
INSTRUCTIONS FOR FILE TRANSFER PROTOCOL   
To Import the file into Excel: 
Open the file with Excel. Excel will launch the Text Import Wizard. 

 
Step 1: Make sure “Delimited” is selected, and hit “Next”. 

 
In Step 2, select “Comma”, Make sure nothing else is checked, and then hit “Finish”.  



 
 
You will then see your data in a spreadsheet as above.  
 
 
 
 
 
 
 
 



 
By selecting the columns, you can expand then to fit the data by double-clicking in 
between the column lines. 

 
 
 
Now your data fits the cells and can be saved.  



To save your file in Excel format: 
Go to: 
File…  Save As…  

 
Then…. 

 


