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OverNet Computer Services 
Mechanic helpdesk query 

Exporting Mechanic Data Into CSV Files. 
 

 
The following procedure shows how to export the data fields from any ladder to a text file.  
 
In this example we are exporting the customer details.  However, the following procedure 
can also be used to export suppliers, ledgers, parts and vehicle data. 
 
 

 
From the Main menu select Maintenance (5) 
 

 
From the Maintenance menu, select Export (13) 
 
 



OVERNET:Soltec:soltec:faqs:Exporting data from Mechanic into CSV files.doc  Page 2 of 8  

 
From the Export menu, select Customers (1) 
 

 
In this example we will create a new format exporting all fields. 
Arrow down to Create new format and press enter. 
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This window will show all available fields. If there is an arrow at the end of the column 
heading called AVAILABLE, it means that there is more available field.  If the arrow is 
pointing down, press the page down key to view more. 

 
The selection columns show what fields are required, available and what is selected. 
If there is a red REQ next to the available field, this means that this field is required and 
must be selected. To select the available field highlight the field and press the insert key, 
the field will now be shown under the select field column. 
The criteria of the way the field are displayed can be adjusted by pressing the right arrow 
key to move to the selected column and highlighting the field to be moved. Press the M 
key and move the field to the desired place. 
 

 
Once you are happy with the field selected, press the X key to start the export. 
There is a number of formats in which the data can be exported, select whether the format 
is to be comma or tab delimited and if the first record is to include the header or not, when 
you are happy with the format, press enter to continue. 
In this example we have chosen the data format to be comma delimited and to have the 
first records to show the field headings. 
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The next window asks which way you would like the dates formatted, because some 
programs import dates in certain formats. To select the format required, press 1, 2, 3 or 4 
and then select the separator using the /, -, or the space bar. 
Your choice will be shown in the current date format field as you make your selection, 
when you are happy press enter to continue. 
 

 
The next window will ask for a file name to be used to save the data. 
By default it will place the file into the company directory with the ladder name. 
If you change this you must enter the filename and path in a DOS 8.3 format, this means 
that the file name must be no longer than eight characters and can not include spaces or 
non alphanumeric (!@#$%^&*) and must have a three character extension.  Press enter to 
continue. 
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When the export has completed a widow will show how many records where written and 
the file and path it was written to.  Press enter to continue. 
 

 
A window will prompt you saying that there have been changes to the export format and 
you will be asked whether or not you wish to save the new format. 
In this example, because it is a new format and we will want to use this format again, we 
will press Y to save. 
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Saving the format can be password protected, if you do not want to password protect the 
format press the escape key, otherwise enter your password and press enter to continue. 
 
 

 
The saved format requires a description, so you know what it is, type in a description and 
press enter to continue. 
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A window will show you that the format has be successfully saved, press enter to continue. 
 
 

 
Your save data format will now be displayed on the main window ladder. 
 
 



OVERNET:Soltec:soltec:faqs:Exporting data from Mechanic into CSV files.doc  Page 8 of 8  

 
 
 
Your exported data can now be opened in Microsoft Excel, Word, Access and other 
chosen third party programs for sorting, editing or mail merging. 
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