Converting an XLSX spreadsheet into CSV format

Navigate to the spreadsheet that you want to convert and open it.
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With the spreadsheet open, go to the File menu and select Save As.

Offers - Excel
Insert Page Layout Farmulas Data Review View Help Acrobat Q Tell me what you want to do
alla - - e
0 Jb Cut Calibri S AN E=a & BwepTet Text . r
Past: B Copy ~ G d' |
aste . . Pl ===]|e=3= . . €0 00 onditiona
-~ Format Painter B Iy Q-h- SE=EE|EE Merge & Center G e Formatting -
Clipboard ] Font 1 Alignment ] MNumber ]
M1 - £ || PURL/URL
A 1 B 1 C 1 D 1
1 |Title Classification Type Document Number Multiple pieces
2 |Transportation and the elderly : a selected bibliography SuDoc HE 23.3011:T 68 No
3 |A guide to planning your retirement finances : a guidebook SuDoc ¥ 4.AG 4/2:R 31/10 No
4 |Acomodaciones en el empleo para la fuerza laboral de edad madura  SuDoc L41.17:AG 4/5PAN No
5 |Progress report on Alzheimer's disease SuDoc HE 20.3852:AL 9/2/1992 No
& |Progress report on Alzheimer's disease SuDoc HE 20.3852:AL 9/2/1994 No
7 |NIA annual report SuDoc HE 20.3851: Yes
a

Info

Offers

OneDrive - Government Printing Office (GPO) »

Protect Workbool

é’ Control what types of chan
Protect

Workboolk ~




Converting an XLSX Spreadsheet into CSV

Navigate to the folder where you want to save the new file. Next, click the downward arrow at the end
of the Save as type: box to see the drop-down menu.

File name: | v|

Save as type: | Excel Workbook

Select “CSV (comma delimited)”

File name: | Offers »
Save as type_C5V (Comma delimited) ~
Click Save.

You should now have 2 files: one in CSV format and one in XLSX format. The file shown below with the
type “Microsoft Excel Comma Se...” is the CSV file. Yours may display differently based on your
computer settings, but there should be an indicator showing that it is CSV or comma separated values.
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