
If the text file is too large to open in Excel, these instructions explain how to edit the data 

in Notepad to separate the file by Region Code. The limit for Excel is approximately 

65,000 records. 

 

Open the text file in Notepad.  This application is in the Accessories area of Windows. 

 

Select Edit from the top Menu bar and then select Find.  

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 



Type the Region Code in the search criteria in the box displayed and press the Find Next 

button. 

 

 

 
 

 

This will take you the next Region Code (which is what you entered in the search box). 

Press the Home key. 

Now press and hold the Shift key and press the Up Arrow key, this selects all the lines 

you need. Hold the Shift key down until you have finished selecting all the rows. 

 

 

 

 

 

 

 

 

 

 

 



 

Now press Edit from the top Menu Bar and select Copy. 

 

 
 

 

This copies all the lines you have selected. Now open a new Notepad page.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

You will get a blank new Notepad. 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

Click Edit from the top Menu and then click Paste and all the lines will be pasted here. 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Now save this file with a new name, select File then Save As. It still is a text file that can 

be converted this into Excel. 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



When you select Save As this screen will appear. 

 

 
  

 

Enter the name you want the file to be saved as and press the Save button. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Make sure the directory is correct. 

 

 
 

 

 

When the file is saved in the directory that you want, with the name that you want, then 

open a new Excel spreadsheet.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

Select the File then Open option. This screen will appear.  

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

Select the directory where you have stored the text file. 

 

Now change the drop down menu which asks for the Files of type: to Text Files 

 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

The text files will be displayed. 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

Select the file you want to open and press the Open button. 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

Then this screen will pop up. 

 

 
 

Confirm that the Delimited radio button is selected. Then click the Next button. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

Upon selecting the Next button, this screen will appear. 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

Select the Comma check box. 

 

 
 

And then press the Next button. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

After you press the Next button this screen will appear. 

 

 
 

Now press the Finish button. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

This is what you will see. 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

If you want to increase the width of the column select the column.  

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

Then go to the menu option Format then select Column then select Autofit Selection. 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

This is how the screen will look after increasing the width of the column. You can do the 

same for rest of the columns for which you want to increase the width. 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

After making the changes press the File then Save As option. 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

This screen will appear. Change the Save as type option to Microsoft Option Excel 

workbook. 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

Either keep the same name as is displayed on the File name: option or you can change it, 

press the Save button.  

 

The file gets saved as an Excel File in the selected directory. 

 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

Now do the same process for the other regions. But before you start the search for next 

region, go to the top of the original text file by pressing the Ctrl and Home keys 

together. This will take you to the top of the text file. Now press the Shift and Down 

Arrow keys together only once. This will mark the first line in the text file which is the 

header line.  

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

Press Edit then Copy. 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

Now open a new Notepad and paste the header line to a new text file.  

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

Go back to the original text file and select the next Region which you want to copy. 

 

To select the next Region select Edit then Find. Enter the next Region code you want to 

copy in the Find box and press the Find Next button. 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

Select only the rows you want to copy.  

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

Then select Edit then Copy. 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

Now go back to the Notepad where you had copied the header line.  

 

And select Edit then Paste. All the lines will be pasted in the Notepad.  

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Now continue to save as a text file giving it a new name. Then open it in Excel. Follow 

the steps mentioned above. 

 

 

 
 

 

Do the same steps for all the regions. 


