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Summary

This document describes how to take the new roster download from the USPS and create an Excel file.

Import Data File 
The input file is the downloaded roster file (SQDxxx.DAT, where xxx is assigned by National) containing records from the national database. It is a comma delimited text file, without a header record. The file will be processed with WordPad to create one with a header record. Then we will import the comma-separated file into Excel and add a processing date field. The following guide will step you through the process to create the proper Excel file. Note: file locations (like c:\Power Squadron) should be changed to meet your requirements: 

1. Start WordPad and open the header record file

RUN WordPad

File Open
c:\Power Squadron\Roster (New) Header Row.txt

2. Select the header record and copy it to the scratchpad

Edit/Select All

Edit/Copy

3. Open the roster file and then copy the header record in the scratchpad to the first row of the data file, making sure that you don’t loose the first row of data.

File Open
c:\Power Squadron\SQDxxx.dat\

Place cursor before first row and

Edit/Paste

4. Save the new file as an text file

File/Save As
c:\Power Squadron\roster download DD MMM YYYY.txt, where DD MMM YYYY are the day, month, and year of the download.

5. Exit out of WordPad.

6.  Start Excel

7. Open the modified import data file created above. 

File/Open
c:\Power Squadron\roster download DD MMM YYYY.txt

8. The import wizard starts since the input file is not in Excel format. The import file type is “delimited”, the field delimiters are “commas” and the text qualifier is a “quote” (default), and the data format is “General.”

Check “Delimited”, hit Next

Check “Comma”, and uncheck “Tab”, hit Next

The third step of the wizard specifies the column data format as “General”, hit Finish.

9. The text file is imported and turned into an Excel file whose first row contains column or field names. Scroll through the file to make sure that the column headings match the contents of the fields. Some fields need to be widened to show full contents.  The spreadsheet should have about as many rows as members in your squadron and AX columns. Now, save the file

File/Save As
c:\Power Squadron\roster download DD MMM  YYYY.xls

10. Optional. Some address list software requires that the fields be text, not numeric, in order to perform the import. 

Select the entire spread sheet by clicking on the open cell above row numbers and to the left of column numbers.

Format/Cells/Number/Text

11. Optional. We can add in the date of the download into the spreadsheet. Go to column AX. The contents of row 1 should be the label DATE. Enter in the date of the download into the cell below the label (row 2) in the format mmddyyyy and do a fill of that value down through the file. Then save the file again.

Place cursor in the cell below the literal DATE (row 2, column AX) and enter the date of the download as mm/dd/yyyy.

Select the new dated cell and sweep the cursor down the Date column to the end of the file and execute the Fill command.

Edit/Fill/Down

File/Save

12. You now can print the roster. 

Adjust the column widths to minimize wasted space.

File/Page Setup, adjust to print 2 sheets wide and 10 pages long. Adjust the margins to 0.5 inches.

Check the result with the Print Preview button.

When acceptable, Print.

13. Exit Excel

The contents of the header row are as follow:

"Certificate","LastName","FirstName","Title","Grade","Dist","Squadron",
"MType","MCode","Sex","Address","Address2","City","ST","ZIP","ZIP2",
"MemDate","BDate","YrSr","YrLife","HomePhone","WorkPhone","WorkExt",
"BusOK","Fax","EMail","ActMemNo","BoatType","BoatName","HomePort",
"PrvDist","PrvSqd","OrgDist","OrgSqd","YearsMem","Marks","Spouse",
"SpouseCert","SpouseSex","SqdRank","SqdField1","SqdField2","YrS","YrP",
"YrAP","YrJN","YrN","YrEM","YrIQ","YrME","YrSa","YrWx","YrIT","YrIA",
"YrOp","YrCP","LastBDU","LastHQ","Date"
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