Full introduction to EXTRACT/GO at: http://www.lib.umich.edu/govdocs/stf3a.html
Steps to retrieve information from County Business Patterns CD-ROMs (1987 & 1988)

To begin:

· Insert the CD-ROM magazine into the drive. The computer will open a window with the F: drive, which you can close.

· Go to the Desktop and open the folder “Federal CD-ROMs”.

· Open the folder “County Business Patterns (C3.204_4)”.

· Open the folder for the CD-ROM you are using (example: “1987-88”).

· Double-click the application you wish to use.

Both GO and EXTRACT are text-only interfaces for retrieving data from the Census Bureau CD-ROMs. If you need data for a single county or state, GO is the easiest to use. If you need data for multiple counties within one state, or multiple states, or if you need a specific set of SIC codes, EXTRACT allows you to more finely select your data. 

To create a file using GO:

· Double-click “County Business Patterns - GO”.

· Use the arrows to navigate to the year you need and press the Enter key.

· Use the arrows to navigate to the state you need and press the Enter key (or just press the Enter key for the entire United States).

· Use the arrows to navigate to the county you need and press the Enter key (or just press the Enter key for the entire state).

· Use the arrows to select the industry you need by SIC code. If you would like an entire sector, choose a number with dashes after it. This will give you the data for all SIC codes within that category. For example, choosing “70-- Services” will give you the totals for that category, as well as the data for 7000, 7200, 7300, 7500…8400, 8600, 8900. Or you can select ---- for category totals. Press the Enter key.

· When you are looking at the data, use the up and down arrows to view the SIC categories and the Tab key to view the breakdown by employment size.
· If you discover that you have selected the wrong data set, use the Esc key to back up to the previous selection screen.

· When you have found the data set you need, press C to save the file. All three of the options can be opened using Excel (instructions follow). Use the arrows to select an output style and press the Enter key.

· Use the arrows and the backspace key to change the destination to D:\ and select a short and recognizable name for your file. Example: D:\orang87  (do not enter a file extension). Press the Enter key. Then press any key to acknowledge the message.
· You can use Esc to exit out of GO.

To create a file using EXTRACT:

· Double-click “County Business Patterns [whichever year] - EXTRACT”.

· Press any key to continue.
· If you need national or state-level data, use the arrows to select the “U.S. and State data” catalog for the appropriate year. If you need county-level data, use the arrows to select the “County data” catalog for the appropriate year. Press the Enter key. NOTE: In EXTRACT, you can select the file name next to the description.

· You will see an instruction sheet. Press the Enter key. 

· Select the subcategory you need. If you are in the “U.S. and State data” catalog, use the arrows to select either the national data or the data by state. If you are in the “County data” catalog, use the arrows to select the state you need. Press the Enter key. 

· At any time, you can use Esc to back up to the previous level. Be careful - if you hit it too quickly you may exit the program.

· At this point, you will be at the MAIN MENU. 

· Press 1 and press the Enter key to go to the “Select ITEMS” menu.

· Use the arrows to place an “X” in front of the data you will need. Typically, you will want the FIPS code for the counties (or for the states if you are in the State data catalog). You will also want the SIC code, Number of employees, Payroll, Number of establishments, and so on. If you accidentally place an “X” in front of data you do not want, use the arrows to navigate to the field name next to the “X” and press the Enter key. This should clear the “X”. When you have finished selecting the categories, press Esc.

· Press 2 and press the Enter key to go to the “Select RECORDS” menu. This is where you will “slice” the data set down to the specific regions and industries you need.

· Use the arrows to navigate to the FIPS code and type “S” if you would like to select specific counties within your state (in the State data catalog, this will allow you to select your states). If you would like to limit your SIC codes, type an “S” in front of the appropriate field name as well. Press Esc.

· Use the arrows to navigate to the units you wish to include. “J” will let you jump to a particular part of the list. “L” will let you search by the beginning of the labels. “W” will let you search by keyword within the labels. For each item you want to include (county/state or SIC code), type an “X” in front of the element. To select all the major industries, choose all of the SIC codes that end in two dashes (i.e. 15--). Press Esc when you are finished.

· Note that there is no easy way to remove an “X” here. If you make a mistake, use Esc to return to the MAIN MENU and proceed through “Select RECORDS” again. 

· Press 3 and press the Enter key to “Add LABELS” if you would like county/state or SIC labels. Use the arrows to select the element you would like to label and press the Enter key. Press the Enter key again when you have navigated to the way you would like the label to appear.

· Press 6 and press the Enter key to view your data. This step is helpful to make sure you have the data you expect to have before you save it. Use the arrows to navigate through your data. The name of each column appears at the bottom of the screen. Press Esc to return to the MAIN MENU, where you can reselect ITEMS/RECORDS to change your data set.
· When you are satisfied, press 8 and press the Enter key to “EXTRACT DATA to a file”. Enter the number corresponding to the file format you would like and press Enter. 
· Choose Y if you would like headings included with your data.

· Enter D:\ and your file name (keep it short!) to save your file. EXTRACT will automatically truncate your file name if it is too long. Do not enter a file extension. Example: D:\orang87. Press the Enter key to begin the extraction process.

· Press q and press the Enter key to quit EXTRACT.

To open your file in Excel:

· Open Excel (Start ( Programs ( Microsoft Office Excel 2003).

· Go to File and select Open…

· Change the “Files of type:” from “All Microsoft Office Excel Files” to “All Files”.

· Locate your file and click “Open”. Remember that the name may have been truncated to fewer characters.
· You may need to change the settings in order to have Excel recognize your file. There is a Data Preview that will help you see whether you are choosing the right delimiters. Use the Back and Next buttons to move between the options. 

· When the data appears in the proper format, click Finish.

· Go to File and select Save As…

· Change the “Save as type:” from whatever it is set on to “Microsoft Office Excel Workbook” (or whichever file type you prefer to work with). 

· Click “Save” to save your new file in the D:\ drive.
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