Save the report to your computer from the email. If the filename ends in .zip, it will need to be unzipped. This can
usually be done by right clicking on the file and choosing Extract All. This will put the .txt file in the same place you
downloaded the .zip file to.

Open Excel. Choose the Open file, then go to where you saved the report and select it. If it does not show up, change
the dropdown in the lower right to say All Files like this picture.
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The following box will open up, make sure Delimited is selected and click the Next button:

Text Import Wizard - Step 1 of 3 [ 2 S|

The Text Wizard has determined that your data is Delimited.
If this is correct, choose Mext, or choose the data type that best describes your data.

Criginal data type

@ Delimited: - Characters such as commas or tabs separate each field.
(") Fixed width - Fields are aligned in columns with spaces between each field.

Startimport atrow: | 1 =] File arigin: 437 : OEM United States E|

Preview of file C:\Reports\Woting_History_List_Voter_Details_JRaiffie_part1. txt.

1 ["WOTER _ID"™, "™COUNTY™, "FIRST MAME™ K "MIDDLE NAME",6 "LAST MAME™ é "MAME SUFFIX"
E "§973571", "Adams", "ERRNDI", "ROSE", "CRUZ" """, "07/08/2003", "0B/04/2014™ "1
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E "ZB0Z303", "Rdama™, "CHER¥L", "ELAINE"  "BUNION™, "™, "03/30/2008™, 6 "09/06/2012
E "§954036", "Adams™, "MARVALEE" "RAE", "DEMRREST" "","01/0&/2008","01/06/2004 «
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Check the box marked Comma then click the Finish button. Excel will open the file with headers and the data. Use the
Save As and save the file in the Excel format. Then you can remove any columns you don't need and the original data

will be unaffected.

Text Import Wizard - Step 2 of 3 L2 [

This screen lets you set the delimiters your data contains. You can see how your text is affected in the preview
below.

Delimiters

Tab

[] Treat consecutive delimiters as one

Text gualifier: | IEI

Data preview

VOTER_ID OUNTY [FIRST NAME MIDDLE HaME AME SUFFIX REGISTRATION| -

6379571 dams EANDI OSE 7/08/2003

c00224435% Pdams OMDR INE 3/08/200%5
202303 dams ERYL ELATNE 3/30/2008

5954036 dams BEVALEE E 1/0&/2008 -

FRRTT]

Cancel ][ < Back ][ Mext = ][ Einish

You can then use the file and walk thru the Mail Merge process in Word to create your mailing labels:
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Label Options

Printer information
(©) Continuous-feed printers
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