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Sample Report: GLCR – General Ledger Component Listing 
Selection: Departments (Test environment) 
 
1.  Run a standard Datatel Report (H-hold to view on your screen): 

 
 

2. View the report on your screen to verify it is the data you want.  Click on the folder icon 
in the upper right hand corner:  
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3. Change the file name to whatever you want to call it and save it in the folder of your 
choice.  This report is now a text file.  

 
 

4. Go to Excel and open this text file.  You will have to change the Excel “Files of type:” 
drop down to “all files,” instead of just Excel files, so you will be able to select the text 
file. 
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5.  Change to “Fixed width” to be able to put columns where you want, then click next: 

 
 
6.  Scroll down the report and click on the arrows to add, move or delete column dividers to 
put them where you want them, then click next: 
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7.  Select the column data format you want (general is the default), then click finish: 

 
 
If your report included account numbers with leading zeros, be sure to change the format in 
the Text Import Wizard (above) to “Text” so that the leading zeros will come over to Excel.
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8.  The report now shows up on Excel.  Note that it is still a text file, with a “.txt” extension.  
You need to save it as an Excel file.  You will probably want to delete the Datatel headings 
that repeat through out the report.  Some reports convert to an Excel file better that others and 
some reports require more clean up in Excel to make them useful that others.   

 
 

9.  Separating Data in a Single Column 
If you still need to separate data that’s in a single column in Excel, use the following steps to 
add column breaks: 
 

Highlight the column and click: 
Data menu, then: 

Text to Columns, 
Then use the “Convert text to columns wizard” as shown below to separate the 
data in a single column.  
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The column above includes descriptions separated by a colon.  So, I used the colon as a 
delimiter in the wizard below to separate the descriptions into two columns (see below). 
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Descriptions separated into two columns by colon delimiter: 
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Text Documents to Word 
 
You can also save any of the Datatel reports that you saved as text files as a Word document.  
Just open Word, go to file, open, and open “all files.”   

 
Open the Datatel report that you saved as a text file.  The report will come up as shown 
below, then save as a Word document: 
 
(Note: You may need to change some documents to landscape.  The page breaks and formats 
aren’t always perfect, but it’s preferable to Excel for some reports.) 
 

March 14 2007                                           GL Component List                                                  
Page:  1 
16:07                                              Major Component: 
DEPARTMENT 
 
 
ID            Description 
------------  ------------------------------ 
00000         Districtwide 
10000         Santa Ana College 
11100         President's Office 
11200         Academic Senate 
11300         College Advancement 
11400         Project Management 
15051         Academic Affairs Office 
15052         Honors Program 
15053         Accreditation 
15105         Business Division Office 
15110         Academic Computing 
15115         Accounting 
15120         Business Applications & Tech 
15125         Business Administration 
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15130         Business Seminars 
15135         Computer Information Systems 
15140         Computer Science 
15145         Drafting Technology 
15150         Engineering 
15155         Finance 
15160         International Business 
15165         Management 
15170         Marketing 
15175         Paralegal 
15180         Small Business Seminars 
15185         Work Experience Program 
15205         Career Ed & Work Dev Office 
15310         Counseling Department 
15320         Career/Job Resource 
15330         Center for Teacher Education 
15340         MESA 
15350         Transfer Center 
15360         ULINK 
15370         Puente 
15380         Fresh Exp/Learning Communities 
15410         Ex Sci, Health & Ath Office 
15420         Exercise Science 
15430         Health 
15440         Athletics 
15505         Fine & Performing Arts Office 
15511         Art 
15512         Photography 
15515         Art Gallery 
15520         Dance 
15525         Forensics 
15530         Journalism 

 
 
 
 
 
 
 


