Saving a Item File as a CSV

1 Select all of the UPC's in the UPC column

Qlj o & cut AptosNarrow (Bod.. + 12« A A = == . 3, wrap Text v General
L™ O copy ~
paste e B I Uv Hv OvAv = Merge & Center v $v% 9 8

N4 = fx 3683036830

A B c D E F G H | J K L
uPC WMitem# Style Numbe Brand Name BrandType TaggingLocai Do the produ Do the produ Do the produ Do the produ Does the pro: If Yesin columr

3.68E+09 36830 ALEC TEAM National Bottom Y No No No No Eyelets.
3.68E+09 36830 ALECTEAM National Bottom| Yes a No No No No Eyelets.
3.68E+09 36830 ALEC TEAM National Bottom Yes No No No No Eyelets.
3.68E+09 36830 ALECTEAM National Bottom Yes No No No No Eyelets.
3.68E+09 36830 ALEC TEAM National Bottom Yes No No No No Eyelets.
3.68E+09 36830 ALECTEAM National Bottom Yes No No No No Eyelets.
3.68E+09 36830 ALECTEAM  National Bottom Yes No No No No Eyelets,
3.68E+09 36830 ALECTEAM National Bottom Yes No No No No Eyelets.
3.68E+09 36830 ALECTEAM  National Bottom Yes No No No No Eyelets,
3.68E+09 36830 ALECTEAM National Bottom Yes No No No No Eyelets.
3.68E+09 36830 ALEC TEAM National Bottom Yes No No No No Eyelets.
3.68E+09 36830 ALECTEAM National Bottom Yes No No No No Eyelets.
3.68E+09 36830 ALEC TEAM National Bottom Yes No No No No Eyelets.
3.68E+09 36830 ALEC TEAM National Bottom Yes No No No No Eyelets.
3.68E+09 36830 ALEC TEAM National Bottom Yes No No No No Eyelets.
3.68E+09 36830 ALEC TEAM National Bottom Yes No No No No Eyelets.
3.68E+09 36830 ALEC TEAM National Bottom Yes No No No No Eyelets.
3.68E+09 36830 ALEC TEAM National Bottom Yes No No No No Eyelets.
3.68E+09 36830 ALEC TEAM National Bottom Yes No No No No Eyelets.
3.68E+09 36830 ALECTEAM National Bottom Yes No No No No Eyelets.
3.68E+09 36830 ALECTEAM National  Bottom Yes No No No No Eyelets.
3.68E+09 36830 ALEC TEAM National Bottom Yes No No No No Eyelets.
3.68E+09 36830 ALECTEAM National Bottom Yes No No No No Eyelets.
3.68E+09 36830 ALEC TEAM National Bottom Yes No No No No Eyelets.
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2  Rightclick the selected area.

3  Click "Format Cells..."
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A2 @ fx 3683036830
A B Cc D

1 |UPC WM item# Style Numbe Brand Name
2 3.68E+09 36830 ALEC TEAM
3 3.68E+09 36830 ALEC TEAM
4 3.68E+409 36830 ALEC TEAM
5 3.68E+09 36830 ALEC TEAM
6 3.68E+09 36830 ALEC TEAM
7 3.68E+09 36830 ALEC TEAM
8 3.68E+09 36830 ALEC TEAM
9 3.68E+409 36830 ALEC TEAM
10 3.68E+09 36830 ALEC TEAM
11 3.68E+09 36830 ALEC TEAM
12 3.68E+09 36830 ALEC TEAM
13 3.68E+09 36830 ALEC TEAM
14 3.68E+409 36830 ALEC TEAM
15 3.68E+09 36830 ALEC TEAM
16 3.68E+09 36830 ALEC TEAM
17 3.68E+09 36830 ALEC TEAM
18 3.68E+09 36830 ALEC TEAM
19 3.68E+409 36830 ALEC TEAM
20 3.68E+09 36830 ALEC TEAM
21 3.68E+09 36830 ALEC TEAM
22 3.68E+09 36830 ALEC TEAM
23 3.68E+09 36830 ALEC TEAM
24 3.68E+409 36830 ALEC TEAM
25 3.68E+09 36830 ALEC TEAM
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Brand Type Tagging Local Do the produ Do the produ Do the produ Do the produ Do
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[ Format Cells.. %1

Pick From Drop-down List...

Bottom
Bottom
Bottom
Bottom
Bottom
Bottom
Bottom
Bottom
Bottom
Bottom
Bottom
Bottom
Bottom
Bottom
Bottom
Bottom
Bottom
Bottom
Bottom
Bottom
Bottom
Bottom
Bottom
Bottom

Bottom
Bottom
Bottom
Bottom
Bottom
Bottom
Bottom
Bottom
Bottom
Bottom

No
No

No
No
No
No

No
No

No
No
No
No



4

Click "Number"

AutoSave RTRIBT9VIC
ime Insert Draw Page Layout Formulas Data Review View Automate
TG Wk Cut Aptos Narrow (Bod... v 12« A A === v ab, Wrap Text v Scientific
[ copy v PR ekl A b
aste 2 Format I Uv v Ov A = — €= Merge & Center v $ v %
. Format Cells
. fx 3683036830
A B c D E Number  Alignment Font Border Fill
JPC WM Item# Style Numbe Brand Name Brardeypq. Category: Sample
36830 ALECTEAM National
36830 ALEC TEAM  National General
36830 ALECTEAM National | | SEEE0D
36830 ALECTEAM  National Currency
36830 ALECTEAM National 2 : A
Decimal places: 2
36830 ALECTEAM National Accounting P Y
36830 ALECTEAM  National Date
36830 ALECTEAM  National Time
36830 ALEC TEAM  National Percentage
36830 ALECTEAM  National Fraction
36830 ALECTEAM  National Scientific
36830 ALEC TEAM  National T
36830 ALECTEAM National ot
36830 ALECTEAM  National Special
36830 ALECTEAM National Custom
36830 ALECTEAM  National
36830 ALECTEAM National
2RAAN0 AIFCTFAM  National

5

Make sure decimal places is set to zero.

Tunnuias

dName BrandType

| TEAM
' TEAM
| TEAM
| TEAM
| TEAM
| TEAM
{TEAM
| TEAM

wawa novicw

>
I1f
Iif

1l

National
National
National
National
National
National
National
National
National
National
National
National
National
National
National
National
National
National
National
National

Category:
General
Number
Currency
Accounting
Date
Time
Percentage
Fraction
Scientific
Text
Special
Custom

vicw

Number

Auwinaws

ab, Wrap Text v Scientific v
Merge & Center v $ A % 5 %8 _)08
Format Cells
Alignment  Font Border Fill  Protection
Sample
3683036830

Decimal places: E ]

Use 1000 Separator (,)

Negative numbers:

-1234
1234

(1234)
(1234)
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6  Click "OK"

»r general display of numbers. Currency and Accounting offer specialized
netary value.

Cancel | OK

Average: 3.68E+09 Count: 24  Sum: 8.84E+10

7 If you have put Yes in any columns F-J, please verify that there are no commas in
the L column.

G H | J K L M N o} P Q R S
{Locai Do the produ Do the produ Do the produ Do the produ Does the pro: If Yes in colurnn F-J - provide additional details
1 Yes No No No No Eyelets.
1 Yes No No No No Eyelets.
1 Yes No No No No Eyelets.
1 Yes No No No No Eyelets.
] Yes No No No No Eyelets.
1 Yes No No No No Eyelets.
1 Yes No No No No Eyelets.
] Yes No No Eyelets.
1 Yes No No Eyelets.
il Yes No No Eyelets.
1 Yes No No Eyelets.
1 Yes No No Eyelets.
] Yes No No Eyelets.
1 Yes No No Eyelets.
1 Yes No No Eyelets.
il Yes No No Eyelets.
1 Yes No No Eyelets.
il Yes No No Eyelets.
] Yes No No Eyelets.
il Yes No No Eyelets.
] Yes No No Eyelets.
1 Yes No No Eyelets.
1 Yes No No Eyelets.
1 Yes No No Eyelets.
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8  Click "File"

‘ Excel/ File | Edit View |Insert Format Tools Data Window Help
=~
-l

9. G

Home Insert Draw Page Layout Formulas Data Review  View Automate

Q'lj . & cut Aptos Narrow (Bod... v 12+ A" A" ==8| &v ab, wrap Text v
! [ copy v

Paste o Format I Uwv SOv Av = —— e= Merge & Center v
M14 S fx

A B c D E F G H | J

1 |UPC WM litem# Style Numbe Brand Name BrandType Tagging Locai Do the produ Do the produ Do the produ Do the produ Do
2 3683036830 36830 ALECTEAM National Bottom Yes No No No No
3 3683036831 36830 ALECTEAM National Bottom Yes No No No No
4 3683036832 36830 ALECTEAM National Bottom Yes No No No No
5 3683036833 36830 ALECTEAM National Bottom Yes No No No No
6 3683036834 36830 ALECTEAM National Bottom Yes No No No No
7 3683036835 36830 ALECTEAM National Bottom Yes No No No No
8 3683036836 36830 ALECTEAM National Bottom Yes No No No No
9 3683036837 36830 ALECTEAM National Bottom Yes No No No No
10 3683036838 36830 ALECTEAM National Bottom Yes No No No No

an Annnannnnn Annnn AMrATEAMS  iosioot [ Ve aee [ ae ae [

9 Click "Save As..." please make sure you DO NOT rename the file to include .csv at
the end.

‘ Excel File Edit View Insert Data Window Help

~
New
New from Template... QP

Open... ®¥0
?pen Recent g # | :. .
Close A B 9vC

‘age Layout Formulas Data Review  View Automate

Save as Template... larrow (Bod... v 12 v A" A" v ab, wrap Text v

Move...

- U v Ov Av == = Merge & Center v
Rese
Cc D E F G H | J
Brov style Numbe Brand Name Brand Type TaggingLocal Do the produ Do the produ Do the produ Do the produ Do
ALECTEAM National Bottom Yes No No No No
Import ALECTEAM National  Bottom Yes No No No No
ALECTEAM National Bottom Yes No No No No
Reduce File Size... ALECTEAM National  Bottom Yes No No No No
ALECTEAM National Bottom Yes No No No No
Share > ALECTEAM National  Bottom Yes No No No No
ALECTEAM National Bottom Yes No No No No
Always Open Read-Only ALECTEAM National  Bottom Yes No No No No
Restrict Permissions > ALECTEAM National Bottom Yes No No No No
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10 Click the File Format selector.

Tags:

Where: ) Downloads ¥

Online Locations  File Format*

Options...

concel

/\ DO NOT SAVE AS A XLSX FILE.
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Click "Comma Separated Values (.csv)" Make sure you do not save as the CSV
1 .
UTF-8 file format.

iational  |Bottom |Yes No
iational  Bottom Yes No .
{ational Bottom Yes No
{ational Bottom Yes No
lational  Bottom Yes No v {8 Downloads e v
{ational  Bottom Yes No
iational  Bottom Yes No
lational  Bottom Yes No
lational  Bottom Yes No Online Locations  File Form ¥ Excel Workbook (.xIsx) )
{ational  Bottom Yes No
iational  Bottom Yes No
fational _ Bottom _ [Yes No Excel 97-2004 Workbook (.xls)
lational  Bottom Yes No 0
R e e No CSV UTF-8 (Comma delimited) (.csv)
lational  Bottom Yes No Web Page (.htm) ’
iational  Bottom Yes No Excel Template (:xitx)
lational  Bottom Yes No - - -
| Excel 972004 Template (xit) I

PDF

Excel Macro-Enabled Workbook (.xIsm)

Excel Binary Workbook (.xIsb)

Single File Web Page (.mht)

Excel Macro-Enabled Template (.xItm)

Tab delimited Text (.txt)

UTF-16 Unicode Text (.txt)

Excel 2004 XML Spreadsheet (.xml)

Microsoft Excel 5.0/95 Workbook (.xls)
[ Corra Sopartedvaes (co |}

Space Delimited Text (.prn)

Macintosh Formatted Text (.txt)

MS-DOS Formatted Text (.txt)

v

& Make sure you do not save as the CSV UTF-8 file format.
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12 Click "Save"

veve no. | DEsemm—" o)
Tags:
Where: [ Downloads ()
. File Format: Comma Separated Values (.csv)

Options...

@ You are all set to submit your file. If you are still having trouble please contact us.
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