
 

 

Formatting EPS Output Files in Excel 
 

1. Open Excel spreadsheet 

 

 

 

 

 

2. Highlight and delete query criteria 

  

 

 

 

 

 

 

3. Rename any header with a symbol (i.e. State/Province, High School 
Address: City, High School Address: Street Address 1) 

 

4. Format numbers 

a. Highlight all numbers 



 

 

b. Click on yellow exclamation point 

c. Select “Covert to Number”  

 

 

 

 

 

 

 

 

5. Filter 

a. Highlight Row 2 

b. Select the Data tab 

c. Click “Filter” 

 

6. Save & Share Report! 

 


