STEPS TO IMPORTING .csv or .txt file with Microsoft Excel
Revised September 2019

In order to edit a .csv or .txt file, the file must first be imported into Excel. Do Not OPEN a CSV or TXT file by

double clicking on the file. Once the corrections have been made, the file will need to be saved again as a CSV
(Comma Delimited) (*.csv).

Below are separate instructions for each version of Excel on how to IMPORT a .csv file.
A. Microsoft Excel 2007-2013

B. Microsoft Excel 1997-2003

Using Microsoft Excel 2007, 2010 and 2013

NOTE: The steps below will work with the 2007-2013 Versions of Excel, though the program look and feel may
be slightly different.

1. Open a blank Excel spreadsheet.
2. Select the Data tab from the top on the screen.
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3. In the Get External Data group, click From Text.
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4. Browse to find the file (.csv or .txt) and click the Import button.
Note: If the file does not appear; make sure All Files (*) is selected from the file drop down.
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5. The Text Import Wizard will appear. The Delimited radial button is already selected. Click Next.
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Text Import Wizard - Step 1 of 3 (2

The Text Wizard has determined that your data is Delimited.

If this is correct, choose Mext, or choose the data type that best describes your data.
Original data type
Choose

type that best describes your data:
- Characters such as commas or tabs separate each field.

() Fixed width - Fields are aligned in columns with spaces between each field.
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6. Check the Comma checkbox. Leave the Tab box selected. Click Next.

NOTE: The data in the preview window should display in columns if the correct delimiter (tab or comma) is
selected.

Text Import Wizard - Step 2 of 3 P =

This screen lets you set the delimiters your data contains. You can see how your text is affected in the preview
below.
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7. Select all of the data in the Data preview window by using the scroll bar underneath. Only the first column is

currently selected.

Text Import Wizard - Step 3 of 3

This screen lets you select each column and set the Data Format.
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Scroll to the very last column, click the SHIFT key on your keyboard and click on the last column. This will

select all of the data.

8. Change the data format to text by selecting the Text radial button

have the Text heading.

Text Import Wizard - Step 3 of 3

This screenlets you select each column and set the Data Format.
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Text Import Wizard - Step 3 of 3

Column data format
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This screen lets you select each column and set the Data Format.
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. Click the Finish button. All columns should



9. The Existing worksheet: can be left selected as the worksheet the data will be imported into. Select OK.
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Tip: To Replace Column Headings with numbers instead of letters (Optional):
Microsoft 2007: Click the “Office” button, then Options, then Formulas = R1C1 Reference Style

Microsoft 2010 and 2013: Click the “File” Tab, then Options, then Formulas = R1C1 Reference Style
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Saving Corrections

Once the file has been imported into Excel, the data can be reviewed for accuracy, corrections can be made or records
can be deleted.

Follow the steps below to save the file as a .csv (comma separated value) when changes have been completed.

1. Click on File (in 2007 click on the “Office Button”) and choose Save As from the menu. M
= save

Save As
|5 Open
[ Close
2. Within the Save As window choose the folder/location where the file will be saved.
3. Click on the dropdown arrow at the end of the Save As Type option and choose CSV (comma delimited).
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Excel Workoook (“xis)

Excel Macro-Enabled Workbook (*sm)

Excel Binary Workbook (“alst)

Excel 97-2003 Workbook (“as)

XML Data (“ami)

Single File Web Page (“mht;*.mhtm)

Web Page (*htm;".htmi)

Excel Template (“aitx)
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PDF (* pof)
XPS Document (*xps)
OpenDocument Spreadsheet (*.ods)




4, Click Save.
5. Two warning messages from Excel will display. Click OK and YES
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Microsoft Excel

99-5999_STUDENT_200907271031.CSV may contain features that are not compatible with CSV (Comma delimited). Do you want to keep the
workbook in this format?

Microsoft Excel

The selected file type does not support workbooks that contain multiple sheets.

)
! \ +To keep this format, which leaves out any incompatible features, dick Yes.
. 7o save orly the active sheet, cick OK. =" +To preserve the features, cick No. Then save a copy in the latest Excel format.

~ eTosave all sheets, save them individually using g different file name for each, or choose a file type that supports multiple sheets. «To see what might be lost, dick Help.
Cancel < Yes > No Help
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6. When closing the file, Excel will ask if changes need to be saved. Click the Don’t Save.
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Using Microsoft Excel 1998-2003

Open the Excel Program.
Select the Data tab on the Ribbon at the top on the screen. Get External Data Import Text File.

In the “Get External Data” group, click Import Text File.
Browse to find the file (.csv or .txt) and click Open. Be sure to look for All files.
The Delimited radial button should be selected. Click Next.
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Text Import Wizard - Step 1 ot 3

The Text Wizard has determined that your data is Delimited.
If this is correct, choose Next, or choose the Data Type that best describes your data.

Original data type

Choose the file type that best describes your data:
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If the data in the Preview window is separated by commas (not displaying in columns
checkbox. The Tab box does not need to be deselected. Click Next.

) check the Comma

NOTE: The data in the preview window should display in columns if the correct delimiter (tab or comma) is

selected.
Text Import Wizard - Step 2 of 3
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7. Select all of the data in the Data preview window by using the scroll bar underneath
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currently selected.

Text Import Wizard - Step 3 of 3 ? 0=

This screen lets you select each column and set the Data Format.
Column data format
@ General
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. Only the first column is

Scroll to the very last column, click the SHIFT key on your keyboard and click on the last column. This will

select all of the data.

8. Change the data format to text by selecting the Text radial button. All columns should have the Text heading.

Click the Finish button then Save.
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Follow Step 9 from previous instructions for the later versions of Microsoft Excel to complete the import.

Tip for Microsoft Excel 1998-2003: To replace Column Headings with numbers instead of letters (Optional):

Select Tools > Options. In the General tab, check R1C1 reference style.
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P Preferences

° View Set(ings/

® save ™ RI1C1 reference style 1 Prompt for workbook properties

® Caiculation ==

® Edit ] Provide feedback with sound

m [_] Confirm launching applications in Open and New

® Compatibility =

® Custom Lists # Recently used file list: 4 | 2] Entries

® Chart

® Color Measurement units: | Inches [ Web Options...

® Security

® Error Checking N
Sheets in new workbook: 3 -
Standard font: Verdana @ Size: 10 @
Default file location: ( Select...
Alternate startup file location: Select...
User name: Sue Oppliger

E Show Project Gallery at startup

R1C1 reference style

Changes the reference style of row and column headings and cell references from Al style to R1C1 style. In Al
style, columns are labeled alphabetically, and rows are labeled numerically. In R1C1 style, both columns and rows
are labeled numerically.
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