
How to Transform CORE Data Extract Files in Excel (Drug and Alcohol 

Testing, Incentives & Sanctions) 

 

Initially Transforming Extract File(s) Using Drug and Alcohol Testing Data 

Navigate to the CORE Data Extract Page and select all sections you’d like to extract alongside 

the date range in the Data Extract filter (leave blank if you want all data entered for the program 

since its creation) and click Submit.  

 

All of your selections will be in zipped folders corresponding to what section of CORE it came 

from (Personal Information, Referral and Admissions; Progress Updates; or Discharge), with a 

folder for each individual section selected. Upon opening, the data is in a one row per instance 

format, with a record’s entire relevant data compressed into a single cell, with data points 

separated by indents that are made when the ‘Tab’ key is pressed. To separate the data points into 

columns: 

 

 



1. Highlight Column A 

2. Navigate to the Data tab 

3. Select “Text to Columns” 

 

 

 

4. Select “Delimited” file type, then Next 

5. Select “Tab” from delimiters 

6. Finish 

This process has Excel make a new column for every indent made by the ‘Tab’ key that is 

present in the data, which usually works seamlessly – however, if there happens to be an indent 

present somewhere in a text box in CORE, you may receive an error message stating that there is 

already data in the space you’re trying to expand into. If this is the case, search in Columns 

B/C/etc. to see where the expanded data is, and go about manually inserting it back into one cell 

in Column A, separated by ‘Tab’ indents. The data will remain compressed, so this is easily done 

by copying and pasting the contents of the adjacent column onto the end of the contents of 

Column A. 

• If the error is ignored and the process is completed, any data that was present in the 

adjacent columns will be overwritten! 

1. 

2. 
3. 



•   After clicking “Finish”, your data should now be separated into a one row per instance, 

one column per variable format1. From here, the data within the Excel sheet can be 

filtered by Test Dates, Test Types, Participant ID (which is the same as a record’s CORE 

ID), Test Outcome, etc. An extract should always have the first column be 

PARTICIPANT_ID, but be wary of confusing this ID with others in the data – for 

example, every drug or alcohol test instance has a unique ID attached to it, labelled 

“PARTICIPANT_PU_ALCOHOL_DRUG_ID” (Column F here).  

 

 

 

 

 

 

 

 

 

 

Filtering by Unique Instances – Incentives & Sanctions 

 
1 If more than one testing panel or detected substance has been selected, then there will be multiple rows present for 

one test – this is broken down more comprehensively in the Incentives & Sanctions section below! 



Filtering by Unique Instances Using Incentives/Sanctions Data 

Whenever CORE utilizes checkboxes to enter data, and multiple boxes are selected (for this 

example, multiple reasons for or outcomes from an entered incentive/sanction), the data will be 

separated into multiple rows for single instances – one row for every listed reason, as well as 

every incentive/sanction. 

For example, if a sanction instance has Reasons A and B that resulted in Sanctions X, Y, and Z, 

there will be 3 rows present for both Reason A and B, resulting in 6 total rows for that single 

instance. 

Example of Excel formatting the above: 

Reason for Sanction Sanction Action Taken 

Reason A Sanction X 

Reason A Sanction Y 

Reason A Sanction Z 

Reason B Sanction X 

Reason B Sanction Y 

Reason B Sanction Z 

 

In order to filter by single, unique incentive/sanction instances in Excel, we must filter by the 

unique PARTICIPANT_PU_INCENTIVE/SANCTION_ID – again, be sure you’re not filtering 

by PARTICIPANT_ID, as that a participant’s CORE ID, which will almost always have several 

instances of incentives, sanctions, drug tests, and much more!  

1. Highlight Column F (PARTICIPANT_PU_INCENTIVE/SANCTION_ID) 

2. Navigate to Data tab 

3. Select “Advanced” in Sort & Filter section 
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4. Keep “Filter the list, in-place” selected 

5. Select “Unique records only” 

6. OK 

 

Your data will now be filtered by single 

sanction/incentive instances! The Participant ID of each 

sanction/incentive will be in Column A, which can allow 

for filtering to determine a single participant’s 

incentives/sanctions ratio, as well as determining their 

total number or finding the average ratio program-wide. 

This same process can apply to drug and alcohol tests 

that had multiple checkbox selections in CORE (more than one testing panel, more than one 

substance detected, etc.) – the PARTICIPANT_PU_ALCOHOL_DRUG_ID should be filtered by 

Unique records only, and you’ll receive the number of unique tests entered. 

 

 


