
EXPORTING TRANSACTION INFORMATION TO AN EXCEL SPREADSHEET… 
 
Login to E-manager, and select the “Export Trans” tab.   
Click on “Browse” next to the Comma Delimited format and choose where you will save 
it on your computer.  Then click on Save. 

Now choose a date range that you would like to pull and click on Download Selected 
Files. 
 
When the download is done it should say, “Download completed for Comma Delimited.” 
 
Now bring up EXCEL and click on Open.  Then go to where you saved the file in your 
computer.  To be able to see the file, you will probably need to go to “Files of type” and 
click on “All Files.”  Now you should be able to open that file. 
 

 
 
 
 
 
 
 
When that file comes up in EXCEL a “Text import Wizard” will pop up.  In step 1 of  3 
make sure the “Delimited” option is check marked… Then click next… 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
On Step 2 of 3 put a check mark in the comma option and it will divide your information 
into columns. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



On step 3 of 3, we recommend that you click on the 3rd column where the card number is 
located and choose the text option under the “Column data format.”  Then click finish 
and you should see all of your information in the spreadsheet… 
 
 

 
 
 
Here is a small sample of what it will look like.  (The sample does not include all of the 
information that is placed into the spreadsheet.) 
 
 
 

 


