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Exporting Files from Re:discovery for use in Microsoft Excel®

1. In Re:discovery, create and set a tag file of the records you wish to export by using Word Search, Filter, Range, etc.   Unless a tag file is set, your entire database will be exported.

2. Click on "Select/Tag/" and then "Import/Export Selected Fields".  

3. Click on 'Create Import/Export Format" (or skip to number 6 if using an existing format).  
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Name the export file and select a field delimiter that will not appear in the data.  The "~" character is usually a good choice.  (A code number may appear in the Field Delimiter ASCII Code for the character you chose.) Select an appropriate Text Indicator (usually a " or a ').  If your data has double quotes, such as dimensions, the single quote will be your best option.  

4. Highlight a field on the left and then click on the 'Add Item' button for each field you want to export.   The field name will then appear in the right column. 

NOTE:  If a field you have selected, includes a '#' or '.', you will need to remove the character from the title.  You can do this when you have selected it and clicked on  'Add Item'.  Simply remove the character from the field labeled "Column Header" before clicking on "OK".   If you have already added the field, highlight it on the right and click on ‘Update Item’ to remove the character from the field label.

5. When you have completed selecting your fields, click on "OK" to create your import/export format.

6. Click on "Export" and select your template from the list.

7. Enter the name of the output file, if you wish it to be different from the default (which is the same as the name of the export template) and then click on "OK".  (NOTE:  If you have previously used this export format with the same output file name, you will get a popup message, advising you that the file already exists, do you wish to overwrite. Click on 'Yes' or 'No' as appropriate.)

8. The system will then export the records and will display where the txt file has been saved.  Make a note of the file location.

9. Click anywhere to make the gray box message in the upper right corner go away and then click on "EXIT".  You are now ready to bring your records into Excel.

Importing Re:discovery Records into Excel

NOTE:   These instructions were written using Microsoft Excel® 2002.  If you have an earlier version, your options may differ slightly.

1.
In Excel, click File/Open.

2.
In the Look in box, locate the drive and folder location that contains the file you want to import.

3.
In the Files of type box, click Text Files.

4.
Highlight the file you want to import and click open.  
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5. The Text Import Wizard box appears.  Select “Delimited” as the file type, “Start import at row” = 1, “File origin” = Windows (ANSI).  Then click “Next”.

[image: image2.png]\ iTlcrosoft Excel

Test import LLizard - Step b of 3
o

ur data,

R T mmEr




6. Select the same field delimiter that you used when you exported your Re:discovery data, e.g.  the "~" character.  Note: you will have to deselect the Tab delimiter. 

7. Select an appropriate Text Qualifier (usually a " or a ') as you indicated in the Import/Export Format in Re:discovery.  Then click “Next”.
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8.
Set the Data format of each field, if necessary, by clicking on each field and changing it to the appropriate field type.  For fields that have only numbers, we suggest that you change these to “Text” fields instead of the default “General” because it will eliminate ending zeros on catalog and accession numbers.  When finished, click “Finish”.
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Note:  If you change a memo field format from “General” to “Text” you may end up with “####…” in that Excel field because of the amount of data in some memo fields.  For example, see the Description column K below.  This does not happen if you leave the Data format as “General”.
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ICatalog NeObj Name Artist/Mak Count Date MadeDim-Eng_Material _Place Mad Description
1991.001.CCHAR _ Unknown 100 1840 [HJ38" __[\Wood ~Metal -cloth PENDING
1991.001.CTABLE, DI Unknown 100 1600 - 1E[H[32 __[\Mahogany England PENDING
1991002 CTABLE, G, Unknown 100 1775 __[Mahogany USA | George Il mahogany gare table havin( Cataloged
1991.002CCHAR _ Unknown 100 1795 _[“Wond ~clcEngland | George Il mahogany side chair having Cataloged
1928.500.CCHAIR, DIlUnknown 100 c1761 _[“Wood -Sil England _ George ll-style side chair with carved | Cataloged
1928.500.CCHAIR, DIlUnknown 1,00 c.1761 [Wood -5l England _| George ll-style side chair with carved | Cataloged





If you click on the entry with “#####…”, a box will appear showing you the actual contents of that field.
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Roccoco git metakmounted ebonized chair, part of a salon group. 1t has a molded, arched crestrail with a gilt metal floral and leafage pediment,
above 3 tufted upholstered back and seat. raised on cabriole legs ending in scrool feet. Champagne floral brocade upholstery.

Catalog NcObj Narme Artist/Mak Count  Pieces  Date MadeDir-Eng_ Material  Place Mad Description
1991.001.CCHAR  Unknown 100 000 c1840  [H38" _[\Wood --Metal ~cloth PENDING
1991.001.CTABLE, DI Unknown 100 0.00 1800 - 1€[H}32" __[*Mahogany England PENDING
1991002 CTABLE, G,Unknown 100 000 1775 __[Mahogany USA | George Il mahogany gare table havin( Cataloged
1991002CCHAR  Unknown 100 000 1795 _[“Wond ~clcEngland | George Il mahogany side chair having Cataloged
1928500, CCHAIR, DllUnknown 100 000 cA761 _[“Wood -Sil England _ George ll-style side chair with carved | Cataloged
1928500, CCHAIR, DllUnknown 100 000 c1761 [Wood -5l England _| George ll-style side chair with carved | Cataloged
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