
 
Importing a 4HPlus! SQL Report into Microsoft Excel 

 
1. Build your SQL report request with the fields needed from the Members or 

Leaders screen in 4HPlus! and note that your file will be placed in the 
C:\CKV\4HPlus\WV\files subfolder.  The file name will be “4HPRpt.Txt”.  
Remember that every time you create an SQL report it will overwrite the existing 
report because it saves as the same name each time.  Close 4HPlus! after you 
build your request. 

 
2. Open Microsoft Excel then click on [File] [Open] then change your directory in 

the “Look In” window box to the C:\CKV\4HPlus\WV\files subfolder to select 
the “4HPrpt.Txt” file. 

 
   
 
 
 
 
 
 
 
 
 
 
 

 
 
3.   The import wizard will then open to set up the data coming into Excel.  Make sure the 
[Delimited] is checked then click on [Next]. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



4.  In step 2 of the wizard you need to check the [Other] box and place the tilda symbol in 
the box as seen below then click on [next] to go to step 3.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
5.  In step 3 you will see your columns and how they will look.  Click on [Finish] so you 
can make any other changes or add column headings then save.   
 
 
 



6. Below you will see the final version of your imported data from 4HPlus!  Make 
any changes such as adding columns or title, etc. then be sure and save. 

 
 


