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How to use the sample .csv file in Excel and retain leading zeros:

Open the Sample .csv
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Click on the left corner of the excel spreadsheet (highlighted in yellow below)
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Once the all the cells are highlighted, go up to the drop-down arrow where it says ‘General’ :
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From the drop-down, change it from ‘General’ to ‘Text’:
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Now you can begin to enter your precode information, and the leading zeros will be retained in the

column.
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