
Guide to export data from Talentech’s systems to Excel 

Here is a guide on how to export data from Talentech’s different products to Excel, which makes it a lot 

easier to work with  

OBS! In order to benefit from this approach, please make sure to structure your questions in Talentech’s 

systems in the following way: 1. / 1,1. 

OBS!! It is not recommended to use full stops in your questions (in the text) as this is used as a tool to sort 

the different questions. 

The guide reflects on how to approach your Excel sheet after exporting from Talentech’s systems to Excel: 

Step-by-step guide:   

1. Remove/unmerge ‘Merge and Center’ in row 1 

2. Assign filter on row 2  

3. Click on ’C’ in column C, so this column is highlighted → Afterwards, right click on ‘C’ and click on 

‘Insert’ → a new column will now be inserted in column C that also contains the filter option  

4. Assign a title for your new column C → this could be ‘Question def’ for instance 

5. Highlight the first question in column B (row 3) and click on ctrl+shift + arrow down (see 

screenshot) 



 

 

6. Click on the tab ‘Data’ in the Ribbon bar (see screenshot) 

 

 

 

7. Click on the section ’Text for Columns’ (see screenshot) 

 

8. Tick off the box for ‘Delimited’ if this box is not already checked as default, followed by clicking 

‘Next’ (see screenshot) 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 



9. As we want to sort the order of the questions based on grouping the answers that belongs to the 

same question, we choose the option ‘Other’ and insert a full stop in the empty box, followed by 

clicking ‘Next’ (see screenshot) 

 

 

 

10. Make sure to double check that the destination is correct – this should be ‘$B$3’, followed by 

clicking ‘Finished’ (see screenshot) 

 
 

 



11. Go to column B ’Questions’ and click on the filter icon. Here, you choose the option ‘Sort Smallest 

to Largest’ 

 

12. Go to column A ’Answered by’ and click on the filter icon. Here, you choose the option ‘Sort A-Z’ 

 

After following this guide, you set of data in Excel will now appear as follows:  

 
 

Please notice that including a full stop in the middle of a sentence may influence the order of the 

questions, as we have sorted the questions based on full stops. Therefore, try to avoid using full stops in 

the actual text of your questions and only limit the use of full stops when structuring your questions in 

Talent Manager ‘1. / 1,1.’.  

 

 

 


