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Processing List  

PART 1: Setup the Excel File 
 
 
Step 1: 

 
 
 
Step 2: 

               
 
 
Step 3: 

              
 

For import processing, the 
first columns title must have 

Other ID 

The students Other ID must 

include six digits starting with 
the leading 0 

2.    Under the Number section, select the drop 

down option (to the right of General), select 
More Number Fonts, select Custom, under 
Type enter 000000 

1. To add the leading 0, 
highlight all the Other IDs 

Select More Number 
Formats 



 

 
Step 4: 

              
 
 
Step 5: 

              
 
 
Step 6: 

              
 
 
Step 7: 

              

1. Select Custom  

2.    Enter six zeros 
000000  

3.    Select OK  

Other ID now includes six digits   

Save the report. 
Under Save As Type select, 
CSV (Comma Delimited) 

Select Save   

Select Yes  

Select Exit 
and Don’t 

Save 



 

 
 

Processing List 
PART 2: Import the Excel file  
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Processing List 

PART 3: Generate a Data Mining report using imported file 
 
 

Slide 1: 

               
 
 
Slide 2: 

               
 
 
Slide 3: 

               

Select Excel or 

Print for PDF 


