon:
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2.  ChooseTable > Insert > Table to insert a table in the document. Type Applicant Name:, Job., Managerand Developerin
the table cells.
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3. ChooseCenoPDF > Add Text Box .
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4. Text Box Properties  dialog box pops up. Type appnamein the Name box. Click the OK button.
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5. A new box, which represents the PDF text box you just added, appears in the document. Drag it to the cell next to the
Applicant Name Adjust the table and the text box as you like.
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6. ChooseCenoPD F > Add Radio Button
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7. Radio Button Properties  dialog box pops up. Type job in the Name box. Click Options tab. Type managerin the
Export Value box. Click the OK button.
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8. A new box, which represents the PDF radio button you just added, appears in the document. Drag it to the right side of the
text Manager.
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9.  Add another radio button. In the Radio Button Properties  dialog box, type job in the Name box. Click Options tab.
Type developerin the Export Value box. Click the OK button.

Note that the two radio buttons with the same name will be grouped together and only one of them can be checked at any
given time.

10
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10. Drag the added gray box to the right side of the text Develgper.
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11. ChooseCenoPDF > Export to PDF .

Important: You must always use the command CenoPDF > Export to PDF to generate PDF files in CenoPDF. Your
computer may have other PDF software installed and have various ways to generate PDF files, but this is the only way that

CenoPDF uses.

12
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13.  When the export is finished, you will see the success message. If you have installed a PDF viewer program such asAdobe
Reader, you can click the Yes button to open the newly generated PDF file in the viewer.

14
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(ol walkthrough.doc - Microsoft Word
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14. This is how the PDF file looks when opened in Adobe Reader.

15
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PDF field type

You can add various types of PDF fields to your document. Here is the introduction of the purpose of each type of fields.

Field Type Description

Text box
Text boxes are the most commonly used PDF fields. They allow your users to enter texts in the fields
when the PDF document is opened by a viewer program. You can set the display format as currency,
date, phone number, etc.
See also
Formatting text box
Restricting characters in a text box
Text Box Properties dialog box

Check box
A check box has two states - checked or unchecked. When a check box is displayed in a PDF viewer,
users can click on it to change its state. When it is checked, a check mark is displayed. Check boxes
are commonly used to present a yes/no condition.
See also
Using check box
Check Box Properties dialog box

Radio button
Radio buttons are usually used as a group. Radio buttons that shares the same name are in the
same group. PDF viewer makes sure hat only one radio button can be checked at any time. Radio
buttons are used to present the condition that only one item can be chosen among a few items.
See also

16



CenoPDF User's Manual Lystech Computing
http://www.lystech.com

Field Type Description

Grouping radio buttons
Radio Button Properties dialog box

List box
A list box is used to display a list of items in a box. Users can select one or many items from a list
box.
See also
List Box Properties dialog box

Combo box
A combo box is a combination of a text box and a drop -down list box. When a PDF viewer renders a
combo box, usually the drop-down list box is not displayed at the beginning. Thus the combo box
behaves as a text box at the beginning. At the right side of the text box, there is a b utton. When
user clicks that button, the drop -down list box pops up and the user can select an item from the list.
See also
Combo Box Properties dialog box

Push button

Push buttons are usually used to perform some actions.

See also
Push Button Properties dialog box

Signature box
Signature boxes are used to allow end users to input digital signature. For more information please
see Adobe Acrobat documents.

Note: One of the following two condi tions must be met in order to allow your end users to use a
signature box to sign and save a document. 1) Your end users have Adobe Acrobat; or 2) You, the
author, have Adobe Acrobat 8 or higher and used Enable Usage Right in Adobe Reader

command on the CenoPDFgenerated PDF.

See also
Signature Box Properties dialog box

Free Text
Free Text fields are used to display static texts on the document.

See also
Free Text Properties dialog box

Link
Links are used to perform some actions when users click on it. The major difference between links
and push buttons is that links does not have caption and it displays transparently on the document.

See also
Using hyperlink
Link Properties dialog box

Markup
A markup can highlight, underline, strike out, etc the texts underneath it. You can also supply a note
for the markup. When users double-click the markup, the note will pop up.

See also
Markup Properties dialog box

17
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Field Type

Note

See also
Note Properties dialog box

You can choose an icon for a note. When a PDF viewer displays a note, the icon will be displayed
initially. If users double -click the icon, the note will pop up.

Square or circle

See also
Square Shape Properties dialog box

This field draws a square or circle shape on when a PDF viewer displays it. You can also set a note
for the shape. If users double -click the shape, the note will pop up.

CenoPDF commands

After CenoPDF is successfully installed, its menu and tool bar will appear in the supported Microsoft Office products. When you
hover your mouse on any button on the CenoPDF tool bar, a tool tip window will pop up with a brief description for the button

Description

Add Text Box

Adds a PDF text box in the active document.

Add Check Box

Adds a PDF check box in the active document.

Add Radio Adds a PDF radio button in the active document.
Button

Add List Box Adds a PDF list box in the active document.

Add Combo Adds a PDF combo box in the active document.

Box

Add Push Adds a PDF push button in the active document.
Button

Add Signature

Adds a PDF signature box in the active document.

Add Free Text

Adds a PDF free text annotation in the active document.

Add Ink Adds a PDF ink annotation in the active document.

Add Line Adds a PDF line annotation in the active document.

Add Link Adds a PDF link annotation in the active document.

Add Markup Adds a PDF markup annotation in the active document.

Add Note Adds a PDF notes annotation in the active document.

Add Rubber Adds a PDF rubber stamp annotation in the active document.
Stamp

Add Square or
Circle

Adds a PDF square or circle shape annotatn in the active document.

Add Page
Settings

Adds a PDF page settings box in the active document. The page settings box looks similar to the other annotation
boxes, but there could be only one page settings box for any given page. It serves as a container where user can
define the page setting information for a page in the final PDF file. It can be positioned anywhere in the document
and will not appear in the final PDF file. Once exported to the PDF file, the settings will be rendered to the

corresponding PDF pages.

18
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Command Description

Document Displays the properties of the active document.
Settings

Field Properties | Displays the Field Properties dialog box for the selected field in the active document.

Field Manager | Displays the Fields Manager dialog box for the active document. You can modify or locate any field from this
dialog box.

Options Displays global software and PDF settings that will be applied to all documents.

Export to PDF | Exports the active document to generate a PDF file.

Export to PDF | Uses a database or Excel spreadsheet to populate the fields on the active document before exporting to PDF files.
from Database

Check for Connects to the server to check if there is any new version of the program available.
Update
Help Displays the online help.

About CenoPDF| Displays the software version, copyright and registration code box.

General workflow

Important: You must always use the co mmand CenoPDF > Export to PDF to generate PDF files in CenoPDF. Your computer
may have other PDF software installed and have various ways to generate PDF files, but this is the only way that CenoPDF uses

CenoPDF greatly simplifies the process to generatehigh quality PDF files. The steps are as easy as follows:

1.  Create a document in Microsoft Word or Microsoft Publisher with standard document elements such as texts, paragraphs,
images, tables etc.

2. Use CenoPDF menu to add PDF form fields, annotations, page settings, document settings etc.
3. Use Export to PDF  from the CenoPDF menu to export the document to a final PDF file.

4.  Save the document as needed. All PDF elements will be saved in the same Word .doc file or Publisher .pub file.
See also
Basic steps to create a fillable PDF form
Editing field properties
Here are the ways to access the Field Properties  dialog box:

1 When a field is added, its properties dialog box pops up automatically.

1 Right click on a field. From the context menu, choose PDF Field Object > PDF Properties

19
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1 Select one or more fields (you can hold the Ctrl key and click on fields to do multiple selection). From the CenoPDF menu,
choose Field Properties
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D4 Document2 - Microsoft Word ._ E|[5__<|
! File Edit Wiew Insert Format  Tools  Table  Window  Help | CenoPOF Type a question for help |+ %
0G5 2 A X G B )0 o) @, 8] add T Box gi- -H
add Check Box e o3 AU
£dd Radio Button — =
o Add List Box
Add Combo Box
~ %3f4nsnbcsezﬁaa5b3seaeca§ =1| add push Button
_ - | 4dd Signature Box
_ 2= | Add Free Text 7
_ & Add Link
™~
= L' Add Markup
; .| Add Mote
- || Add sguare or Circle
.::, ;| add Page Settings
E Docurent Setkings, ..
o |
= ] Field Properties...
CenoPDF Tools
_ Fields Manager. ..
=1 I
_ “ell PDF Settings. ..
i w
& ~g#| Exportto PDF... ;
- & Help @
-+ @ About CencPOF.., F
=@z w< T >
Page 1 Sec 1 111 ar 1" Ln 1 <ol 1 English (.5 G

1 From the Ceno PDF menu, choose Field Manager . In the dialog box, select one or more fields. From the Edit menu,
choose Properties .

1 Multiple selection allows you to change the properties of selected fields all at once.

Changing field default settings

You can change the default settings for new PDF fields that added to a document. From the CenoPDF menu, choose Options >
Defaults . Select a field type you want to change, then click Change Default Settings  button.

After you change the settings, CenoPDF wil use your new settings to add fields.

Adjusting field position

Normally, if you drag a field or any floating object in a Microsoft Word document, Word will constrain the location of the ob ject to
an invisible grid.
A If you want to drag a field without the constraint, you can hold Alt key while dragging.

A If you want to precisely set a field position, you can right click on the field and choose Properties from the context menu.
Change the position in the Properties window as the screenshot below.

Warning: you shall never change the Name in the Properties window.
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Finding afield
You can find a specific PDF field in a documentusing Field Manager . The steps are:
1. From the CenoPDF menu, choose Field Manager .
2. In the field list, double click on the field of interest. This will directly bring you to the field on the document.

Format text box by property settings

A text box or an editable combo box can be formatted to display number, currency, date, time, zip code, phone number, social
security number, etc. This tutorial demonstrates how to create a text box and display its contents in currency format. A more
advanced way that uses JavaScript to format PDF text boxes can be found here.

1. Launch Microsoft Word. ChooseAdd Text Box from CenoPDF menu. In the Text Box Properties  dialog box, click
Format tab.

2. Choose Number or Currencyfrom Format the field a s box; Type 2into Number of digits after decimal point box;
Type $into Currency Symbol box.
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3.

Text Box Properties

M ame: | 8622357524 3f481 Obfle32d4c9F96

Shart Description: |

|.-’-'-.ppearanu:e || Elpticuns| Format |.-’-'-.|:ti|:uns || .-’-'-.dvann:eu:l|

Format the figld a3 | Humber or Currency b |

[rate time style:

Mumber of digits after decimal paint; [ ] Usze comma seperator

~

MNegative nurber shyle: | Ulze minus zigh W |
Currency Symbal; |$ | | Prepend the currency symbal V_|//
Example: $123499 -$1234.99

] l [ Cancel ] [ Help

3
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Export to PDF file and open it in Adobe Reader. Type 12 into the text box and press Enter. A dollar sign and two decimal
digits are automatically added into display.

e Documenti.pdf - Adobe Reader

File Edit W“iew Document Tools Window Help »®
= g 1] & @ [ -
A .
A
$12.00
b
.50 x 11.00in < >
— —
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Submitting form data via email using Email Form Data action

This walkthrough demonstrates how to submit form field data via email using Email Form Data action. If you need more control
and flexibility, you can use JavaScript to do the similar thing. This walkthrough has been tested with Adobe Reader 8 and Microsoft
Outlook 2007.

Launch Microsoft Word. Add three text boxes by choosing Add Text Box on CenoPDF menu. Set the name of those text

1.
boxes to FirstName LastNameand Commentsas the following screen shot.

s

Document? - Microsoft Word - = X

41

.“.’IE!:: = R
a

= Home | Insert  Page Layout References Mailings

[abi Text Box M List Box D0 4] Page Settings [3@ j@

L. iStie—m

[ CheckBox [ -F Combo Box = Document Settings =
Field Field Export|*

Maore -
@ Radiﬂ E‘Uttﬂn .-. F‘USh E‘Uttﬂn - 'G-'f!':] Dptiﬂﬂs Prnper‘ties Manager tn PDF
Add PDF Field Settings Field Management PDF

&

Review View Adddns | CenoPDF| (@)

Eirst Name: Firzth ame [Times Foman)
Last Mame: Laztt ame [Times Roman)
COMmments Comments [Times Roman]

Running virus scan... LE-@-E-;—- |

2. ChooseAdd Push But ton on CenoPDF menu. In the Push Button Properties
normal button text as Send Email

dialog box, click Options tab. Set the
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| (Da -0 = Document2 - Microsoft Word - = X ‘
e | _
' . SaoPDF | &
Push Button Properties b ° ©
[abi Text B ez
Mame: | A7 00afb3d2864 37 7hEd7/Eadd a3 fb4a | e
[+ ChecH b
o e Shart Description; | | f:i;ﬂl:'}r'g
Appearance | Options | Actions | PDF
- Highiight Mode: | Push v i
Button T et
Haormall |Sen|:| Email :'J |
_—
Rallowver: | |
R Puzhed: | |
Last i
Com
t
] Cancel Help 2
l | { J { ] .
T i e
Running virus scan... I| EHENE L E | E
LS

3. Click the Actions tab, the Mouse Up trigger and the Add button.

ChooseAction Type as Email Form Data . Type recipient email address in the To box, for example,
test@mycompany.com Type From [[FirstName]] in the Subject box. Type the following into the Message box.

First name: [[FirstName]]
Last name: [[LastName]]
This is my comments. [[Comments]]

Click the OK button.

[[FirstName]] means use contents of the field FirstName. The field names are case-sensitive and the name here must
exactly match the one in field property settings.
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Document? - Microsoft Word - =B X }

Firzt narme: [[Firsth ame]]
Lazt name: [[LastMame]]
Thiz iz my camments: [Comments]]

] /

Running virus scan...
b

5.  ChooseExport to PDF from the CenoPDF menu to create the PDF file. Open it in Adobe Reader. Fill all fields.
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=

i Document2. pdf - Adobe Reader, =
File Edit Wiew Document Tools  Window  Help

=N [t ® @ [wow |- ]
i -

Please Fill out the Following Form., You cannot save data typed

inta Ehis Form, E o -
Please print wour completed Form if you would like a copy For Al 2T
wour records,

\' 1!
First Name: Toe
Last Name: Plumber
Comments: Hello everybody/|
Send Email
£ J =
§.50x%11.00in £ | »

6. Click the Send Email button. The email client, Microsoft Outlook in our example, pops up with the contents we just
created from the PDF file.

f”E!E s B L N From Joe - Message (Plain Text) - = X

Message Insert Cptions Format Text @

= 4 A A | 05 e w

]
L B uE e

Paste —— Options | Spelling
h —. —N
- |[AEE || -
Clipboard ™ Basic Text Proofing
This message has not been sent,
"
— [ To... |test@1‘nvn:u:umnanv.cu:um ) |
) i
Send [ Ceo ] [" |
Subject: (TFrcnchne j |
/F: -
F1r5t name: Joe [~

Last name: Plumber
This is my comments: Hello everybody!

A
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Note: This step uses Messaging Application Programming Interface (MAPI) in your computer to open Microsoft Outlook.
MAPI is a messaging architecture that allows clients (Adobe Reader) to interact with email program. In most cases, MAPI is
set up automatically after an email program, such as Microsoft Outlook, is installed. In very rare cases, however, if your
user's computer does not have MAPI or it is not configured correctly, it is always a good idea for you to provide alternative
ways, such as fax, to send information back.

Test MAPI: Go to Windows Explorer, right click on any file and choose Send To > Mail Recipient from the context
menu. If your email client opens, your MAPI is OK. Otherwise, if your email client does not open, your MAPI is probably
not set up correctly and this step may not work either.

Submitting data via email, then importing into Excel

In this walkthrough, we continue to use the sample in  Submitting form data via email using Email Form Data action but with some
changes in the email format, so that after the email is received, we can import the data into an Excel spreadsheet.

1.

Launch Microsoft Word. Open the file that created in Submitting form data via email using Email Form Data action . There
are three fields, FirstName, LastNameand Comments in this file.

Go to the Email Form Data action that we have created for the Send Emaifbutton.
Clear the Message box.

Click the Insert Field Names  button. In the coming dialog box, check all field names and click OK button.

: Select and Insert Field Names

Action Tupe: i i ] ] ]
Check field namesz and click 0K to inzert them into email meszage.

You can uze [[fig

Comments
Lazth ame
Firsth ame

Ta:  |test
Ce: |:
BCC: ||

Subject:  |Forr

Message: | Checkan | [ Uncheck Al

Mate: [F you change the name of selected figlds later, vou must
come back to thiz dialog box to re-zelect them.

|nzert the kext between figlds: |:|

[ OF. ][ Cancel ]

Q Inzert Field Mames... D

] ] [ Cancel ] [ Help ]

The Message box is automatically filled with bar -separated fields. If you do not want to use the Insert Field Names
button as a shortcut, alternatively you can type the texts here, which has the same effect. Click OK button a few times to
close all dialog boxes.
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Action Properties

Action Type: | Email Form Data A

You can uze [[fieldname]] ta reprezent data read fram a field.

To: |test@myu:nmpany.n:u:um

BCC: |

|
CC: | |
|
|

Subject: | Form [[FirztM ame]]

bezzag Commentz|LastM amelFirstM ame

[[Commentz]I[LastN ame]I[[FirstH ame]]

[ Inzert Field Mames. .. ]

k. ] [ Cancel ] [ Help ]

6. Choose CenoPDF > Export to PDF to create the PDF file. Open it in Adobe Reader Fill in the fields and, then the Send
Email button. The email client, Microsoft Outlook in our example, pops up with the contents of the fields separated by
bars. Send out the email.
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"

(g I AL N Form Joe - Message (Plain Text) - B X
! i) =
Message Insert Options Format Text @
= [ _Ew] ()| 8 & )| 455
“— G |||B T U= -i=-|[EE
Paste : —_— Mames Options | Spelling
b === ==
- F|-A- E=s=EET B~ | - .
Clipboard ™ Basic Text ] Include ™ Proofing
This message has not been sent.
I_+ [ To... ] |test@mvcnmnanv.cum |
send [ Coo ] | |
Subject: |Fc|rm.lcue |
b [
tamment5| LastMName|FirstName [~
Hello ewverybody!|Plumber|Joe
M =
w

7.  The recipient receives the email. Highlight the email. Choose File > Save As . Choose Save as type T7ext Only (*.ixt) .

Click the Save button.

v| @ - X ciE-

Save in: | ﬂ Iy Documents
D My Recent | [[)Adobe
Documents | == ~orel videoStudio
(@ Desktop My Music
— @Mv Pictures
i) gh" X )My Received Files
DeUments EMY Videos
C Computer Iy 3naglt Catalog

|y wisual studio 2005

< E’:ﬁcﬁi“"”“k L5 isual Studio 2008
[a2) My Sharing Folders
File namer: |F0rm Joe.bxt \\ - |
Save as bvpe |Text Oy £* bt ,J = |
L Save J [ Cancel ]
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8. Launch Microsoft Excel. ChooseData > Import External Data > Import Data
click Open button.

Select Data Source

Lystech Computing
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. Select the text file we just saved and

]

2005

2>

My Docurents

&

My Computer

Lok, in: | L) My Documents w | @- | Q X i B Tools~
r. ) adobe
@ I Corel videostudio
My Recent My Data Sources
Documents @M‘x‘ Music
== @My Pictures
|_- I=aMy Received Files
Desktop @My Wideos
IC15naglt Catalog
I visual Studio 2005

@ﬁ

File name: w Mew Source O
it Source... Open
My Metwiork | | [ ] I l
Places Files of Eype: |.ﬁ.II Data Sources (*.ode; *.mdb; *.mde |

9. ChooseDelimited and click Next button.

10. Check the Other box and type a bar, "|", in the text box next to it.

31




