It is possible to export from Excel to a file in different formats. 

To do it, in Keybank program, go to File menu, and select the “Save as...” option.

Keybank accepts the format called “Formatted text (space delimited)(*.prn)”.

Before saving the file, they must be sure that all the content of the fields are fully visible, because the Excel program takes the width of the cells in the screen as the length of the fields to save.

The way to export from Excel to Keybank is saving the Excel sheet to this format. The file should look something like that:

(begin file)

Tom       Hanks       security    Hollywood

Robert    Redford     security    Washington

../..

(End file)

         1         2         3         4     

123456789012345678901234567890123456789012345678

To import this file in Keybank:

· They must go to import ASCII function 

      (Main menu/Utilities/personnel file/Import ASCII...)

· Select the file to import.

· In this screen select the order to import and the length, e.g. 

First Name - should be pos=1 length=10 characters, 

Last Name - should be pos =2  length=12, 

Department - pos=3 length=12,

City - pos=4 length=14.

They must be sure that all of the field positions are unique, because the import function finds the position of a field based on the sum of characters given in the previous positions. 

· For more information, press F1 key in the Keybank program to see in the Keybank help file how to import it.

