
Gross Production Reporting .CSV File Help 

It is highly recommended that you format the entire Excel workbook as “Text” prior to pasting/inserting 
data into the spreadsheet. To do this, open a fresh Excel spreadsheet. 

 

 

 

 



The new Excel file opens with a format of “General”. Change the format to “Text” for the entire 
workbook by doing the following steps: 

1. Right click the box between the column “A” header and row “1” header. 

 
2. The entire workbook will be highlighted and a menu will appear. Select “Format Cells.” (With my 

excel file, I have to right click in order to bring up the menu. Maybe mention it?) 

 
 



 
3. Change the format to “Text” and click “OK.” 

 

Now you can enter the data into the spreadsheet.  

 



Please note that the new online Gross Production Reporting system is configured to ignore Row 1, which 
should have the report column headers. Data should start in row 2 of the spreadsheet.  

Once the data has been entered into the spreadsheet, the file needs to be saved as a .csv. It is highly 
recommended that you name and save your original Excel file. Any edits to the 300R report must be 
made in the original Excel file and resaved as a .csv.  

To save your Excel file as a csv, complete the following steps: 

1. In your open Excel file, select “Save As.” 

 
 
 
 
 
 
 
 
 
 
 
 
 



2. Click the drop down menu for Save as type and select “CSV(Comma delimited)(*.csv).” 

 
 
 
 
 
 
 
 
 
 



3. You will get two pop up boxes in sequence (see below). Click yes on both. 

 
4. Now your file has been saved as a .csv. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 



Please note that when you close your file on the computer and then re-open it, both the FEI and 
PUN columns will display in exponential format. This is due to the fact that the file will open in a 
fresh Excel spreadsheet with no column formatting. Since the FEI and PUN numbers are several 
digits longer than what can be displayed, Excel converts them to an exponential format. An 
example of exponentials is shown below: 

 
At this point, this is just a display quirk. The PUNs are still intact in the saved file so long as you 
DO NOT save the file. Once you save the open .csv with the exponentials, the exponential 
format of the PUNs and FEI will be saved to the file and you will encounter an upload error. The 
new online Gross Production Reporting system will not allow a file with exponentials in it to be 
uploaded to the system. To ensure that your .csv has not saved the exponential format, please 
view your.csv file in Notepad. 
  
 
 
 
 
 
 
 
 
 
 



1. Right Click on your .csv file and select “Open with.” 

 
2. Select “Notepad.” 

 
 
 



You should see something similar to the screen below: 

 
As you can see, the FEI and PUN numbers are intact.  


