If leading zeroes are being dropped on SSN, FEIN or Account Number, do the following: Select the column that is dropping the leading zeroes.
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Right Click the column and select Format Cells.

Calibri ~/11  ~ A" A7
Al B I =D-A-H
A B C |
1 |sSN | X Cut uf
| bl \
2 10123 E3 Copy
3 ‘II! Paste Options:
4 .
5 O
6 Paste Special...
7 | Insert
8 - Delete
9 5
10 Clear Contents
11 Format Cells...
12 Column Width...
13 Hide
L — Unhid:
15 Unhide
| S S

Select Custom from the menu. Directly under Type:, indicate the number of digits required by typing a zero for each digit.
For example: A social requires 9 digits, so you would type 000000000.
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Type the number format code, using one of the existing codes as a starting point.
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