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How to convert CSV file to an Excel 

 
 

Step Action 

1. Click the Receivables tile. 
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Step Action 

2. Click the Reports/Queries tab. 
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Step Action 

3. Click the Report Manager link. 
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Step Action 

4. Now, let's look at the report (APS4036X for BU: 48400). 

 
 

Step Action 

5. Click on the Report ID APS4036X hyperlink. 
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Step Action 

6. Click on the Report Name hyperlink. 
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Step Action 

7. Right click on the file and select the “Save Target As” option to save the report. 
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Step Action 

8. Select the location where the file should be saved, change the “Save as type” to “All 

Files”. Click “Save”. 

 
 

Step Action 

9. Open Microsoft Excel. 

 
 

Step Action 

10. Open the report in Microsoft Excel 
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Step Action 

11. Select ‘Delimited’ option and click Next.  
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Step Action 

12. Select ‘Other’ and place the character ‘Tilde’ in the box. Click Next 
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Step Action 

13. Select ‘General’ then Click ‘Finish’ 
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Step Action 

14.  

 

 

 


