Berkeley ‘ Student Information Systems

SIS Job Aid #225
Create CSV File

This guide is intended for staff. It describes how to create a CSV file for file uploads in Campus
Solutions. This may be used in various situations, especially when making changes for a group of
people at one time. For example, CSV files are used for batch declaring majors.

1. Open an Excel file. Select File > Save As and choose a destination for the CSV file. Your
Desktop might be a good destination for the CSV file.

SR_BATCH_MA,
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Save As

[ ThisPC Current Folder
Desktop

Yesterday

Desktop

2. Name the file. In some processes, you are free to name it anything that makes sense to
you. In others, you may be required to give the file an exact name. In our example, the
name is SR_BATCH_MAJOR_DECLARE_161263.
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@ save As X |

T m « jenniferwilson Desktop v O 2

W This PC Nace t
» 3D Objects BSI Training
m Desktop Credit Reference Letter_files
Documents @ SR_BATCH_MAJOR_DECLARE_161263.xisx
& Downloads
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£ 3 Windows (C) v < >

I File name: SR,BAI(H,MAJOR,DK(LAREJG1263x\SXI

Save as type: Excel Workbook (*xlsx)
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3. Note that the file type defaults to .xslx automatically. We need to change that to a .csv
extension. Select Save as type to open a drop down menu.

@ Save As X |
~  m « jenniferwilson Desktop v O k P
Organize ~ New folder - o ]

W This PC
» 3D Objects
i Desitop Currently .xslx
<] Documents
& Downloads
D Music
= Pictures
8 Videos

£ 9 Windows (C) M S >

File name: | SR_BATCH_MAJOR_DECLARE_161263.xlsx

Save as type: Excel Workbook (*.xlsx)

A Hide Folders Tools ~ Cancel

4. Select CSV (Comma Delimited) (*.csv).

Mac Users - It may be Windows Comma Separated (.csv) or CSV UTF-8 (Comma delimited)
(.csv). If your process isn't successful, try another csv format.

8 Videos
£ 3 Windows (C) i ’

File name: | SR_BATCH_MAJOR_DECLARE_161263.xlsx

Save as type: | Excel Workbook (*xIsx)
Excel Workbook (*.xIsx)
Excel Macro-Enabled Workbook (*.xIsm
Excel Binary Workbook (*xIsb
Excel 97-2003 Workbook (*.xlIs)
XML Data (*xml)
Single File Web Page (*.mht;*.mhtml)
A Hide Folders Web Page (*.htm;*.htmi)
Excel Template (*xItx)
Excel Macro-Enabled Template (*xitm)
Excel 97-2003 Template (*xIt)
Text (Tab delimited) (*.txt
Unicode Text (*.txt)
XML Spreadsheet 2003 (*.xml)
Microsaft Excel 50795 Warkhagk (* yis

| CSV (Comma delimited) (*.csv)

ormatted-Text{Space detmmited)tpmy
Text (Macintosh) (*.txt

Text (MS-DOS) (*.txt)

CSV (Macintosh) (*.csv;

CSV (MS.DOS) (* coy)
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5. Confirm that the file extension is .csv, then select Save.

4 Coll Sl =
B Save As X |
T = « jenniferwilson Desktop L

Organize New folder - 0 F
v S This PC
» 3D Objects
& Desitop Now .csv
< Documents v
& Downloads
& Music
= Pictures
B Videos

£ 7 Windows (C) N
File name: | SR_BATCH_MAJOR_DECLARE_161263.csv

Save as type: CSV (Comma delimited) (*.csv)

6. You may get a pop-up window that warns you, “Some features in your workbooks might
be lost if you save it as CSV. Do you want to keep using that format?” Select Yes.

Note: You may get this warning every time you make changes or save this file. Always select
Yes.

Microsoft Excel X

0 Some features in your workbook might be lost if you save it as CSV (Comma delimited).

Do you want to keep using that format?

Yes No Help

7. Your file should now have the correct name and file extension.

SR_BATCH_MAJOR_DECLARE_161263.csv - Excel

Insert Page Layout rormuias vama Keview

e X 2 m - % Genera ' 5 Conditional Formatting~ &= Insert ~ E - §r-
- € -% # Format as Table ~ > Delete ~ (4]~ ,O v
Paste - - - v | -
P ¢ B I U - A R €y Iray styles - = Format - -
o .CSV o ey |
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8. Enter information as needed for your process. Often student ID numbers are the first
column. In this example, the second column is academic plan code, which will change
the students’ majors. Your columns will depend on which process you are completing.

Warning: Do not use headers. Do not skip rows or columns.

O X

9. Share

F SR_BATCH_MAJOR_DECLARE_161263.csv - Excel | -
Insert  Page layout  Formulas Data  Review View  Acrobat Q [Tell me what you want to do...
L X ) R -~ - o, " Genera - ,F‘ Conditional iorm.ﬁhnr] v == Insert ~
Aria 112 - A A )~ v
i $ ~ % » [?Format as Table ~ i Delete ~
P.;:x'.c ¥ B IU- 2 - A Academic T e 4 Cell Styles ~ % ] Format ~
«o StudentIDs .  Codes
A B C D E F G
1 3033 25345U
2 3033! 25345V
3 3033 25345V No titles.
- 3033 253450 Starts in first row.
5 3033 25345V
6
7

9. When finished, remember to Save. Your file is now complete and ready to upload as

needed.

SR_BATCH_MAJOR_DECLARE_161263.csv - Excel

Insert  Page Layout Formulas Data Review View  Acrobat Q Tell

o Y KR - - enera - [E Conditional Fe
- $ -% » 3” Format as Tab
D.a_s:o B I U- - A € > - 4 Cell Styles ~
A19 : f
A B C D E
1 3033 j 253450
2 3033 25345U
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