
Data Conversion from Lotus 1-2-3 to Access 
 
1) Click and drag the *.wk1 file into Excel 
       

 
OR 

 
Launch Excel 97. Then go to File Open and select the *.wk1 file that you want to 
convert. 
  

2) You will see the following error messages in consecutive order. Click “Yes” or “OK” 
for all 3 error messages prompted by Excel 

 

 



 
 

 
 
 

 
 
 
 
 
 
 
 



3) Click on X  

 
 
4) Highlight and delete all the following rows. 
 

 
 
 
 
 
 



 
5) Highlight and delete all entries after the final entry in the account. 
 

 
 
6) Save the Excel spreadsheet in your folder on SBS server.  The folder will be most 

likely named X:\ drive. For this example, the file will be named Sample.xls 

7) Repeat step 1-3 for the second account.  

Make sure the file is saved 
as an Excel file. 



8) Copy the data from the second account (Ignore the GETNUMBER on 1st REF)  

 
 
 
9) Paste the copy data into the Excel file create earlier. (Sample.xls). The highlighted 

data are newly pasted data. 
 

 
 
10)  Repeat steps 8-10 for all accounts. Remember to save constantly.  
 
 
 
 
 
 
 
 
 
 



11) Highlight and delete all columns after S column and forward. 

 
12) Convert column B data type to Date field. Highlight column B, right click, choose 

Format Cell and choose the following options and click OK. 
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
13) For column M and N, convert it to text field. 
 
14) On Column S, add the Account Type for each transaction. This can be done by 

clicking Data  Filter  AutoFilter. Then on column R, select an account from the 
drop down box.  This will display record for account 1A200127 only.  

 



 
 
 
15) Type in the corresponding account type for account 1A200127 in column S. (State, 

Cash Budgeted Local, Grant, Budgeted Local,  Summer) and drag it until the final 
transaction in the account. 

 
 
 

16) Repeat steps 12-14 for all accounts. Remember to save constantly. 
 

Drag until final 
transaction

17) Delete all data in row A by highlighting column A and hitting the Delete key on the 
KEYBOARD. Do not click on delete using the mouse. This will delete the entire row.  

 
18) Change 731 by typing 7/31 and dragging it to the end of the final transaction. Repeat 

for all PTD and EPD. 
 



 

 
19)  Repeat step 18 for column N. 
 
20)  Then, click Data  Filter  AutoFilter to remove AutoFilter 
21)  Format column L as currency.  

 
22)  For the rest of the columns, set them to text fields except for Column A. 
 
23)  Make sure all the columns are in the following order in Excel: 

 
 
24)  Please email ngelaine@email.arizona.edu or mclinch@email.arizona.edu to load the data to your SBS 

BookKeeping system. 


