
Save to XLS: Text to Numbers 101

• CHAMPS exports data to excel as text.
• The standard cell formatting option does not always work 

with older versions of excel.
• If the data is not properly formatted, excel formulas will not 

return the desired results.
• These instructions provide an alternative way to reformat 

the data extracted from CHAMPS so that excel formulas 
can be applied.

• There may be other alternative ways to reformat CHAMPS 
data from text to numbers that are equally effective.  
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Click the Save to XLS button and then two 
popups will come up.  Click Open on the second 
popup and wait for your excel spreadsheet to 
automatically open.  Large amounts of data may 
take longer to complete.



Here, I want to use the Approved Amount 
column as numbers that I can apply a SUM or 
AVG formula. Formatting tools at the top of the 
page and the formatting tools that you access by 
right-clicking on the mouse do not always 
reformat text to numbers.



To convert the formatting from text to numbers 
you must choose all of the contiguous cells that 
need to be converted.  You cannot choose an 
entire column or an entire row.  Be careful not to 
autofill the other boxes you choose.  Here I left-
clicked on the box F2 and held the mouse’s left 
click down as I dragged the mouse down 
through the other boxes. You can also drag 
across to cells in other columns.



Once boxes are selected, put the mouse’s 
cursor over the little exclamation point near the 
upper-most cell, then click on the downward 
arrow that appears next to it, then choose 
“Convert to Number”.



Here, you can see that the little green corner 
(which indicated an error) is gone from the 
boxes and there is no exclamation point next to 
them.  These boxes are now formatted like 
numbers.  



Now that the numbers are formatted correctly 
formulas like “SUM” and “AVG” can be applied 
to the cells.  Here, the SUM formula is being 
applied by using the auto-formula button at the 
top of the screen.


