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After downloading data from EIM, use the “Result Reported Value Text” field instead of the “Result 
Reported Value Number” field if you want to preserve trailing zeros and hence, the original significant 
digits.  This field preserves the data exactly the way it was entered into the data entry spreadsheets 
(which are pre-formatted to preserve trailing zeros) or electronically transferred from Manchester 
Environmental Laboratory. 
 
Opening the Results.CSV file directly in Excel (by double-clicking it, the way we are used to) will 
automatically convert the “Result Reported Value Text” field to a numerical field.  Any trailing zeroes that 
are significant digits will then be lost.  To avoid this problem and to keep the “Result Reported Value Text” 
field as text, extract the CSV file from the ZIP file and open it in Excel using the following steps: 
 
 
Excel (2007 version): 
 

1. Open zip file and highlight the Result.CSV file. 
2. Click on the Extract icon and then extract the file to a place you can access it. 
3. Open Excel. 
4. Click the “Data” tab. 
5. In the “Get External Data” section (left side), click “From Text.” 
6. Navigate to your file and click “Import.” 
7. This will open the Text Import Wizard. 
8. Under “Original Data Type” choose “Delimited” and click “Next.” 
9. Under “Delimiter” check “Comma” and click “Next.” 
10. Scroll through the columns and highlight the “Result Reported Value Text” field and then choose 

“Text” under “Column data format.” 
11. Click “Finish” and save the worksheet.  (Note, if you save as an Excel Worksheet in Office 2007, 

it will give the file an “xlsx” extension.  Office 2003 users may not be able to access all its 
features.  Consider saving it as an Excel 97-2003 Workbook.) 

 
 
Excel (2003 version): 
 

1. Open zip file and highlight the Result.CSV file. 
2. Click on the Extract icon and then extract the file to a place you can access it.  
3. Open Excel. 
4. From the Data menu choose > Import External Data > Import Data. 
5. Choose the you extracted to be imported. 
6. This will open the Text Import Wizard..   
7. Under “Original Data Type” choose “Delimited” and click “Next.” 
8. Under “Delimiter” check “Comma” and click “Next.” 
9. Scroll through the columns and highlight the “Result Reported Value Text” field and then choose 

“Text” under “Column data format.” 
10. Click “Finish” and save the spreadsheet. 

 


