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Instructions 
 

 

Note: To change 

Upper Case to Title 

Case your data 

must be in Excel 

.txt format.  Click 

here to learn how 

to convert to .txt 

format. 

 

Start Microsoft 

Word. 

 

Click on the File 

tab. 

 

Click on [Open]. 

 
 

 

 

The top line shows 

you where you are 

in the directory. 

 

Verify you’re 

looking at All 

Files. 

 

Click on the file 

you want to open 

(in this example, 

XYZ_COMPANY) 

then click on 

[Open]. 
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Press [Ctrl-A] to 

select all of the 

text in the 

document. 

 

 

 

 

 

 

The text will be 

highlighted. 

 
 

 

 
 

 

 

Click on the Home 

tab. 

 

Click on the [Aa] 

icon; you’ll see a 

drop-down list. 

 

From the drop-

down list, select 

Capitalize Each 

Word. 
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The text will now 

show each word 

beginning with a 

capital letter. 

 

(Some of these 

may not be in your 

dictionary so 

they’ll appear with 

a squiggly red line 

underneath – this 

isn’t a problem.) 

 
 

 

 

Click the File tab. 

 

Click on Save As. 
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You’ll see a 

window that shows 

the file path for 

your file. 

 

Ensure that you’re 

saving the file as 

Plain Text (this 

will save the file in 

“.txt” format). 

 

Click on [Save]. 

 

 

 

 

 

 

You’ll see a File 

Conversion 

window. 

 

Click [OK]. 
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Click on the File 

tab. 

 

Click on [Close]. 

 
 

 

You’re done! 

 

If you need assistance importing your sales lead data into your third party software, 

please contact a technical support specialist at 708-786-5565. 

 

 


