How to Open a TXT document in Word.

1. Open Word.
2. Go to the Window Icon and then Open (or in older versions File — Open).
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3. Browse out to where you saved the file on your computer. (You will need to ch
down to All Files in order to find the .txt file.)
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4. If you get the pop up window, select Windows and hit the Ok button.
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Select the encoding that makes your documer readable.
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5. The document will open in Word, but you will still need to do some formatting. Hit the Ctrl button on your
keyboard and the A key at the same time; this will "select all" of the data.

6. Under the Insert tab, roll over the Table icon.
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7. Select the Convert Text to Table option.

8. When you get the pop up window, make sure Tabs is selected and hit the Ok button.
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9. The data will automatically organize in appropriate columns.
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