
Importing Text File to Excel Spreadsheet 
 

 
 
 

1.   Open Excel 

2.   Click File and Open. 

3.   Select saved text file. (If file is not visible, ensure list in bottom right corner says All Files) 

4.   The Text Import Wizard will appear.  Under Original data type, “Delimited” should be 

highlighted. 
 

 

 
 

 
5.   Click Next. 

 

6.   Select the Comma checkbox under Delimiters and data will be separated in the Data 

Preview window. Click Next. 



 
 

 

7.   In Step 3, Column data format should be set to general. Click Finish and data should be 

converted to excel spreadsheet. 

 

 
 
 
 
 
 
 
 


