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Downloading data from Core-CT to Excel


There are two methods of downloading data to Excel from the Core-CT application. The first is from the download icon and the second is from the View Trace/Log Page. Please see the note at the end of this procedure for information concerning Excel 2007-10.
The Download Icon
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The Download icon is that icon you see on one of the blue bars of a Core-CT reporting table, and when you mouse over it the term, Download, displays. By clicking on the icon you invoke an internal process that initiates the File Download procedure.
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You are asked if you want to Open, Save, or Cancel the file that has been created.

Opening the file will produce, within the limits of the download program, the data table as you see it on the page. It will not include data that is not visible on the page.
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In this example, the last three fields displayed represent the Add Criteria funnel, the Edit button, and the Delete button. Otherwise, the visible text is displayed.
If you choose to Save the file, you will have the option to choose the save location and to rename the file from its default name.

Canceling will end the process and restore the original page.

The View Log/Trace Page

The View Log/Trace page is part of every run control in Core-CT. While the usual method of retrieving a report is through PDF (portable document format), many reports also offer CSV (comma separated value) as an option, and some reports generate a CSV file even when only the PDF option is selected.
In this example, we show the Manual Replenishment report, but all run controls are set up in the same way.

To set up a run control, you determine your required and optional settings, save your work, and click the Run button.
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This opens the Process Scheduler Request page. On this page you would select the format for the report. The default is PDF, but you have the option for others, including CSV.
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For this report, you do not need to select CSV since when the report was created, CSV was written into the report generating program. Click OK. The report home page redisplays. Click the Process Monitor link. 
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The Process List page displays.
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Click the Details link. The Process Detail page displays.
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Click the View Log/Trace link. The View Log/Trace page displays.
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Right click the report.csv link and select the Save Target As… button.
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The Save As dialog window opens. Notice that while the link indicates that the file to be downloaded is a CSV, the Save As dialog wants to save the file as an XLS (Excel) file. It is important to keep the file types synchronized.
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Click the Save as type dropdown and select All Files. Now delete the xls tail and replace it with csv and click Save. The Download Complete dialog window displays. Click Close. You have saved the file to a CSV format and you can import it into Excel.
Import to Excel 

Open a blank worksheet in Excel. For Excel 97-2003, Navigate to Data > Import External Data > Import Data. 
For Excel 2007-10 select the Data Ribbon and the Import Text icon.
At this point the two versions of Excel diverge. Excel 97-2003 will open a Select Data Source dialog window. Excel 2007-10 will open an Import Text File dialog window.
For both, navigate to where the CSV file is located.
In both versions of Excel clicking the Open or Import button invokes the Import Wizard. The Import Wizard is comprised of three steps.

Step 1 asks about how the file is set up. A delimiter is a character that is used to separate the boundaries of one field from another. In this case, the file is comma separated (CSV). Click Next.
[image: image12.png]The Text Wizard has determined that your data i Deliited.
IFthis s correct, chaose Next, or chaose the data type that best descrbes your data

orignal data e
Choose the s typethat best descrbes yourdata
 Galied) - Cheracters such as commas or abs separate cach e
 Fixed width - Filds are ligned in coluns with spaces between ach fisk

[ o7 cemtmmedsaes

Start import atrow: |1 File arign

Preview of il Ci\Documents and Settings\perkinss|Desktopl CTING062_6307339_2.csv,

|

e

11 Tcens Belov the Minimum Quancit

us. Unit: DOT38 - Store Mumber 13T
eporcID: CTINGOSZY

o





Step 2 asks what that delimiter is. When you first use the import wizard, the default value is a Tab, but other choices are made available. You can even select a custom delimiter (example: the @ symbol in an email address). Uncheck the Tab box and check the comma box and click Next.

Step 3 asks about the data itself. The important thing to remember is that Excel wants to treat the data the way it looks. If it looks like text it wants to treat it as text; numbers as numbers; and dates as dates. In most cases, leaving the Column data format at General is sufficient. Click Finish.
Note about Formats: 

General: Excel will determine how the data should be interpreted.

Text: (Vendor, Voucher, some fields text-others numbers) Used on any column where it is important to retain leading zeros.

Date: For fields that have a number format that should be formatted as a date. (example: the number 41000 formatted as a date represents 4/1/2012).

Do not import column: Column will not be imported.
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The Import Data dialog window opens. This asks where you want to place the data. The starting location will be wherever the cursor is located. This is usually cell A1 but you can change that if you want to.
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Click OK. Your data is imported.
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Note for Excel 2007/2010 users: Occasionally, Excel 2007-2010 does not recognize a file that was created in Excel 97-2003. When this happens it will deliver a warning that says, “The file you are trying to open, ‘file_name.xls’, is in a different format than specified by the file extension. Verify that the file is not corrupted and is from a trusted source before opening the file. Do you want to open the file now?” Clicking Yes will open the file in a read only format. You have the choice to save the file in either the Excel 97-2003 or Excel 2007 format.
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