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CSV Platform : How to convert Excel file to CSV (Comma
Separated Values) file

1. Inyour Excel workbook, switch to the File tab, and then click Save As.
Alternatively, you can press F12 to open the same Save As dialog

l ﬁ Save As
ﬁ Cpen
ﬁ Clase
1. Inthe Save as type box, choose to save your Excel file as CSV (MS-DOS)(*.csv).
01 save As >
“— - T « Done » OHSS Test » CSV Upload v (] £ Search CSV Upload
Organize ~ New folder (= 7]
¥ 3D Objects ~  Name h Date modified Type
I Desktop
[ Documents No itemns match your search.
¥ Downloads
J‘A Music
= Pictures
B vidans = >
File name: | 20210719 VULNERABILITY.csv ~
Save as type:) CSV (MS-DOS) (*.csv) il
Authors: Ni

» Hide Folders
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CSV Platform : CSV file upload process

3. Choose the destination folder where you want to save your Excel file in the CSV format, and then click Save.

4. After you click Save, Excel will display two dialogs. Don't worry, these are not error messages and everything is going right.
. The first dialog reminds you that only the active Excel spreadsheet will be saved to the CSV file format. Click OK.

-

Microsoft Excel

The selected file type does not support workbooks that contain multiple sheets.

_I_L « To save only the active sheet, dick OK.
+ To save all sheets, save them individually using a different file name for each, or choose a file type that supparts mu

hyy:y,,ﬁ Ok | [ Cancel l

5. Clicking OK in the first dialog will display a second message informing you that your worksheet may contain features unsupported
by the CSV encoding. This is Okay, so simply click Yes.

L.

-

Microzoft Excel

excel-csv.csv may contain features that are not compatible with CSV (Comma delimited). Do you want to keep the wa

« To keep this format, which leaves out any incompatible features, didk Yes.
« To preserve the features, dick Mo. Then save a copy in the latest Excel format.
« To see what might be lost, dick Help.

el Yes ] | Mo | | Heb
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CSV Platform : CSV file with semiColon delimiter

1, Open your csv(semicolon) file with Notepad
Microsoft Excel C

|4 Share c
Open with > Excel 2016

Notepad
WordPad

Give access to

Add to archive...

Add to "MontyCo_RETURN_TO_WORK rar" Search the Microsoft Store
Compress and email... Choose another app

Compress to "MontyCo_RETURN_TO_WORK rar" and email ua A IVIICrosoTL Excel Lor

2. Open your csv(semicolon) file with Notepad

Replace >
Find what: |: | | Find Mext I
Replace with: || | Replace
Replace Al
Cancel
[] Match case
[] Wrap around

3. Save and close file.
4. Try submitting the fila again on our system
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CSV Platform : Common errors

File Upload

File Upload

23502: null value in column "BusinessID" violates not-null 23514: new row for relation "returntowork” violates check

constraint constraint “idchk”
& Okay

OHSS Submission Rules
* Only CSV files permitted
* 36 digit business ID’s must be filled for every records
e 13 digit ID numbers are required
* Append zero to passport numbers in order to get a 13 digit number
» All date field must use the following format YYYY-MM-DD (e.g 2021-08-19)
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CSV Platform : ID number formatting

C C
8105115800087

6605114800089

8.10512E+12

8 3031512 a803154500085
7.20304E412 7203044800087

Incorrect Format Correct Format

Excel will sometimes treat SA id numbers as exponential math number hence the math format (8,10512E+12).
In order to ensure that your CSV file get processed successfully , will be required to change the column format
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CSV Platform : How to change column format

uhwnE

Select the SAIDorPassportNumber column

Right Click on the column and select Format Cells

In the format cell window, select Number option in the Category window
Set Decimal places to 0

Click Ok

Format Cells ? *
Alignment  Font  Border il Protection
Lategory:
General A Sample
Cu SAlDorPassportNumber
Accounting i 0 =
Date Decimal places: 7'
Time D LUse 1000 Separator ()
Percentage
Fraction Negative numbers:
Scientific
Text 1234
Special -1234
Custom -1234
hd W

Mumber is used for general display of numbers. Currency and Accounting offer specialized formatting
for monetary value.

SAlDorPasspq 4% Cut

Be Copy I
[y Paste Options:
£

O

Paste Special...
Insert

Delete

Clear Contents
Column Width...
Hide

Unhide
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Thank you

ohssupport@nioh.ac.za



