
E346 Reviewing CSV file in Notepad and Formatting Tips 

 

Suggestion: make all edits and updates before completing the final formatting and Notepad review. 
Updates to the file may cause the formatting to be lost and you will have to reformat the file again.   

Saving a CSV file:  formatting can be lost if you do not save the file correctly. 

Before reviewing in Notepad, save the file to your desktop: 

1) Message pops up asking if you want to keep using the CSV format.  Select Yes. 

 
2) Close the window to close the document and a 2nd message will pop up. Select Don’t Save. If you 

select Save, you will lose all the formatting you previously entered.   

 
 
 

3) Right click the file on your desktop, select ‘Open with’ and select ‘Notepad’ 

 

 
 
 
 
 
 



 
 
 
 

4) Open the file in Notepad: 
• Review the file to ensure that all the fields with dates are formatted correctly: 
• Dates should be formatted MM/DD/YYYY. In the sample, the dates are not in the correct 

format. See below for formatting instructions. 
• All SSNs should have 9 digits—if there is a leading 0, you will need to format the column 

to add the 0.  See below for formatting instructions. 
• There should be no leading or trailing blank spaces in a field.  Any extra spaces will need 

to be removed manually and the file saved again.  In the sample there is an extra space 
in the following columns: Sex, Addresses, City, Action. Any one of these extra spaces will 
cause an error on the file and the record will not load.   

• Note that when you make changes to the file, the formatting can be lost.  To save time 
and mental aggravation, save the formatting and Notepad check for the last step before 
sending the file to Massprocessing@ucop.edu.  
 

  
5) Formatting the date columns:  

Highlight the column and right click to open menu and select Format Cells: 
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Select Custom and in the Type Field, enter MM/DD/YYYY, click Ok. You should see the 
formatting change on your document.  Apply the same formatting to all columns with dates.  

   
 

For the remaining columns with dates: Highlight the column and then right click Format Cells, 
Click on Custom category and then scroll down the list to find the correct custom formatting and 
apply that to the column.   

 

   
 

6) Formatting the National ID (SSN) number to include leading zeros (0) 
Highlight the National ID column and right click and select Format Cells option.  Select ‘Special’ 
and then select ‘Social Security Number’ 

   



Without leaving the Format Cell menu, select Custom.  You will see the standard SSN format 
appear that includes hypens.  Go into the edit field under ‘Type’, and manually remove the 
hypens. Click okay to save the formatting.   

 

    
 
Once the formatting is complete and the extra spaces have been removed, this is what you should see in 
Notepad: 
 

 


