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1.0 Introduction:

Forms in web pages act as a useful way for users to be able to submit data. The data that
the users enter can be sent directly to your Email Inbox as soon as they hit the “Submit”
button.

Once you receive the data you are most likely going to want to collate it in a spreadsheet.
There are two ways to transfer the data to a spreadsheet.

a. Copy each piece of data cell by cell, or
b. Use MS Excels “Get External Data” function, which can do all the work for you!

In this document we will show you how use Excels “Get External Data” function.
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2.0 Format of Spreadsheet(s):

When getting ArtsWeb to create an online form you will need to consider how the data is
going to be formatted in a Spreadsheet. You may wish to create several Spreadsheets.
For each spreadsheet you wish to create you will have to tell ArtsWeb of its format.

As an example we are going to use a form that was created by ArtsWeb for the Research
area. The names, addresses used herein are all fictitious.

These are the data fields:

e Surname e Seminar | e Requires Childcare
e Given Names e Seminar 2 e Child 1:
e Student ID e Seminar 3 o Surname
e Address Line 1 e Seminar 4 o Given Names
e Address Line 2 e Seminar 5 o Sex
e Address Line 3 e Seminar 6 o ‘Age
e State e Seminar 7  Child 2:
e Postcode e Seminar 8 © Surname
e FEmail o Given Names
e Phone o Sex
. o Age
e Faculty Belonging To .
. e Child 3:
e School Belonging To
o Surname
o Given Names
o Sex
o Age

* The Seminar 1-8 fields and Requires Childcare are Yes/No fields

Here are some spreadsheets that could be created from the data:

Contact Details:
Surname: | Given | ID: | Address: State: | PC: | Email: | Phone: | Faculty: | School:
Names:

Seminar Attendees:

Surname: | Given Names: 1D: Will Attend Seminars:
1 2 3 4 5 6 7 8
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Childcare:

Surname: | Given Names: | ID: | Address: State: | PC: | Email: | Phone:
Child 1: Child 2:

Surname | Given Names: | Sex: | Age: | Surname | Given Names: | Sex: | Age:
Child 3:

Surname | Given Names: | Sex: | Age
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3.0 From Email to Spreadsheet:
3.1 Creating Text Files:

The Get External Data function in MS Excel is unable to gather the data straight
from emails but it can collect the data from a simple text file. For every different
spreadsheet you will need a separate text file.

Contact  Childcare  Saminar
Dt ails Attendess

Active Deskiop
Arrange lcons
Line Up Icons
Refresh

Paste
Paste Shartelt

Figure 3.1.1 — Creating Text Files

Using your mouse and right clicking where you would like the files (shown
above) is one way of creating new text files.

Childcare Seminar
Attendees

=

Contact Seminar
Detbals atbendees

Figure 3.1.2 — Excel & Text Files
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3.2
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Email to Text File:

This how you will receive the raw data through email.

% Research Training Submission - Netscape Message - = |D|£|
Fle Edt Yiew Go Messsge Communicator Help

B Y w W E e T s v @
GetMsg NewMsg FReply  FReplyAll  Forward File Mext Prind Delete ]

_ £ly Research Training Submission M 'web 5erver 1T

Subject: Research Training Submission
Date: Tue, 1% Feb 2002 10:57:13 +1100 (EST)
From: Ilr Web Server <httpd(@lknit its monash edu an>

To: scott npponi@arts monash.edu. au

Contact Detmils Table:

SwithaJoerl1234567801/2 & RdsMelbourneseVWICH3I168xjoefsmith, name , au=d5 123 456xFaculty of Arts=Philozophy
Seminar Akttendeesz Table:

SmitheJoenlZ34567unyesunyesnyesnn yesnn

Childeare Table:

BmithaeJoes1234567851/2 & RdeElelbournedsVICHI1685joelsmith, name , AuE3S 123 456daSansMedas AnnaF a2 nanas

All Data:

SwitheJoenl234567801/2 & RdmlMelbourneseWICH3 168 joefamich, name ., aunds 123 456nFaculcy of ArtsePhilosophy

4 |
& R I

Figure 3.2.1 — Receiving Data Through Email

If you look carefully at figure 3.2.1 you will see that each piece of data is
separated by this symbol @ This will be explained shortly.
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For each set of data highlight the whole line and copy it into the corresponding
text file.

i Contact Details - Notepad
File Edit Formab Help

smiTholoenl234567801,2 & Rn:tuime'lbnurnenwzcns:l.ﬁaﬁjne@5m1th,n;j

&) Seminar Attendess - Notepad | = |I:|I£|
File Edit Format Help
cmiThol0enl? 34 567 Su0yas inyasnyesnnyesun =]

-?j Childcare - Motepad
File Edt Format Help

Smitheloesl2345678H1,/2 A RdeMelbournedayICH31685] oe@smith, name, aus9s  «|

=

4] | A

Figure 3.2.2 — Data Pasted into Text Files

Note: Once you have pasted the data Save the file.



3.3
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Text File to Spreadsheet:

Once the data has been transferred to text files and saved we can set up Excel to
gather the information.

Open Excel. Select the cell where you want the data to start. Then select from the
menu ‘Data: Get External Data: Import Text File...” as shown below.

4 Microsoft Excel - Seminar Attendees

|@) Fle Edit Wiew Insert Format Tooks |pata Window Help

Dl SRY 4 B@E 4ot

g = 3
& w0 = 3],
13 T 1

Sy BlEEE-5-A
Subtotale... —
Validabion, ., [ K _ | L =
Table... 7l 8
Tek bo Columns. ..
Consolidate, ..
Group and Cuthne ]

[ prvotTable and PrrotChart Report. .

Gak External Data

¥ Refrest Data

| ria - 10 ~| B I
‘ﬂ(a - L
A B c

1 A
2 | Surnaime: |Given Names: |1D:
3
| 5

E
| 7 |

g
| 9
10
| 11
| 12
| 13
| 14
[ 15
| 16 |

17
| 18

19

20

4[4 » | M\ Sheeti f Sheet2 f Sheet3 f

Fready

gk Bdi Query...
Fi—? Dats Hange Froperties

'J;['_?] Paramehers. ..

Hﬂlﬁ

[ UM | I

Figure 3.3.1 — Selecting Get Data Function
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The below dialogue box will appear:

Imporkt Text File

Look in:

History

ivhy Chacuments

| ] Deskeop 3«E|ﬁxﬁi~1,

21x|

3I‘-‘I:-' Documents

My Computer

My Metwork Places
) artsIT-bemplake

Z] childcare
2| Conbact Details

Saminar Attendeess

Files of type: [Text Fles = cancel |
Figure 3.3.2 — Import Text File

Select the appropriate file and click the ‘Import’ button.




Teut Import Wizard - Step 1 of 3 llil

The Text Wizard has determined thak your data i Delimibed.
IF thés is correct, choose Mext, or choose the data bype that best desoribes your daka.

| Choose the file type that best describes your data:
| & pelimited - Characters such &5 commas or babs separate each Field.
" Fized width = Fields are aligned in columns with spaces between each field.

Start import at row: |1 =] Fiegign:  |Windows{ans) =
Presdew of File C:\Documents and Settingsisr, .. \Seminar Attendees.txt,
thelossl 234 567 EHEy e s EEy e s oy e s HHyes HE il
~|
| =

Cance [ < Back IL_“;'E!.l_. lf

Figure 3.3.3 — Text Import Wizard 1 of 3

Note: Make sure in the ‘Original data type’ area the ‘Delimited’ radio button is
selected.

Click the ‘Next’ button.
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Text Import Wizard - Skep 2 of 3 7| x|
This screen lets you set the delimibers your daka contains, You can see
Fecwe your becct is affected inthe previess below,
1L [~ Trest consecutive delmiters a5 one
I~ Iab [ Semicolon I~ comma
I~ space ther:lx_ Text qualfier: | :I'
~Data preview
ith Joe [LI34567E ras fras [as e E ﬂ
b
J| | »
concel | <Back [ mext> | mesh |

Figure 3.3.4 — Text Import Wizard 2 of 3

By default in the Delimiters section ‘Tab’ will have a tick. Deselect ‘Tab’ and
click on ‘Other’. In the ‘Other’ text box hold down the Alt key and then type
0164. Upon releasing the Alt key this symbol should appear &. Lines separating
the data will also appear.

Click the ‘Next’ button.

Why use & as the delimiter?

If we were using one of the other standard delimiters (tab, semicolon, comma or
space) and a user entered it into the form then this function would not work. This
is because the function would not be able to distinguish between our delimiter and
that entered by the user. That is why @ is used. Hopefully users will not type it
into the form.
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Text Import Wizard - Step 3 of 3 il el
This scréen leks yvou select each column and set olumn data Format
the Data Format, % General
"eneral converts numenc values bo numbers, date O Text
vales to dates, and all remaining values to bext,  pate: IMD"" .,I
" Do ok import cohume (skip)
TR FEER
oe 2245872 hres s [res = ﬂ
|
1 | »]
Concel | <gsck | meis | mesh |

Figure 3.3.5 — Text Import Wizard 3 of 3

In this step you can select a column and define the data format. General is a good
format to have as it “converts numeric values to numbers, date values to dates,
and all remain values to text”.

Click the ‘Finish’ button.

fmportData 8 21|
Where do you wank bo put Ehe data? E
i workshest:
L}J -
& o Properties... |
" PivotTable repark Parameters. .,

Figure 3.3.6 — Start Cell for Imported Data

Because we’ve already selected the cell where we wanted the data to start simply
click ‘OK’. If you hadn’t already selected the start cell you can click on the
spreadsheet and the location will refresh to reflect your new choice.
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EA Microsoft Excel - Seminar Attendees R =101x|

|E) Fte Edit yiew Insert Fomst Tock Data Window Help =181 ]|
DEESRY | sBRS - (@A 4H BB -0 —_
| avil -0 - B U ESEE S %, WAEE O DL romtig

A3 - =| Smith Chart

A B ¢ b lE[FIG[H[ VT TJIK] L [ 't Cciboad

| 1| Will Attend Seminars: Control Toolbox
2 |Surname: |Given Names: |ID: 1] 2] 3] 4] s 6] 7] i} Drawing
3 [Smith e 12345675 yes yes yes yes [« ExternalData
= Form:
5
T Pickure
En FivatTable
8 | Reviewing
g Wisual Basic
| 10 Wieb
|11 wordart
12|
13 ; Customize. .
14 + External Data
15 B ! XN |
16
17 |
18|
19|
20 -
ST <hees: TR |
Ready (=== | I 0§ B

Figure 3.3.7 — Imported Data
The data is then imported into your spreadsheet.
Note: You will need the ‘External Data’ floating panel. If you close it you can

right click on the toolbar (as shown in figure 3.3.7) and reselect ‘External Data’
option.
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Importing More Data:

Undoubtedly you will receive more emails containing data that needs to be placed
into your spreadsheets.

Copy and save the data into the appropriate text files. Make sure that there is a
new line for each set of data.

& Seminar Attendees - Motepad T = IEIEI
Fil: Edt Format Help
Smitheloenl? 34 56780 yesnmyesnyas oy esH ':J

BiggsElaneadyeid 32l nyesayesdyos it yes oy s

K iV
Figure 3.4.1 — New Data to Import

Go to the appropriate spreadsheet and click the “Refresh All” button (Figure
3.4.2) in the floating panel.

S X RO
Ffresh Al
Figure 3.4.2 — Refresh All Button

The Import Text File (Figure 3.3.2) window will appear again. Select the
corresponding text file and click the ‘Import’ button.



The new data will be imported.

EA Microsoft Excel - Seminar Attendees _.d_ﬂlﬁl
|E) Fle Edt view Insert Formst Took Dsta Window Help =181

DEEERY A vo-o (@ A 4HZBSI0n -0

| Al -0 - B7USEEE 8%, d3EEOD->A-.
A3 B I|Emilh
A B C_ [DIE[F[GIH]T[ITK] € T M [ =
1 Will Attend Seminars: ml
| 2 |Surmame: |Given Names: |ID: 1] 2] 3] 4] 5] 6] 7] 8
3 |Srmth oe 12345678 yes yes yes yes
4 |Bigys Jane E7E54321 yes yes yes yes yes
5
(5
i
g
9
10
11
12
13
14
i5
16
7
18 %@%tmﬁﬂ|
i -_Lﬁ
[l 41w [mP\sheet1 [Sheetz [ Shests / |« v
Ready I [ | el

Figure 3.4.3 — New Imported Data

Page 14




