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Step 1: 
 
 
Right click the CSV file. 
 

Step 2: 
 
Rename the file and save it in a 
folder on your computer. 
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Step 3: 
 
Click Next. 

Step 4: 
 
 
 
Click Next. 
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Step 5: 
 
 
Click Finish. 

Step 6: 
 
The CSV file has now converted to 
MS Excel format. 
 
To auto column fit the 
spreadsheet, click the blank cell 
address above “1” and to the left 
of “A”. 

Step 7: 
 
The spreadsheet is highlighted. 
 
To auto fit columns between any 
cell letter (A, B, C, etc) double 

click when you see a  sign. 
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Step 8:  
 
The columns should auto format. 

Step 9:  
 
Save the file.   
 
Navigation: File > Save As >  
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Step 10:  
 
Name the file. 
 
Change the ‘Save as type:’ to 
Microsoft Office Excel Workbook 
(*.xls) 
 
Click Save. 
 
 

 
 
 
 
 

 


