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In troduction  

This user guide describes how to set up a worksheet that 
will contain data for more than one year.  Itôs advisable to 
append all of your data before ógroomingô takes place to 
ensure consistent results and reduce steps. 
 

Opening and Joining Text Files  

 
Open Excel  and from Excelôs Office Button, select óOpenô 
 
 

 

 
 
 
Locate, and open an MCA II, text data file. 
This should be a ó.txtô file, NOT an Excel 
ó.xlsô file!  
 
 
 
 
Note: You can open/append files in any 
order.  Methods described here reflect 
personal preference. 
 
 
 
 
 
 
 
 

 

Follow 3 Steps 

Because the file youôll be opening is a tab 
delimited text file youôll need to go through a 3 
step, text import wizard.   
 
 
 
 
 
 
The first step requests you to confirm whether the 
text file is Delimited, or Fixed width.  
 
 
Select óDelimitedô, then click óNextô. 
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Make sure that thereôs a checkmark next to óTabô in 
Step 2, then click óNextô. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
The third and final step gives you the opportunity to 
make any last-minute updates to the source data 
characteristics. 
 
Select ALL columns and change them from 
óGeneralô to óTextô.  The reason for this is because 
following discussion on the Data Groomer requires 
loading of textual data.  By changing the data type 
to óTextô, all leading zeroes are retained.  This is 
important for student State ID numbers! 
 
 
 
 

 

 

 

Append Subsequent Data 

 
There is more than one way to append data in 
Windows, but the following method is  
recommended and supported. 
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Click on the menu label óDataô.  Select óFrom Textô. 
 
 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
Locate the next file youôd like to append, then 
click óImportô. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
A window will pop up that inquires about where youôd like 
to place the imported file. 
 
Select the next available cell in column óAô, as shown at 
the right. 
 
Click óOKô to load/append the file. 
 
Repeat this procedure for as many files as youôd like to 
append. 
  


