For a quarterly upload to be successful, a new Excel template must be downloaded each
quarter from the Boards website. All preneed Excel Templates / Workbooks must be
converted to, or SAVE AS a CSV (Comma delimited) file type. Below are 4 four very
simple steps to convert your Excel preneed data to a CSV (Comma delimited) file type.
Before you start to save the file, you MUST be viewing the data screen, as seen below in
blue or all data will be lost.

STEP 1 - Click the FILE tab
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3 To SAVE AS a CSV (comma delimited) file
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To SAVE AS a CSV (comma delimited) file
Step 2 - click Save As and then Computer
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STEP 3 — Click a location to save the CSV file to
Click Desktop or a folder to save to and to find later for the UPLOAD.
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STEP 4 — Save as Type / Choose CSV (comma delimited)
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