scyUCare.

people powered health plans

Remove “noise/extra space(s)” before copying & pasting data to the log
I. Check the data for noise/extra space(s)

B7 - X v Kk ENDT\ Extra space
after the

letter ‘T

Entity Last Name First Name Member ID#

-

2 UCare ANNUSCH ALORINDA 00099999900
3 UCare JALA CEATHER 00199999900
4 UCare LIRUK IR PETE 00000000900
5| UCare LIRUK AARINA 00000009000
6§ | UCare KHLOE CLEAB 00199990000
7 UCare BENDT TALLY 00100000000
UCare Aomed Abbey 00080000000
k] UCare POLSON JANET 00100000800
10 UCare HAFFER MACY 00199991000
11
12

Il. Remove the noise/extra space
1. Highlight the data cells in column B (Last Name)

Last Name First Name Member ID#

1

2 UCare ANNUSCH ALORINDA 00099999900
3 UCare JALA CEATHER 00199999900
4 UCare LIRUK JR PETE 00000000200
5 UCare LIRUK AARINA 00000009000
6 UCare KHLOE CLEAB 00199990000
7 UCare ENDT TALLY 00100000000
8 UCare Aomed Abbey 00080000000
9 UCare POLSOMN JANET 00100000800
10 UCare HAFFER MACY 00199991000
11

12
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2. Select Dataicon

Select Text to Columns icon
The Convert Text to Columns Wizard — Step 1 or 3 appears
Select “Delimited” radio button, if not selected
Click “Next” button

o v kw

File Home Insert

(B From Text/CSV
(&
Get

[%From Web
Data~ B3 From Table/Range

Get & Transform Data

Page Layout

f

[(% Recent Sources
[E| Existing Connections

ANNUSCH

Formulas

IFL [T Queries & Cannections

Data Review

[2

Queries & Connections

View Help Inquire
Stocks  Geography
Data Types

2 search

ﬁ 'I_‘
Filter |

EAd\ranced
Sort & Filter

2L B3]

E\L Sort

GH '

Text to !
Columns 1

3.

Date of Date of
| act Artivity ~urrant
Convert Text to Columns Wizard - Step 10of 3 4.
Last Name First Name Member ID# The Text Wizard has determined that your data is Delimited.
2 UCare ANMNUSCH ALORINDA 00099999900 If this is correct, choose Next, or choose the data type that best describes your data.
UCare JALA CEATHER | 00199999900 TR |
Choose the file type that best describes your data: r
4 UCare LIRUK IR PETE 00000000900 - Characters such as commas or tabs separate each field, L
5 UCare LIRUK AARINA 00000009000 3 * ) Fixed width - Fields are aligned in columns with spaces between each field. |
6 UCare KHLOE CLEAB 00199990000 | 1 |
7 UCare ENDT TALLY 00100000000 | 4 |
8 UCare Aomed Abbey 00080000000 | 1 |
9 UCare POLSON JANET 00100000800 ) |
10| ucare HAFFER MACY [ 00199991000 | 4 P erieecedsat |
il . |
12 |
13 W ]
14 |
15 - ini
Cancel < Back Finish §
16

7. Click “Tab”
8. Click “Space”
9. Click “Next” button
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File Home Insert Page Layout Formulas m Review View Help Inquire O search

fa [BFromText/CsV [ Recent Sources [ Queries & Connections

G;E [ From Web [ Existing Connections @ U:D 7 ||

Data - = From Table/Range Stocks  Geography =] | £] & Advanced
Get & Transform Data Queries & Connections Data Types Sort & Filter

2

B2 57 ANNUSCH

Convert Text to Columns Wizard - Step 2 of 3

Text to
Columns

1 =104 Last Name First Name Member ID# This screen lets you set the delimiters your data contains. You can see how your text is affected
th below.
2 UCare ANNUSCH ALORINDA | 00099999900 mm”::::m o
3 UCare JALA CEATHER 00199999800 | 5 = 7.
4 UCare LIRUKJR PETE 00000000900 [ semicolon [] Treat consecutive delimiters as one
s| ucare LIRUK AARINA | 00000009000 | 3 [lcomms Tert quartien. | -
6| UCare KHLOE CLEAB 00199990000 | 1 5““
7| ucare ENDT TALLY [ 00100000000 | 4~
s UCare Aomed Abbey 00080000000 | 1
o| Ucare POLSON JANET [ 00100000800 R
10| UCare HAFFER MACY 00199991000 | 4
11 SCH ~
ALA
12 IRUK R
IRUK
13 LOE ~
14
15
Cancel < Back Finish
2 T T T T
" | \ \ |
10. Click the second column (highlight the column black)
H “ . s A\ .
11. Click “do not import column (skip)” radio button
H [ = ”
12. Click “Finish” button
File Home Insert Page Layout Formulas Data Review View Help Inguire 2 search
f:l [E From Text/CSV I:(%) Recent Sources [F Queries & Connections A ? = E H
z
E [3 From Web [E| Existing Connections @ U]j (é
Get Stocks  Geography + Zl Sort Filter Text to
Data - E From Table/Range 4 A Endvanced Columns
Get & Transform Data Queries & Connections Data Types Sort & Filter
B2 e & ANNUSCH
A B C D E F G H |

Date of

Date of Assmt.

| act Artivitu S Lrrant Llaal
Convert Text to Columns Wizard - Step 3 of 3 ? X

1 Last Name First Name Member ID# This screen lets you select each column and set the Data Format,
2| UCare | ANNUSCH | ALORINDA | 00099999900 Celumn data format L
:| Ucare JALA CEATHER [ 00199999900 8?:;“' “General converts numeric values to numbers, date values |
A UCare LIRUK JR PETE 00000000900 B to dates, and all remaining values to text.

(O Date: | MDY v Advanced... ¥
5| ucare LIRUK AARINA 00000009000 | 3 g 11 i
5| Ucare KHLOE CLEAB 00199990000 | 1] i
7| ucare ENDT TALLY [ 00100000000 | 4 PEtmeten shs2 ) |
8 UCare Aomed Abbey 00080000000 | 1 L
s| ucare | POLSON JANET [ 00100000800 pata prevew i A |
10|  UCare HAFFER MACY 00199991000 | 4 pooors 1U.
1 RNNUSCH ~ i

RALZ
12 [LIRUE

[LIRUE I
13 FHLOE v |
14 < i L
E Cancel < Back Mext > 4
16
- \ 1 1
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13. Extra space and “JR” have been removed

B2 - 5 ANNUSCH

1 Last Name First Name Member ID#
2| UCare ANNUSCH ALORINDA | 00099999900
3| UCare JALA CEATHER 00199999900
4 uc LIRUK PETE 00000000900
13.< UCare LIRUK AARINA 00000009000
UCare KHLOE CLEAB 00199990000
7| UG ENDT TALLY 00100000000
8 UCare Aome Abbey 00080000000
9 UCare POLSON JANET 00100000800
10 UCare HAFFER MACY 00199991000
11
12

14. Column C (First Name) repeat the steps above
15. Column D (Member ID#) repeat steps 2 through 4 above then go to step 16

D2 < X « f | D0099999900) Extra space
\ after the zero
‘0"
A B C D
1 = ame ame ember ID#
2| Ucare ANNUSCH ALORINDA || 00099999900
3| UCare JALA CEATHER [ 001999 ¢ 11l
4| UcCare LIRUK PETE 000000 ’;‘c&l;m&:
5| UCare LIRUK AARINA 001999
6§ UCare KHLOE CLEAB 00199990000
7| UCare ENDT TALLY 00100000000
: UCare Aomed Abbey 00080000000
3 | UCare POLSON JANET 00100000800
10| UCare HAFFER MACY 00199991000
11
12
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16. Select “Fixed width” radio button
17. Click “Next” button

File Heme Insert Page Layout Fermulas Data Review View Help Inquire P Search
Eaﬁ [ From Text/Csv [ Recent Saurces ’rg [H Queries & Connections ? S% (f E
From Web [ Existing Connections @ m b
A [® B q [ Stocks  Geography < | Z| Sort | Fker L Textto
Data - EE From Table/Range El A & Advanced | Columns
Get & Transform Data Queries & Connections Data ypes Sort & Filter

D2 - 4 00099999500

Date of Date of

Last Activity Current

e

Convert Text to Columns Wizard - Step 1 of 3

il Entity LastName First Name Member ID#

2| ucare ANNUSCH ALORINDA | 00099999900 The Text Wizard has determined that your data is Delimited,
. ucare ALA CEATHER |[001908 HVd.lg‘t \r[:ms is judn:zt,ty(huuse Next, or choose the data type that best describes your data
Member D, # ©Orginal datatype
4| UCare LIRUK PETE Loroy (add 00infror| Choose the file type that best describes your data:
5 UCare LIRUK AARINA 001999 () Delimited - Characters such as commas or tabs separate each field
s| UuCare KHLOE CLEAB 00199990000 | 1 @ {Fixed width; - Fields are aligned in columns with spaces between each field
7 UCare ENDT TALLY 00 0| 4 16
8 UCare Aomed Abbey 0 |1 :
9 UCare POLSON JANET 001 0
10| UCare HAFFER MACY 00199991000
Preview of selected data:
1
2 hoossssssao S
= 3 ho193595500
13 400000000800
50155550000
14 £}10153550000 v

16 Cancel < Back Finish
17 T T T T
o » . . -
18. Click in the “Data Preview” pane to create a break line, after the last digit
H " ”
19. Click “Next” button
File Home Insert Page Layout Formulas Data  Review  View  Help  Inquire £ search
[BFrom Text/csv [ Recent Sources [T Queries & Connections A % EE i
[ From Web [® Existing Cannections ’TL B @ D:ﬂ ‘ B S
Stocks  Geography <| [ ] Sot | fFilter oD |
Data~ EE From Table/Range & ~ & Advanced | Columns |
Get & Transform Data Queries & Connections Data Types Sort & Filter
D2 - fe 00099999300

Date of Date of
Last Activity Current

i

Assmt)

’ . c Text to Columns Wizard - Step 2 of 3 ? X
[ Entity LastName First Name Member ID# orvert Text to Columns Wizerd - Step 20
2| UCare | ANNUSCH | ALORINDA | 00099999900 L”n‘Z;;:;"a‘jf_jxjjls:‘gj"( s [coumn breake).

+ b
3 UCare JALA CEATHER 001999 crter 11-digit
To CREATE a break line, click at the desired position.
4 UCare LIRUK PETE 000000 Ma‘”“ff' “?'x To DELETE a break line, double click on the line.
5| ucare LIRUK AARINA 001999 {acaD0in g To MOVE a break line, dick and drag it.
6 UCare KHLOE CLEAB | 00199990000 | 1
7 UCare ENDT TALLY 00100000000 | 4
8 UCare Aomed Abbey 00080000000 | 1
9 UCare POLSON JANET 00100
Data preview
10| UCare HAFFER MACY 00199991000
f i & il 50 30 50
11
~

1z polesasssong
. <«18.
14 01555350000 v
15
16 Cancel < Back Finish
17

20. Click the first column (highlights the column black)
21. Click “Text” radio button to retain the leading zeros
22. Click the second column (highlights the column black)
23. Click “do not import column (skip)” radio button
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24. Click “Finish” button
25. Extra space has been removed and retained the leading zeros

Training Material Log.x

File Home Insert Page Layout Formulas Data Review View Help Inquire 2 search
[BFrom Text/CSV [B Recent Sources F [T Queries & Cannections a1 z— ? & zg i
z
[® From Web [B Existing Connections E @ w ': z - 2 _%
Stocks  Geography 5| | Z] Sort | Filter S
Dota - 5 From Table/Range ® arapny Al 98 Advanced | Columns |
Get & Transform Data Queries & Connections Data Types Sort & Filter

D2

b 00039399300

Date of Date of
Last Activity Current
Il Entity LastName FirstName Member ID# Convert Textto Columns Wizard - Step 3 of 3
2 UCare ANNUSCH ALORINDA 00099999900 This screen lets you select each column and set the Data Format,
3| ucare JALA CEATHER | 001999 ter 11 oaign] ™ 222 for
[ ucwe T umoc | eve Jooomme 21 o e e et |
5| Ucare LIRUK AARINA | 001999 Opate: [wDY - dvamcen
s| Ucare KHLOE CLEAB | 00199980000 | T @iavstimeart coimm ko h
7 UCare ENDT TALLY : 00100000000 | 4 5 . P <
a| UCare Aomed Abbey 0000 | 1] =
9 UCare POLSON JANET | 00100000800 bata rmep3 .
10 UCare HAFFER MACY | 00199991000 “
"
12
13
14
s 24, |
16 Caneel < Batk Next > L
26. Columns E (DOB), G (Date of Last Activity completed in 2019) & H (Date of
Current Activity in 2020) repeat steps 2 through 9 above then go to step 27
E2 - X  f | 01/0a/1950}€¢— Extra space
after the zero
‘0"
A E C D E
1 3 ame ame amber |D# DOB
2 UCare ANNUSCH ALORINDA | 00099999900 01/04/1950
3| UCare JALA CEATHER | 00199999900 | 5/24/ toier s
2| UCare LIRUK PETE 00000000900 f| 1/1/| mm/dd/
5 UCare LIRUK AARINA 00199990000 3/13/
6 UCare KHLOE CLEAB 00199990000 | 11/14/1978
7 UCare ENDT TALLY 00100000000 4/12/1977
8 UCare Aomed Abbey 00080000000 | 11/11/1958
9 UCare POLSON JANET 00100000800 7/1/1979
10 UCare HAFFER MACY 00199991000 4/10/1996
11
12

27. Click “Date” radio button
28. Click “Finish” button
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29. Extra space has been removed

fle ~ Home  Inset  Pagelayout  Formulas  Data  Review  View  Help  Inquire O Search
fa [BFrom Tea/csv [ Recent Sources [ Queries & Connections A = E i
s z
G@ [& From Web [ Bxisting Connections @ 5 & &
et Stocks ~ Geography 7| | Z| Sort | Fiter extto
Data~ 5 From Table/Range aer &l Y8 Advanced | Columns |
Get & Transform Data ‘Queries & Connections Data Types Sort & Filter

E2 A b2

1/4/1950

A B C D E F G H 1
Date of Date of
Last Activity =~ Current
I
" . C Te Col Wizard - Step 3 of 3
Bl Entty LastName First Name Member ID# oert Textto Columns Wizerd - Step 3 of
This screen lets you select each column and set the Data Format.
2| UCare | ANNUSCH | ALORINDA | 00099999900
s ucare JALA CEATHER | 00199999900 | 5§ CC”)‘”’””“““”"”‘
4 UCare LIRUK PETE 00000000900 S General converts numeric values to numbers, date values
O Text to dates, and all remaining values to text.
s| ucare LIRUK AARINA | 00199990000 | 3 @jgsic] wov - sovances.,
s| UCare KHLOE CLEAB 00199990000 | 1} () ba not import column (skip) :
7| ucare ENDT TALLY 00100000000 | 4
Destination: | $ES2 ]
&| UCare Aomed Abbey 00080000000 | 1
s| ucare POLSON JANET | 00100000800
Data preview
1o UCare HAFFER MACY 00199991000
11
12
13
14
15
i cancel < Back
-

30. Now, you are ready to copy and paste the data to the log
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