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How to convert Word toa CSV file

If thereisadatalist in the Word document, you can convert it into a CSV file for inclusion in other applications.

Comma Separated Value (CSV) isaformat that contains data separated by commas (sometimes other characters)
and is often used to exchange data from one application to another. If there is a data list in the Word document,
you can convert it into a CSV file for inclusion in other applications.

1. How to quickly convert Word filesto PDF?
2. How to transfer Word content to PowerPoint
3. How to convert Word to an imagefile

For example, keep your email contacts in Word files and want a clean online application to help you. Y ou need
the CSV file to do that. In fact, there are some online applications that only support CSV files because this file
works on different platforms like Mac, Windows and Linux.

Below isan example of an email list inaWord file.

Name, Email

HTG Contact, contact@howtogeek.com,

HTG Press, pressi@howtogeek.com,

HTG Advertising, advertising @ howtogeek.com,

Bob Ross, realemail@notreally.com,

Marshall Gunnell, notrealemail @seriously.com,

Asyou can see, dl data is separated by commas and above a separate line similar to the column / row structure
in Excel. The structure of CSV files can be a bit complicated, but thisis abasic example.

To convert, open the Word file you want to convert, click the File tab at the top of the window.
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In the left pane, select Save As.
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Select the type of Plain Text file from the list of optionsto save thefileasa TXT file, then click Save.

1. How to quickly create new blank text files on Windows, Mac and Linux

Word Document

Word Macro-Enabled Docurnent
Word 97-2003 Document
Word Template

Word Macro-Enabled Template
Word 97-2003 Template

PDF

APS5 Document

S5ingle File Web Page

Web Page

Web Page, Filtered

Rich Text Format

Vord AML Document
Word 2003 ¥ML Document
Strict Qpen XML Document
OpenDocument Text

When saving, you will receive a warning message that saving as a text file will lose formatting, images and
objectsin the file. With asimple file like this we won't lose anything, so click OK .

File Conversicn - Comma Delimited File Example bt

Warning: Saving as a text file will cause all formatting, pictures, and objects in your file to be lost.
Text encoding:
®) Windows (Defaultj () MS-DOS (O Other encoding: [ Wang Taiwan

Western European (DOS)

Western European [lA5S)

Western European (150)

End lines with: | CR / LF E Western Eur-:niean (Mac >

D Allow character substitution

Preview:
Neame, Email
HTG Contzct, contact@howtogeek. com,
HTG Press, press@howtogeek.com,
HTG Advertising, advertising@howtogeek com,

Bob Foss, realemail@notreally com,
Marshall Gunnell, notrealemail @ sericusly.com, \

| ok




Now, open Microsoft Excel, select Open from the left pane.






Specify the file you just saved as TXT file. Note, you may have to select Text Files from the file type drop-
down menu when browsing or not seeing the file appear. By default, Excel will only display Excdl files.

W All Excel Files L
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When selecting the file and clicking Open , the Text Import Wizard window will appear. Here, you need to
make sure the Delimited option is selected. You can aso select the starting data row. We keep the first row so
choose 1, then click Next .



Text Import Wizard - Step 1 of 3

The Text Wizard has determined that your data is Delimited.
If this is correct, choose Mext, or choose the data type that best describes your data.
Original data type

- Characters such as commas or tabs separate each field.

- Fields are aligned in columns with spaces between each field.

Start import at rows | 1 : File arigin: 4371 OEM United States

[] My data has headers.

Preview of file C:\Users\marsh\Desktop'Comma Delimited File Example.bd.

1l HMame, Email

E 'z Contact, contact@howtogeek.com,

&z Press, pressf@howtogeek.com,

!I Z Rdvertising, advertising@howtogeek.com,
E= ob Ross, realemail@notreally.com,

<

| cancel || <Back || met> || Finish

In the next window, select Comma in the Delimiters section. Y ou can see the changes in the preview window.
Click on Next to continue.

Text Import Wizard - Step 2 of 3

This screen lets you set the delimiters your data contains, You can see how your text is affected in the
preview below.

Delimiters

Lab;

D Semicolon |:| Treat consecutive delimiters as one
Comma

. - Text gualifier. | ° E|
[] space

[] other

Data preview

ame Email

‘= Contact contact@howtogeek . com

‘= Press pressfihowtogeek  com

= Rdvertising | advertising@howtogeek.com
ok Ross realemail@notreally . com
<

| cancel || <Back || met> || Finish

In the last window, you need to specify the column data format. Depending on the type of data you enter, choose
different options. Here we will select General , then click Finish .



Text Import Wizard - Step 3 of 3

This screen lets you select each column and set the Data Format.

Column data format

®) General

— ‘General’ converts numeric values to numbers, date values to dates, and
9] -

L Text all remaining values to text,

Opwe [wor [7]

(_) Do not import column (skip)

Data preview

Hame

HI- Contact

HI= Press

HT= RZdwertising
Bok Ross

<

Our datawill be imported and successfully sorted in Excel.

Mame Email

HTG Contact contact@howtogeek.com
HTG Press press@howtogeek.com

HTG Advertising advertising@howtogeek.com
Bob Ross realemail@notreally.com
Marshall Gunnell notrealemail@seriously.com

Now just save thefilein CSV format. To do so, select the File tab.

Insert Draw Page Layout

Calibri -[11 - A

I U-~ - D

= ﬁFuirr_‘ri—q"tT?ainter \ . - -
| ] b Fl)r:lltll"" ;

B
cn;:t:iiakiil' e "Jﬁ.. | L |

Select Save Asin the left pane.
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In the file type box, you will see there are three types of CSV files:

1. UTF-8CSV
2. CSV (Macintosh)
3. CSV (MS-DOYS)

The first and third file types have very little difference between them. Y ou will select the second option if using
Mac. In this example, we will select the CSV (M S-DOS) option .

Excel 97-2003 Workbook (*.xls)

FS‘J UTF-28 (Comma delimited) (*.csv)
XKML Data (*aml)

Single File Web Page (*.mht, *.mhtml]}
Web Page (*.htm, *.html]

Excel Template (*.xlzx)

Excel Macro-Enabled Template (*.xltm)
Excel 97-2003 Template (*.xlt)

Text (Tab delimited) (*.tut)

Unicode Text (*.bd)

AML Spreadsheet 2003 (*.xml]

Microsoft Excel 5.0/95 Workbook (*.xls)
C5Y (Comma delimited) (*.csv)
Formatted Text (Space delimited) (*.prn)
Text (Macintosh) (*. )
Text (M5-DOS) (*.but)
5V (Macintosh) (*.csv)
SV (MS-DOS) (*.csv)
DIF (Data Interehange Format) (*.dif)
SYLK (Symbelc Link) (T.s1k)

Evral Addd in I%vlam)

Click Save . So you've successfully converted the Word fileinto aCSV file.
| wish you all success!

Y ou finished reading the article "How to convert Word to a CSV file" edited by the TipsM ake team. We hope
this article has provided you with many useful tech tips and tricks. Y ou can search for similar articles on tips and
guides. Thank you for reading and for following us regularly.
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