1. Select the Import to Spreadsheet output format option on the previous page. 
2. Develop the remainder of the query as desired and click on Submit button. 
3. On the page with the title "Ground Water Quality Data Query Results", select "File" from the Tools menu and then "Save As..." Save the file in the location you desire as a text file (extension ".txt").   (If using Mozilla Firefox web browser, right click on the page and choose "save page as" using .txt extension). 
4. Open Spreadsheet program and select "File" and then "Open". 
5. Go to the folder you saved the ".txt" file in and change file type in the selection box to "Text Files". 
6. Select the correct file and click on the "Open" button 
7. Select the "Delimited" option and set the "start import at row" box to begin with the line starting with "Clearinghouse#|Township|" in the preview box.  This will depend on your query options but should start around line 15. 
8. Click on the "Next" button 
9. In the delimiters box, check only the "Other" option, and put a vertical bar symbol "|" in the box next to “Other”.  Depending on your keyboard, the vertical bar may be found by holding the shift key and striking the backslash key (\).  On the keyboard, it may look like a vertical line with a small gap in the middle or a consecutive line. 
10. Click the "Next" button 
11. [bookmark: _GoBack]Scroll down in the data preview box to the line starting with "Clearinghouse# Township". Scroll to and click on the column titled "ScreenDepth", and change the option in the "Column data format" box from "General" to "Text". Follow the same procedure to change the column data formats for the “Concentration” and “ReportingLimit” columns from "General" to "Text".  Also, change USGS# column to text or convert to numeric after importing to Excel.  
12. Click "Finish". 
13. The ScreenDepth field is changed to a text field, so screens do not convert as date format.  The concentration and reporting limit fields are changed to text fields so that significant digit information is retained. However, in order to work with the concentrations as numbers instead of text, it is necessary to convert them to numbers. The following steps are suggested for the conversion. (Other versions of Excel may require a different method of converting text to numeric values.) 
14. Insert two columns into the Excel worksheet adjacent to the “Concentration” column. 
15. Copy the text concentration column into one of the new columns. This will retain the text version with its information on significant digits. 
16. In one of the cells of the second inserted column, type the number 1. 
17. Select the cell with the "1" and copy it. 
18. Select the copied concentrations. 
19. On the "Edit" menu, click "Paste Special", then under "Operation", click "Multiply".  (For Excel 2010, click the paste arrow in the clipboard box of the home tab, and click on Paste Special to get the dropdown menu with the Multiply option.) 
20. Click "OK". 
21. You can now work with the concentrations as numbers, but the numbers remain aligned at the left of the cells. They may be formatted to change their appearance. On the "Format" menu, click "Cells", select the "Alignment" tab, and change the horizontal alignment to "Right". This still retains the significant digit information. (In the “Format Cells-Number” tab, “Text” will still be highlighted, even though the column is now numeric. Changing the format to "Number" will cause the number of digits following the decimal point to be converted to whatever number of decimal places is selected. Other manipulations of the numeric concentration values may also result in loss of the significant digit information in the format. (The text version that was retained in step 20 provides significant digit information.) 
22. Delete the column containing the “1” from step 18. It is no longer needed.
23. Repeat steps 14 through 22 for the ReportingLimit column. 
24. To save the file in Excel format, on the “File” menu, click “Save As”. In the drop-down box labeled “Save as type”, select “Excel Workbook”. Change the file name in the “File name” drop-down box if desired. Click “Save”. 

