Data Conversion from Lotus 1-2-3 to Access

1) Click and drag the *.wk1 file into Excel

¢ 1245601 0wk

0] 15205960 k1
] 1221051 4.k
] 1321 0648 vk
] 12210830 k1
] 1321 0852 vk
] 12212950 k1
] 1321 3720 vk
] 12224860 k1
] 13236940 k1
] 12248500 k1
] 13252200 k1
] 12421320 k1
] 12931 350 vk
] 12455780 k1

OR

Launch Excel 97. Then go to File->Open and select the *.wk1 file that you want to
convert.

2) You will see the following error messages in consecutive order. Click “Yes” or “OK”
for all 3 error messages prompted by Excel
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Q Microsaft Excel cannok convert some of the cells. The botal number of errors Found is
1.

File Edit “iew Insert Formst Toolz Data Window Help
e dEZBY iR o o - @@= &2 E W@ L -0
|| courier w=er o [EEEE|s ) 5
S [+’ « =| 7ODDAVEQ
3 1a456010.wk1 [Read-Only] H=]E3
A E & D E F G H =
1 |7QDDAVEQ FILE IH TOTAL INPUT 7149 -
2 |UTO-AZTECAN
3 |HARLEY HEIDI
40— FRS BAL 3l-Aug 2715
5 |POSTED TO I-Aug BOOK BAL 13-Sep 2715
& | emem—
7 |# ENTRIES 19
& |LAST LH# 13 Microsoft Excel
9 |MAX LN RECATC 19
10
11 |FILE IN Q Macro error at cell: BE59
12 * DATE CHTR CCD EQUESTOR VEHDOR
13 (0 4 X X b4
14 14 01-Jul-9%9 EDIT
15 15 30-Jul-00 EDIT GROSS WAGES HARLEY T4 PAYROLL
1k 16 30-Jul-00 EDIT ERE WAGES HARLEY T4 PAYROLL
17 17 30-Jul-00 EDIT K492074 HARLEY AMARIIIIS MARIA FERNANDZ
18 18 3l-Aug-00 EDIT GROSS WAGES HARLEY T4 PAYROLL
19 19 31-Aug-00 EDIT ERE WAGES HARLEY T4 PAYROLL
20
21




3) Clickon X

X Microsoft Excel

|| Fle Edt View insef Formet Tools Data Vindow Help
PedzilFspRrso-c- @@= A2 @es[o-|0
”Courier = i v|B I QHEE§§|$ % . ‘o ;olg|-:
SUM |-| &l =|700DAVEQ
| i 1a456010.wk1 [Re {ERTE]
A ] C D E F G H iE]
1 |70DDAVEQ FILE IN TOTAL INPUT 719 =
2 |UTO-AZTECAN
3 |HARLEY.HEIDI
£  mm——— FRS EBAL 3l-Aug 2715
5 |FOSTED TO 31-hug EOOK EAL 13-Sep 2715
L2 15—
7 _|# EHNTRIES 19
B |LAST I# 19
9 |MAX LN RECALC 19
10
11 |FILE IN
12 # DATE CHTE CCD 2HD REF 15T REF REQUESTOR  VENDOR
13 |0 X X X ¥ X i i
14 14 01-Jul-99 EDIT GETHUMEER
15 | 15  30-Jul-00 EDIT GROSS WAGES HARLEY UA PAYROLL
16 | 16  30-Jul-D0 EDIT ERE WAGES HARLEY UA PAYROLL
17 17 30-Jul-00 EDIT K492074 HARLEY AMARTILIS MARTA FERNWANDZ
18 | 18  31-Aug-00 EDIT GROSS WAGES HARLEY UA PAYROLL
19 19 31-hug-00 EDIT ERE WAGES HARLEY U4 PAYROLL
20
21

FILE IH

2ND REF
Clear Contents
1e 16 3 ERE
17 17 3 Format Cellz...
18 18 3 Row Height.... GROSS
19 19 3 Hidle: ERE
20 )
51 Unhicle

TOTAL INPUT

WAGES

HARLEY
WAGES HARLEY
K492074 HARLEY
WAGES HARLEY
WAGES HARLEY

YENDOR

U4 PAYROLL
T4 PAYROLL
AMARIILIS. MARIA FERWANDZ
T4 PAYROLL
T4 PAYROLL




5) Highlight and delete all entries after the final entry in the account.

a456010.wk1 [Read-Only]

F G H
A0-=Jul-00 WAGES HARLEY iTa FAYROLL
A0=Jul-00 WAGES HARLEY iTa PATROLL
30=Jul-00 K432074 HARLEY {AMARILLIS, MARIA FERNANDA
31-Aug-00 WAGES HARLEY
WAGES HARLEY

1
2
3
4
5
[
7
8

& ot
Copy
E Easte

Pasteistecial..

Insert

Clear Contents

Format Cells...
Ry Height ..

6) Save the Excel spreadsheet in your folder on SBS server. The folder will be most
likely named X:\ drive. For this example, the file will be named Sample.xls

Eille} Edit “iew Insert Format Toolz Data WYWindow Help

DEHaRY | smedo-- |a® = 445|093 2
Courer w0 - BIUS=E=E 8%, @8 EE - A

| I
1 15 30-Jul-00 EDIT GROSS WAGES HARLEY T4 PAYROLL -
2 16 30-Jul-00 EDIT ERE WAGES HARLEY EUA FAYROLL
3 17 30-Jul-00 EDIT K492074 HARLEY EAHARIILIS,HARIA FERWANDE
4 18 31-Aug-00 EDIT GROSS WAGES HARLEY T4 PAYROLL
5 119 3l1-Aug-00 EDIT ERE WAGES HARLEY i T4 PAYROLL
? Save As EE
8 Save in: I:\zj Desktap - g
|
10 _,%‘My Computer Save I
11 =y My Documents
12 ._E_'E Metwork Meighborhood Lcell
13 1 Install GRS, |
14 -2 Database on 'Shs' (F)
15 =2 Petersen on 'shs' (E)
16
17
13
19
— fe name: I | Mak he file is saved
51 File name: |SamDe Make sure the file is save
22 Save as type:  [HlEec A as an Excel file.
23 |

7) Repeat step 1-3 for the second account.



st
8) Copy the data from the second account (Ignore the GETNUMBER on 1° REF)

A | B ¢ D E F_| G | H
1 |ADAVE . &ND FILE IN TOTAL IFEUT (2,699)
2 |SUMMER SESSION
3 |VEEER, GVENDOLYN
4 % cut FRS BAL 31fJul 2699
5 |POSTED TC BOOE BAL 12{-5=p 2699
3
7 |# ENTRIES IR Easte
8 |LAST LH# EEste SpeciEl..
9 |HAY IN RE
10 In=sert
11 |FILE IN Delete
12 | & [ — CCD 2ND REF 19T EEF REQUESTOR  VENDOR
13 [0 i X i X X i
14 | 14 3 o6l Format Calls.. GETHUHEER

Rowy Height ..
Hicle:

Unhide

BLLL

SUFPF
E
SUFF

BEVER
BEVER
BEVER
BEVER
BEVER

i1

REVENUE

9) Paste the copy data into the Excel file create earlier. (Sample.xls). The highlighted
data are newly pasted data.

T Sample
1 15 30—Jul-00 EDIT GROSS WAGES HARLEY U4 PAYEOQOLL -
2 1k 30-Jul-00 EDIT ERE WAGES HARLEY Ta PAYROLL
3 17 30-Jul-00 EDIT E492074 HARLEY AMARILLIS, HARIA FERNAHDZ
4 18 31-Aug-00 EDIT GROSS WAGES HARLEY U4 PAYROLL
5 T4 PAYROLL
& BEYER REVENTUE
7
8
9

10) Repeat steps 8-10 for all accounts. Remember to save constantly.



11) Highlight and delete all columns after S column and forward.

| 51 ] =] @A
2l 1a456010.wk1 [Read-Only]

E
1 |14456010
2 [1a458010
3 [14458010
4 |14456010
5 [14458010
[
7 Copy
g E, i e
10 BEate SHEEiEll
11
12 Inzert
13 W
14 Clear Contents
15 —
16 Format Cells...
17 Calumn Vicith. .
18 Hide
19 )
20 Unhicle
21

12) Convert column B data type to Date field. Highlight column B, right click, choose
Format Cell and choose the following options and click OK.

b1 = =| 7/30/2000
A | B | ¢ ! = . H 3
1 EDIT Format Cells i | =
3 I EDIT
_7 10 Mumber ] Alignment l Fonk l Border ] Patterns | Protection l
8 Ml EDIT Cakegory: Sarnple
) i EDIT General 07/2a/99
10 il FDIT Mumber
11 i\l EDIT [
— CCountin
12 ] [ —
[13 | Time:
14 Percentage
15 Fraction
H e | Siientific
L Text
117 | Special
|18 Cuskom J
19
20
|21 | Date formats display date and kime serial numbers as date values. Use Time
22 farmats ko display just the time porkion,
23
24
25
26

QK | Cancel

M
=]

I
=]

13) For column M and N, convert it to text field.

14) On Column S, add the Account Type for each transaction. This can be done by
clicking Data-> Filter - AutoFilter. Then on column R, select an account from the
drop down box. This will display record for account 1A200127 only.



L | u ) (el o [ r | 5 |
1 373 .80%]731 =]  [=|WT Supplemental Pay =l Ox|PSUAGE|144560
2 5 60 731 ER Expense 0 PSERE[(AI
3 150,00 731 OF Technical Consultants 0 ODOPE glﬂgtL%J)
4 186.90 831 WT Supplemental Pav 0 PSWAG 1.\5\20012I?I"I
5 2.80 831 EE Ezpen=e 0 FPSEREFFEEEE0I
6 —5000.00 731 WT Supplemental Pay 0 PSWAGE 14200127
7 -375.00 731 ER Expense 0 PSERE 14200127 |
g 1434 .17 731 WT Supplemental Pay 0 PSWAGE 14200127
g 150 09 731 ER Expense 0 PSERE 14200127
10 1020 00 831 WT Supplemental Pay 0 PSWAGE 14200127
11 71.40 831 ER Expense 0 PSERE 14200127
12
13
14

15) Type in the corresponding account type for account 1A200127 in column S. (State,
Cash Budgeted Local, Grant, Budgeted Local, Summer) and drag it until the final

transaction in the account.

0 ] o | R 5 T |
1 |WT Supplemental Pay x| (=|PSWAGE=|14456010 =|STATE
6 |WT Supplemnental Pay 0 PSWAGE 1AZ00127
7 |ER Expen=e 0 PSERE 14200127
8 |WT Supplemental Paw 0 PSWAGE 1A200127
9 |ER Expen=e 0 PSERE 14200127
10 |WT Supplemental Pay 0 PSWAGE 1AZ00127
11 |EE Expense 0 PSERE  1Az200127
1z
13
14
0 P[] o | R T
1 [UT Supplemental Pay x| O=|PSWAGE=|14456010 =
b _|WT Supplemental Pay 0 PSWAGE 1A200127
? |ER Expen=e 0 PSEEE 1AZ00127
8 |VT Supplemental Pay 0 PSWAGE 1A200127 v
9 |ER Expensze 0 PSEEE  1AZ200127
10 |UT Supplemental Fav 0 PSWAGE 1AZ200127
11 |ER Expense 0 PSERE  1AZ0O0127 Drag until final
12 transaction
13
14

15
16) Repeat steps 12-14 for all accounts. Remember to save constantly.

17) Delete all data in row A by highlighting column A and hitting the Delete key on the
KEYBOARD. Do not click on delete using the mouse. This will delete the entire row.

18) Change 731 by typing 7/31 and dragging it to the end of the final transaction. Repeat

for all PTD and EPD.




F L [ H [’ ] 5] =T R [ S
|1 | 373 . 80=] 7-31=] =|WT Supplemsntal Pay | C=|PSWAGE=|12456010 =|STATE
| 6 | -5000.00 731 WT Supplemental Pay 0 PSUAGE 14200127 STATE
| 7 -375.00 7-31 ER Exzpense 0 PSEEE 14200127 STATE
| & | 1434 .17 731 WT Supplemental Pay 0 PSUAGE 14200127 STATE
|3 | 150.09 731 ER Exzpense 0 PSEEE 14200127 STATE
12

13 I I

fur i [ X | § | 0 el e R | S |
1_ 373 . 80=]8-31= =|WT Supplemental Pay = C=|PSWAGE=|14456010 =|STATE
10 | 10z20.00 m WT Supplemental Pay 0 PSWAGE 1A200127 STATE
111 | 71.40 ER Expense 0 PSEEE 14200127 STATE

12

13

19) Repeat step 18 for column N.

20) Then, click Data-> Filter - AutoFilter to remove AutoFilter
21) Format column L as currency.

2l x|
Murnber |.ﬁ.lignment | Fonk | Border I Patterns | F‘r-:utectiu:unl
Cateqory: ample
General | &,448.50
Murnber
CUFrEncy Decimal places: IE 5‘
Accounting
Date Svmbaol:

Timme INu:une j

Meqative numbers:

Percentage
Fraction
Scientific
Text
Special

_uskormn ;I

Currency formats are used For general monetary values, Use Scoounting
formats to align decimal points in a column,

| ik I Cancel |

22) For the rest of the columns, set them to text fields except for Column A.

23) Make sure all the columns are in the following order in Excel:

ID | Date | CNTR | CCD | Reference_ID | 2nd Reference | Requestor | Yendor_ID | Memo | Uni Code | Cnr | Price | PTD | EPD

eryt I £0.00

Description | Rbc | Cateqory | Account | Type

24) Please email ngelaine@email.arizona.edu or mclinch@email.arizona.edu to load the data to your SBS
BookKeeping system.




