File Layout

FIELD NAMES

Profession

License Number

Temporary (Y/N)

Last Name (or Establishment Name)

First Name

Middle Name

Title

Address Linel

Address Line2

City

State

Zip

Zip_Extension

Original Issue Date

Expiration_Date

County (For lowa addresses only)

Birth Date

Phone

Gender

Discipline (Y/N)

Certification(s) (if there are multiple certifications, they are
separated by a semicolon “;”)

Optometry:

TPA = Therapeutically certified optometrist

DPA = Diagnostically certified optometrist




County List

1 aAdair 26 Davis 51 Jefferson 76 Pocahontas
2 Adams 27 Decatur 52 Jlohnson 77 Polk
3 Allamakes 28 Delaware 53 Jones 78 Pottawattamie
4  Appanoose 29 Des Moines S4  Keokuk 79 Poweshiek
5 Audubon 20 Dickinsan 55  Kossuth 20 Ringogold
6  Benton 31 Dubugue 56 Lee 81 Sac
7 Black Hawk 32 Emmet 57 Linn 22 Scott
8 Boone 33 Fayete 58 Louisa 83 Shelby
9  Bremer 24 Floyd 59 Lucas 84 Sioux
10 Buchanan 35 Franklin B0 Lyon 25  Story
11 Buena Vista 26  Fremont 61 Madison 26 Tama
12 Butler 37 Greens 62 Mahaska 87 Taylor
12 Calhoun 38 Grundy 63 Marion 88  Union
14 Carmoll 39 Guthrie G4  Marshall 29 “an Buren
15 Cass 40 Hamilton 65 Mills 90 ‘Wapello
16 Cedar 41 Hancock 66 Mitchell 91 ‘Warren
17 Cerro Gordo 42 Hardin 67 Monona 92  \Washinghon
18 Cherokes 43 Harrison 628  Monroe 03  Wayne
19 Chickasaw 44 Henry 69  Montgormery 04 \Wwebster
20 Clarke 45 Howard 70 Muscatine 95 Winnebago
21 Clay 45 Humboldt 71 O'Brien 26 ‘Winneshiek
22 Clayton 47 Ida 72 Osceola 97  ‘Woodbury
232 Clinton 42 Iowa 73 Page o8 Warth
24 Crawford 49 Jackson 74 Palo Alto 09 Wright
25 Dallas 50 Jasper 75 Plymouth
Examples of how to use the file
In Microsoft Excel:
1) File | Open
2) Change the File Type to (All files *.*)
3) Locate where you downloaded the file
x|
The Text Wizard has determined that wour datais Fixed Width,
IF this is correct, choose Next, of chaose the data bype that best describes your data,
Criginal data byp
Chaose the file bype that best describes wour data;
(+ fHiciimied: - Characters such as commas or kabs separate each field,
" Fixed width - Fields are sligned in columns with spaces between each field.
Startimportatrom: |1 = Fleorigne | Windows (ANST) -

4) Choose delimited

Presview of file C:\at3192004 kxt.

=

|1l Profession®, “Lice:
"ATHLETIC TRAINER", "
"ATHLETIC TRAINER",!
"ATHLETIC TRAINER" "
"ATHLETIC TRAINER", "

SR

nse Number!,"Last_Name®,"First Middle Name!," ij
00311", 'REERT" 2404 C.',"", "2804 FLEUR DR

00312, "RAUSCH", "DELER" "',
00313", "MARREEL", "ERANDON D_", ", "4201 DEN
00314, MCANALLT", “HEATHER', "*, 4215 LEAVE] .|

304 MAIN ST.",

|

Cancel

| ]

r

Ansh |




Text Import Wizard - Step 2 of 3 i x|

This screen lets you set the delimiters wour data contains, You can see
hiaw your text is affected in the preview belaw,

 Delimiter
I~ iab! I Semicolon ¥ Comma

[~ Space [ other: l_ Text qualfier: E j'

[™ Treat consecutive defimiters as one

5) Ch C
Profession License Mumber Last Name First Middle Hame [Title|.t
THLETIC TRAINER 00311 EHRT EARM C_
THLETIC TRAINER o031z [PATSCH EREK
THLETIC TRAINER | 00213 MAPREEL ERANDON D.
THLETIC TRAINER 00314 FICANALLY HEATHER o I
: H

Cancel < Back i Mesk = I Finish |

6) Click on Finish

7) Now you can work with the columns in any way you desire.

In Microsoft Word:

1) Open the file you want to merge this information into.

2) Tools | Mail Merge
Jed

Use this checklist to set up & mail merge. Begin by choosing the Create
buttan,

=
1 Main document:

Create ~

- 2 Data source
3) Click on Create L

3
= Merge the data with the document

Metge,,

Cancel

4) Choose which type of document you want to create.
Microsoftword

l‘? Tio create the mailing labels; you can use the active document window Dacume
g a new document window,

5) Click on Active Window

Hew Main Docurment |

6) Under Data Source — click on Get Data | Open Data Source

7) Locate the file you just downloaded (Change the File Type to Text Files (*.txt)

to locate the file).

Choose the encoding to use for loading this File:

8) Choose Plain text (If prompted)

Prewview:



9) Click on Edit Main Document

10) Add Fields as desired on

document.

11) Click on Merge

Microsoft Word L x|

”‘:)- Wwiord Found no merge fields in your main document, Choose the Edit Main Document
butkon ko insert merge figlds into vour main document,

_File: Edit Wiew Insert Format Tools Table Window Help Acrobat

|
DeEHs sy =R o - 2

|

BB
J Inserk Merge Field = | Insert Word Field +

| Prafession

<-;;3||< 4 |1 | v »

License_Murmber
Last_Marme
:First_Midd.Ie_Name -
Title

Address_Linet
Address. Line?

iy

State

Zip

Zip_Extension

Origingl Issus._Date
Expiration_Date
Colnty

Birth_Diate -

Phorie

Gender

Discipline

Certification

b Setip. .
T — | Selup el |
rRecords ko be merged

@ gl From: | To: Check Errors. ., |

Query Options... |

“ihen merging record
@ Dot print blank lines when data Fislds are empty.
1 print blank lines wher data fields are empty,

Mo-guery options have been set,



	Profession
	State
	 

	Examples of how to use the file 


