
  
  

 

 
 

Reformatting Comma Delimited Files 

1. Open the .csv file and ‘save as’ changing the save as type to ‘Excel Workbook’ 

 

 

2. Select column A by clicking on it  

a. The whole column should be highlighted  

 

 

3. Navigate to the ‘Data’ tab at the top of the spreadsheet  

a. Select ‘Text to Columns’ 

 

 

4. Make sure ‘Delimited’ is selected in the first pop up window, then hit ‘Next’ 

 

  



  
  

 

 
 

5. Set the ‘Delimiters’ to ‘Other’ and enter the vertical bar ‘|’ (shift + backslash), then hit ‘Next’ 

 

 

6. Change nothing on the next page, hit ‘Finish’ 

 

  



  
  

 

 
 

7. Select ‘OK’ if the replace data window pops up  

 

 

8. The data should now be split into individual columns, you may need to reformat the column widths  

Adjusting Column Widths 

9. Select all data  

a. Click into any cell with data, hit ‘ctrl + A’ 

 

10. On the ‘Home’ tab, select ‘Format’ and ‘Autofit Column Width’ 

 

 

11. Save the reformatted file 

 

 

 


