Importing *.csv formatted data into Excel

By using Excel's text import wizard, you can ensure data in *.csv is correctly imported into

Excel
1. Download and save your *.csv file to your chosen location.
2. Start Excel with a blank workbook open.

3. Select 'Data’ on the ribbon, and then 'From Text'. (If the menu options are greyed out
this could be because you do not have a workbook open).
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4. Browse for the *.csv file you want to open, and click 'Import'.
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5. Inthe Text import wizard, ensure the 'Delimited’ option is selected. Click Next.
Text Import Wizard - Step 1 of 3 ? x

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:
di - Characters such as commas or tabs separate each field.

D Fixed width - Fields are aligned in columns with spaces between each field,

Start import at row: |1 =| File grigin: | MS-DOS [PC-8) ~

|:| My data has headers.

Preview of file ChiUsers\Rob.Ellis\Downloads\test-file.csv,

Cancel Finish

6. Inthe delimiters section, tick 'Comma’. The text qualifier box should show the
double-quote symbol. Click Next.

Text Import Wizard - Step 2 of 3 ? >

This screen lets you set the delimiters your data contains, You can see how your text is affected in the
preview below.

Delimiters
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[] semicolon [] Treat consecutive delimiters as one

Comma
E; Text gualifier: RN
Space

|:| Other:

7. Mark every columns as "Text'. The first column only will initially be highlighted.
Move the horizontal cursor as far as it will go to the right; then, holding the shift key
down, click the very last column heading. You should now have every column
highlighted. Click the "Text' data format. It will now say 'Text' in the header of every



column. Click Finish.
Text Import Wizard - Step 3 of 3

This screen lets you select each column and set the Data Format.
Column data format

‘General’ converts numeric values to numbers, date values to dates, and
all remaining wvalues to text.
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8. It may ask you 'Where do you want to put the data?'. It will allow you to click into
any cell on the blank worksheet to determine where the data should go. Click 'OK' to

proceed.
9. The data should now appear in the spreadsheet. Where column headings are included

these will appear in the top row



