Quick Reference Guide
@ nformation Technolos Converting CSV to Excel

Processing Steps Screen Shots
Step 1:
Right click the CSV file. vl
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Step 2:
Rename the file and save itin a L iMy Dacuments
folder on your computer. i My Computer
My Network Places
o o on keee-lapep. ad. Fullerton, edu
4 LCD Report Issues Pending, «is
i’ myy captivabe projects on Scordett-lapep
|5 Report ID_FULLCDO4. s
4 table_esport.ds
4 Jeask_profiles. s
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Step 3:
Click Nex. 2]
The Text Wizard has determined that vour data is Defimitad,
IF this is correct, choose Maxt, or chooss the data bype that best describes your data,
Criginal data bype
Choose the fils bype that best describes your data:
o = Characters such as commas or tabs separate each field.
" Fixed width - Fields are aligred in columnes with spaces between each fisld.
Start import at ow: |1 =] Flegign: | 437:0EM United States ~|
Presview of file C:\Documents and Settingsikkee|DeskbopiReport ID_ FLLLCDO4 s,
£51 10036-Biological Scienceld="601l805"00riginal Budget:0="THEFD "0 .:I
252 LO03E-Bilological ScienceDd="€01805"0Ravised Budget:0="THEFD"0O=
282 N003E=Biological Sciencel="£01805"D5unmer Session Faculeyl="T]
£54 10036-Biological Seiencel="601805"D5unmer Sesgion Faculeyd="T]
255 N 0036-Biological Scisnceld="&01805"D5usmar Session FacultylD=*T] :I
A | Ll
Cancel < Btk I Nt > I Einish I
Step 4:
Click Next.

Text Import Wizard - Step 2 of 3 ﬂﬂ

This screen lets you set the delimiters your data containg, You can see
o your beot i affected in the preview below.

Delimiters
W 1ab ™ Semicolon ™ Comma

™ Space I_QH'H:I_ Texk gualifier: I—EI

[~ Tpeat consecutive delimiters as one

rData preview

10036-Biological Science FU60L1805" Priginal Budget: -'THIFI':I
10036=-Biological Science E"E01805" Revised Budget: =" THEFD
10036-Biological Science FU601805" Bummer Session Faculey F"THEFD
10036-Bicological Science FUE0L805" Puumer Session Faculty -'THIFI'_I
10036<Biological Science ES0180E" PBummer Session Faculcy R"THEFD .,.l'

L4 |

cancel | <pack |[Chet> ]|  Enen |
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Step 5:
Clle Flnlsh Text Impork Wizard - Step 3 of 3 ﬂ!l
This screen lets you select each column and set Columin data Format -
the Data Format. % Ganeral
‘General’ converts numeric values to numbers, date " et
vahpes to dates, and all remaining values to text,  pate: IMD-,- -
" Danot mport column (skip)
2] Coperal "
"S0LB0E" Priginal Budget: =" THEFL ;I
"601805" Revised Budger: =" THEFD
"G0LE805" Eusmer Session Faculty F"THEFD
"SOLBDE" Bummer Session Faculty m"THEFD _I
"601805" Fusmer Session Faculty ["THEFD|-|
1 =
Cancel < Back I | |
Step 6: % " A e ST S A | N R
The CSV file has now converted to L s i~ Al e i il
MS Excel format. SRR [ l-q".-u\-rhl.l:fl."s i L (1] [ mi e
R A Vimmtard & (OGS a (] [ ]
 — —
To auto column fit the spreadsheet, E o o e
click the blank cell address above — o
“1” and to the left of “A”. . —
I T y
0 ] [+ &
[i] (] [ L5 ]
e ——
I —
2 o 2 2
IR
[T < 1]
[ o
] L4

Step 7:
The spreadsheet is highlighted.

To auto fit columns between any
cell letter (A, B, C, etc) double click

when you see a cross icon ("l").
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Step 8:
The columns should auto format.

Step 9:
Save the file by going to File > Save
As.
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Step 10:
Name the file. savens )%
Savepp: (i Deshrop = @ -8 K L G - Toos-
Change the ‘Save as type:’ to My Cocments
. 9 . typ \_.5 i vy Computer
Microsoft Office Excel Workbook My Recert My Bistwcek Flaces
(*.xls) OO o on kee-kapp. ad. fulerton. edy
B NC0 Report Iisues Pendng,ds
@ mry captivake projects on Scordett-lapop
Click Save. Deskiep | [ ]Report 1D FULLCEOH. &
4 Jtable_sxpot, ds
,.) = Jtask_profles. ks
My Documants
My Compiiter
* Filis e ks -
m'i [reeenpepor [
Flaces Save 5 LvDe! | Microzoft Office Excel Workbaok (* k) - Cancel ,
-

ML Spreadshest (®.xmi)
L Dhatia (™ o)

Sirvghe Fibe Wb Page (* mbt; * mbbml)

Wik Page (* bk *.hbml)

T .5k} -
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