
Open STIOffice
Go to File (upper left)
Click on Report Mode and make 
sure the selections are correct.

Run your Rank report as if 
you are going to print it.

Click on the Printer icon 
when the report is run.

Click on the Export Tab

Select Drive C at the bottom.

Double click on Documents 
and Settings.

Find bpotrebic.SCOH and 
double click

Double click Desktop

In the file name area: use 6 
characters or less, then .txt

Click OK

Saving an STIOffice File into Excel



Click on Export Report

Cancel at this 
screen unless you 
want a paper copy. 
Cancel the report.

Open Excel

Click on File, Open

Use the drop-down to go 
to the Desktop.  

Click the drop-down to 
choose All Files

Find your file on the 
Desktop and double click 
to open in Excel



You should get a 
dialog screen like this. 

Find the first row of 
actual data (in this 
case row 7) and tell 
the wizard to start 
importing at that row.

Now click Next a 
couple times and then 
Finish for your last 
choice.

Now you can edit the 
spreadsheet as you 
want to.  If you want 
to delete a whole 
column, highlight it, 
right click in it, Delete.

Also notice that as you 
scroll down there are 
rows you’ll need to 
delete.

When you have it 
the way you want—
go to File, Save As, 
put a name in and 
choose Microsoft 
Excel Workbook from 
the drop-down list.


