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Quality Council for Trades & Occupations

TUTORIAL TO DOWNLOAD AND OPEN QCTO DATABASES FROM THE WEBSITE

A QCTO database is available as a CSV file. See example below.
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@ Hide fields T Filter B Group 4t Sort =t

QUALIFICATION TITLE
Occupational Certificate: Aalim
Occupational Certificate: Access Control Officer

o] i Certificate: Adhesive Binding Machine Operator

Occupational Certificate: Adult Literacy Teacher

Occupational Certificate: Aids to Navigation Technician

Occupational Certificate: Air Conditioning and Refrigeration Certificate Of Conf...

Occupational Certificate: Air Conditioning and Refri ion C i Verifier

Occupational Certificate: Air Conditioning and Reffi

Occupational Certificate: Air Conditioning and Refrigeration Systems Pipework ...

Occupational Certificate: Air Conditioning Filtration Equipment Worker

Occupational Certificate: Aircraft C 1t Mai hani
Occupational Certificate: Aircraft Maintenance Mechanic

[ i Certifi Aireraft
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@ RESOURCES %} JOIN US

* | NQF LEVEL MIN CREDITS
6 549
3 25
3 115
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o Qualifying a skilled and capable workforce since 2010
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v Learnerships RegNo + Attachments

o Search ‘

S conmacrus @ PROCUREMENT

@ Download CSV _A” View larger version

This CSV file can be opened in Microsoft Excel. Just make sure that you set the field (column)
delimiter to a ‘comma’, so the table displays properly. If you are not used to doing this, here
is a simple tutorial.

Depending on your computer’s Excel Regional Settings, your default delimiter/separator may
be a semicolon (;), a tab or even a space, instead of a comma. If a comma is not used, when
you open a CSV in Excel, you may find that the fields are clustered into a single column.

You can do one of two things to resolve this:

Option 1: Change the default regional settings in the Windows Control Panel. This will set
the delimiter to a comma for all CSV files you open.

1.
2.
3.

Click on the Windows/Start button.
Select Control Panel.

Select Region and Languigy

g Region and Language

Change location Change the date, time, or number format

Change keyboards or other input methods



4. Click on Formats Tab, then on Additional Settings

' & Regionand Language X
\ Fomats | Location | Keyboards and Languages | Admiri

Format:

[English (South Africa) v ]
Date and time formats
Short date: |ddd dd MMM yyyy -
Long date: [dd MMMM yyyy v]
Short time: [hh:mm tt v]
Long time: [hh:mm:ss it v ]
First day of week: [Sunday v]

What does the notation mean?

Examples
Short date: Wed 28 Jul 2021
Long date: 28 July 2021

| Short time: 10:59 AM

Long time: 10:59:31 AM /

Additional settings...

Go online to learn about changing languages and regional formats

OK I Cancel Apply

5. Locate the List separator field and change the full stop (.), semi-colon (;) or other
character to a comma (), then click Apply, then OK

“¥ Customize Format |i‘
| Numbers [ currency | Time | pate |
Example
| Positive: 123 456 789.00 Negative: -123 456 789.00
Decimal symbol: . v
No. of digits after decimal: IZ vl
Digit grouping symbol: M
Digit grouping: [123 456 789 v]
Negative sign symbol: - v
Negative number format: [-1.1 v]
Display leading zeros: [0.7 v]
List separator: . 7
Measurement system: [Metric V]
Standard digits: 0123456789 -
Use native digits: [Never v]
Click Reset to restore the system d‘ey/fettings for /
numbers, currency, time, and date.
[ ok ][ cancel |[ appy |




Option 2: Change the way a specific file opens in Excel, using the Data to Text function

1. Download the CSV file to your computer but do not open it.
2. Open a new worksheet in Excel, click the Data tab, then From Text.

~

FILE HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW ACROBAT
> - 2] connections | o [ZTR Clear |
B0 B | B |G |am VI |
Properties eapp
From From From From Other Existing Refresh ; z| sort Filter A Te
Access Web Text Sources~  Connections | All~ Edit Links Vo Advanced | o
\ Get External Data Connections Sort & Filter

3. Find and select the CSV file then click Import

@ Occupational Certificates-1 Microsoft Excel Comma Separated Values File  +
< n »
File name: Occupational Certificates-1 \ [Text Files ']
Tools ~ Import |V] l Cancel l

4. The Excel Wizard will bring up a screen showing all fields merged into one column.

Text Import Wizard - Step 1 of 3 |-

The Text Wizard has determined that your data is Fixed Width.

If this is correct, choose Next, or choose the data type that best describes your data.
Original data type
Choose the file type that best describes your data:
() Delimited - Characters such as commas or tabs separate each field.
ixed widthi

- Fields are aligned in columns with spaces between each field.

Startimport atrow: |1 | Fileorigin: | 65001 : Unicode (UTF-8) -]

[] My data has headers.

Preview of file C:\Users\dorothy\Desktop\Occupational Ceyzes-l.csv.

RUALIFICATION TITLE,NQF LEVEL,MIN CREDITS,SAQA QUAL ID,Learnerships Reg No,Attachments -
Pccupational Certificate: Aalim, 6,549,104796,, "Assessment Specifications Document.pdf (htt] \?\
Pccupational Certificate: Access Control Officer,3,25,110903,, "External Integrated Summatiy
Pccupational Certificate: Adhesive Binding Machine Operator,3,115,118119,,"Assessment Speci
Pccupational Certificate: Adult Literacy Teacher,5,198,101709,,"Qualification Document.pdf

Occuvational Certificate: Aids to Navigation Technician.4.55.112825.."Assessment Svecifica
1 | »

o o)
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5. Change Fixed width to Delimited, make sure that the File Origin is Unicode (UTF-8),
click on My data has headers, then click Next.



Text Import Wizard - Step 1 of 3

The Text Wizard has determined that your data is Fixed Width.

If this is correct, choose Next, or choose the data type that best describes your data.
Original data type

Choose the file type that best descri E
@ Delimited - Characters such as commas or tabs separate each field.

(©) Fixed width - Fields are aligned in columns with spaces between each field.

Start import at row: |1

data has headers.l:

Preview of file C:\Users\dorothy\Desktop\Occupational Certificates-1.csv.

File origin: 65001 : Unicode (UTF-8)
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6. Deselect all delimiters except for Comma (this must be the only delimiter selection).
Don’t change anything else — you will see that the fields are now in separate columns.

7. Click Finish

Text Import Wizard - Step 2 of 3

RUALIFICATION TITLE,NQF LEVEL,MIN CREDITS,SAQA QUAL ID,Learnerships R
Pccupational Certificate:
Pccupational Certificate:
Dccupational Certificate:
Pccupational Certificate:
Dccupational Certificate:

Aalim, 6,549,104796, , "Assessment Specificati
Access Control Officer, 3,25,110903,, "Externd

Adhesive Binding Machine Operator,3,115,1181§9,, "Assessment Speci
Adult Literacy Teacher,5,198,101709,, "Qualif]

Aids to Navigation Technician.4.55.112825..™

g No,Attachments -
s Document.pdf (htt; ‘?‘
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cation Document.pdf
ssessment Specifica
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Einish

(L2 )

Delimiters

[ 1ab

[”] Semicolon

N\

[7] Space
[7] Other:

Data preview

Text gualifier:

This screen lets you set the delimiters your data contains. You can see how your text is affected in the preview below.

["] Treat consecutive delimiters as one

[2]

RUALIFICATION TITLE QF LEVEL MIN CREDITS
Pccupational Certificate: Aalim 49

Pccupational Certificate: Access Control Officer S

Pccupational Certificate: Adhesive Binding Machine Operator 15

Pccupational Certificate: Adult Literacy Teacher 98

Occ‘uoational Cerc‘ificace: Rids to Navigation Technician 5

< m

[ Cancel I [ < Back ] [ Next > ] [ FEinish ]

8. Don't change anything on the import confirmation screen —

L9 (i

Select how you want to view this data in your workbook.

Import Data

E @ Table

PivotTable Report

I3 PivotChart

E Only Create Connection

Where do you want to put the data?
@ Existing worksheet:
=5A31|

() New worksheet

[] Add this data to the Data Model

7

J |

oK

[ Properties... ] ( Ganer) }

9. The database is now an Excel spreadsheet separated into columns. Save the file as an

Excel spreadsheet.

just click OK.



