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Converting a ‘.csv’ File to an ‘.xls’ File 

 
Introduction This guide provides the procedures for how to convert files in a comma 

separated or pipe separated (.csv) format to an .xls format. 

 

NOTE:  Unlike performing a Save As from .csv to .xls, this process 

retains formatting such as not dropping zeros at the beginning of numbers 

like zip-codes or Department IDs.  

 
 

 
Procedures See below. 

 

Step Action 

1 Open EXCEL and select a new Blank workbook.  

 
 

2 Navigate to the Data tab and click From Text/CSV. 

 
 

 

Continued on next page 
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Converting a ‘.csv’ File to an ‘.xls’ File, Continued 

 

Procedures, 

continued 
 

 

Step Action 

3 A new window will open – ensure All Files is selected then locate the file to 

be converted.  Double-click the file name or click Import. 

 
 

4 Another window will open. Click Transform Data. 

 
 

 

Continued on next page 
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Converting a ‘.csv’ File to an ‘.xls’ File, Continued 

 

Procedures, 

continued 
 

 

Step Action 

5 The Power Query Editor will open. Click ‘X’ Changed Type under Applied 

Steps.  

 
 

6 Select Close & Load.  

 
 

 

Continued on next page 
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Converting a ‘.csv’ File to an ‘.xls’ File, Continued 

 

Procedures, 

continued 
 

 

Step Action 

7 Review the spreadsheet.  

 
 

8 Remember to SAVE new file as an .xls!!! 

 
 

 

 


