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STEP-1 
TO DOWNLOAD LIST OF PRE-2016 CASES TO BE REVISED UNDER 7th CPC  
 

 
 
 
After LOGIN CLICK ON Sl.No 20 (7th CPC Pre-2016 Revisions (Summary & List) ) 
 
STEP-2 
Following screen will open once clicked on Sl.No 20 (7th CPC Pre-2016 Revisions (Summary & List) ) 

 
Under Pending Column of Report Click on the Link shown in Red Circle above 
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STEP-3 
After Click a window will open to save .txt File 
 

 
In this case we have clicked for PAO 075305 so the text file will be 075305.txt, save the file in desired 
location. 
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STEP-4 
Once the File is downloaded open MICROSOFT EXCEL  

 
BY DEFAULT A BLANK SHEET IS OPENED 
 
STEP-5 
CLICK ON DATA TAB TO IMPORT CSV (TXT) FILE 

 
 
AFTER OPENING DATA TAB CLICK ON FROM TEXT 
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STEP-6 
Select the File from the folder where you have downloaded the .txt file 
 

 
Click on Import  
 
Import wizard screen will open (Step 1) 

 
Choose Delimited and Click Next 
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Import wizard (Step 2) 
 

 
Select  Comma under Delimiters and click on next 
 
Import wizard (Step 3) 

 

SCROLL BAR 
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Scroll to the end Column under Data preview then press Shift key without releasing shift key use mouse and 
click on DDO CODE Column and your screen should look like below 
 

 
 
After selecting the data click choose Text under Column Data Format and then Click Finish 

 
STEP-7 
Following screen will appear once Finish is clicked 
 

 
 
Click on OK to start Import of data 
 
  

Use Shift Key and Mouse 
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After Successfully importing data you’re your excel sheet will be filled like the screen below now you can 
save this excel file for your usage 
 

 
 
STEP-8 
Save the file  

 
 
This is how you can convert CSV(txt) file into excel 


