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Question: How do I convert a Microsoft Excel file to CSV format?

Answer: Since PhoneTree® can’t import .xls files, you must convert them to .csv format. Here’s
how:
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Open your Excel file. From the File menu, select Save As...
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In the Save in drop-down box, select a location (e.g., Desktop) to save your file. For the Save as type drop-down
box, select CSV (Comma delimited) (*.csv). Then, click Save.

Microsoft Excel

PhoneTree,csv may contain features that are not compatible with CSY (Comma delimited), Do you want to keep the workbook in this Format?

+ Ta keep this format, which leaves out any incompatible features, click Yes.,
+ To preserve the features, click Mo, Then save a copy in the latest Excel format,
+ To see what might be last, click Help.
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This message will appear. Click Yes.
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