
 

 

 
File Layout 

 

FIELD NAMES 

Profession 

License_Number 

Temporary (Y/N) 

Last_Name (or Establishment Name) 

First_Name 

Middle_Name 

Title 

Address_Line1 

Address_Line2 

City 

State 

Zip 

Zip_Extension 

Original_Issue_Date  

Expiration_Date  

County (For Iowa 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 

 

 

 

 

 

 

 

 

 



 

 

 

 

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 

4)  Choose delimited 

 

  



 

5)  Choose Comma 

 
 

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 

3)  Click on Create 

 

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

5)  Click on Active Window 

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). 

8) Choose Plain text (If prompted) 

 
  



 

9)  Click on Edit Main Document 

 
  

10)  Add Fields as desired on  

       document. 

 
  

11)  Click on Merge 
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	State
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