
Importing Text File into Excel: Exercise 
 

Carlos Gonzales is a manager at a bank. Currently, Carlos is attending a Business Analytics 

evening class. Now, using the tools he learned in class, Carlos likes to examine his company data. 

 

Open the savings-bank.txt file located at the Business Analytics website:  

www.small-big-data.com 

 

1. How many employees make $75,000 or more? 

(a) 23 

(b) 25 

(c) 27 

(d) 29 

(e) None of the above 

 

2. What is the average salary for all employees in Boston? 

(a) $50,000 

(b) $60,000 

(c) $70,000 

(d) $80,000 

(e) None of the above 

 

3. How many employees are listed as "Manager"? 

(a) 10 

(b) 11 

(c) 12 

(d) 13 

(e) None of the above 

 

4. The average salary for the managers is:  

(a) $80,000 

(b) $100,000 

(c) $120,000 

(d) $140,000 

(e) None of the above 

 

5. How many employees received a bonus of $1,000.00 or higher this year? 

(a) 10 

(b) 12 

(c) 15 

(d) 18 

(e) None of the above 

 

 

 

 



Solution 

 
The objective of this exercise is to practice how to import a text file into an application software 

such as MS Excel. 

 

Importing text files into application software allows efficient and effective processing of data.   

 

Thus, one way to solve this exercise is to use MS Excel,  

 

The text file, savings-bank.txt, used in this exercise is located online at the Business Analytics 

website:  

www.small-big-data.com 

 

The file savings-bank.txt is a comma-delimited, or comma-separated, text file. In essence this 

means that data is separated by commas. (For more details on comma-delimited text files, see on-

line resources.) 

 

After some examination, we can see the file savings-bank.txt (Figure 1) contains seven columns 

and data is separated by commas. The titles of columns are: Last, First, Title, Hire Date, Location, 

Salary, and Bonus. 

 

 
 

Figure 1 

 

The first step is to save the text file in a known location, for example, by simultaneously pressing 

CTRL and S keys. 

 



The second step is to import the text file, savings-bank.txt, by using the MS Excel Text Import 

Wizard. 

 

For this purpose, we open a blank Excel file and click on Data. On the top left corner, we can see 

"Get External Data" and "From Text." We click on the Icon "From Text," which leads us to the 

"Import Text File" window (Figure 2) and after specifying the file name and location we arrive at 

the screen Text Import Wizard as depicted in Figure 3. 

 

 

 
 

Figure 2 

 



 
 

 

Figure 3 

 

Since the file savings-bank.txt is delimited, as discussed above, we simply click on "Next" and 

arrive on step 2 of Text Import Wizard as depicted in Figure 4.  

 



 
 

Figure 4 

 

After unchecking Delimiters "Tab" and checking "Comma" (see Figure 5), we click on "Next" and 

arrive on step 3 of Text Import Wizard as depicted in Figure 6. 



 
 

Figure 5 

 



 
 

Figure 6 

 

 

We simply click on "Finish" which leads us to the "Import Data" window (Figure 7) where we 

click "OK" and all the data from the text file is imported as shown in Figure 8. 



 
 

Figure 7 

 

 
 

Figure 8 

 

 



We may change the format of columns Salary and Bonus to "Accounting" as depicted in Figure 9. 

 

 
 

Figure 9 

 

The data from the text file is now ready for efficient and effective processing of data. For example, 

we may sort record by salary (Largest to Smallest) as depicted in Figure 10. The results of sorting 

are depicted in Figure 11. 

 



 
 

Figure 10 

 

 

 
 

Figure 11 



 

The answer to question 1 of this exercise could be now gleaned directly from Figure 12. 

 

 

 
 

Figure 12 

 

 

Answers 
 

Exercise 

1. c 

2. d 

3. b 

4. c 

5. c 

 


