Download the report, find where you have it saved, right click>open with>select notepad
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Then right click on all the text, ‘select all’ then ‘copy’
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Now, open a blank excel document.

First click the little down arrow under the clipboard and choose ‘use text import wizard.’
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Step 1 usually needs no changes, compare to below and if same click ‘Next.’

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.

Original data type

Choose the file type that best describes your data:
- Characters such as commas or tabs separate each field.

O Fixed width - Fields are aligned in columns with spaces between each field.

Start import at row: File origin: | Windows [&NSI) E

[] My data has headers.
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Then make sure only ‘Comma’ is ticked and ‘Text Qualifier’ = {none}.

Then click ‘Finish’ (no need for step 3).

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