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There are three basic steps:

1. Determine the Name and Location of the CSV Files

2. Bring Each CSV File Into a Separate Sheet

3. Combine the Separate Sheets Together in One Sheet

Notes before beginning:

You must use the “link” checkbox when bringing in CSVs.

You can rename the individual sheets that you bring the individual CSV files into, once you create them, but 
don’t rename them after you create the combo sheet.

Determine the Name and Location of the CSV Files
The CSV files can be in different directories and can have any names, though I strongly recommend that there 
be no spaces in the names. 

If you want to replace the CSV information that will be brought into the spreadsheet when you export a new 
CSV, then when you create new CSV files, make sure each new  CSV file with updated information has the 
same file name and is put in the same directory. 

Bring Each CSV File Into a Separate Sheet
In a new or existing spreadsheet, follow these steps.

1. Choose Insert > Sheet From File.

2. A window will appear, as well as another on top of it asking you to select a file. Pick the CSV file you 
want to insert.
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3. In the next window, you’ll be asked to pick the separator that separates the columns in the CSV file. 
It’s usually comma but sometimes tab. Usually the program will pick the right one automatically. If it 
looks good in the bottom part, with the data in columns looking right, then just click OK. Otherwise 
select a different checkbox; for instance, uncheck Tab and check Comma.

4. Click OK.

5. In the window that is now shown, select Link. Nothing else matters since you can drag the sheets 
around where you want them once they’re created. 

6. Click OK.
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7. The data will appear in a new tab in your spreadsheet. If the data in the file changes, the data here 
changes.

8. To clarify for yourself exactly what data is in this sheet, right-click on the sheet name and choose 
Rename. Type a new name for the sheet and click OK. Make a note of the name you give the sheet, 
you will type it in the next step. In the examples, I rename this sheet january_accounts.

9. Repeat the steps in this section for each additional CSV file you want in the same spreadsheet.

Combine the Separate Sheets Together in One Sheet
Create or select a sheet to use to combine the sheets. I recommend you name it something distinctive to be 
sure it’s clear this is the combined sheet. This is different from the procedure in class but addresses the 
problems that we had with Paste Special.

1. Go to the first sheet that’s linked to a CSV file that you want to put in the combo sheet. Note the 
sheet name. This is the name you gave to it when you renamed it, after importing the CSV file. 

Also look at the data. How many columns across is it? Does it go to G or to HH? Then note how many 
rows it has; does it go down to 10 or to 400?

2. Go back to the combo sheet. Click where you want the data to start appearing. 

3. Type the name of the sheet, then A.1. and press Enter. The syntax is   =sheetname.A.1    and an 
example is january_accounts.A.1.  

4. Once you’ve typed the text from the previous step and pressed Enter, you’ll see the first cell from the 
sheet you’re bringing in.

5. Copy that cell.
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6. Now select as many cells as you could possibly need to show all the data from the sheet you’re 
bringing in. You noted this in the first step. Select from A1 to G100, if necessary, or from A1 to JJ459.

To ensure that there is always enough space for the CSV data if there are more rows next time, select 
a few extra rows, perhaps 10 extra rows for a small sheet or 100 extra rows for an enormous one.

7. Paste: just do a normal paste. You’ll see something like this, with 0s showing where there is not 
(currently) any data in the sheet with the CSV file.

8. Now go down farther in the combo sheet to where you want the data from the next CSV file’s sheet to 
start, and repeat the steps in this section. 
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