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HOW TO Work with a Text File to make it Workable in Excel 

1. OPEN .txt file using note pad, word pad, or word processor 
2. SELECT the information you wish to copy into excel; click COPY 
3. OPEN Notepad; click PASTE 
4. DELETE unwanted information (leaving you with only student name, ID, and marks) 

 

5. SAVE .txt file in a location easy to find (such as on the desktop or in an allocated folder) 
(Do not leave the star in the title, *txt. , or it will not save) 

6. OPEN Excel, CHOOSE Text Files, then DOUBLE CLICK on saved file 

 

Must choose Text Files first in order to be able to 
view and choose saved Notepad’s .txt File 
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7. CHECK Delimited, then NEXT 

 

 
8. CHECK Space, then FINISH 
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9. Results are now displayed in Excel  
(Notice how the given name of the .txt file popped up in Excel and on the tab) 
 

 

 

10. Must SAVE as an Excel File and not .txt 
 

 


