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CONVERTING PROJECTS IN PROGRESS AND 

COMPLETED PROJECTS EXCEL SPREADSHEETS FOR 

ONLINE APPLICATION 

The “Projects in Progress” and “Completed Projects” Excel Spreadsheets must be converted 

to a Comma Delimited (‘CSV’) format prior to uploading to the DCAMM online application. 

Steps are provided below to help guide through the process. 

   

 

Note: It is important to use DCAMM’s most recent versions of both the Project in Progress 

and the Completed Projects spreadsheets. These are the ONLY acceptable versions of the 

spreadsheets.  

 

To obtain these most recent versions of the excel spreadsheets, please click the links below: 

 General/Prime & Small Project Contractor – Projects in Progress 

 General/Prime & Small Project Contractor – Completed Projects 

 Sub-bidder – Projects in Progress 

 Sub-bidder – Completed Projects  

 

Contractors are required to convert the excel spreadsheets prior to starting the online 

application. If your spreadsheets are not converted or uploaded correctly, it could prolong 

the processing of your application. The file appearance will change after the file is saved. 

Prior to converting the spreadsheets, the following edits must be made: 

 NO commas can be entered anywhere into the spreadsheet. This 

includes but not limited to: 

o Project Titles 

o Contract $ Amounts 

o Location 

o Business Name 

 DO NOT use the “Alt + Enter” command within excel spreadsheet cells 

 Dates – Must be entered: (MM/DD/YYYY) 

 

  

Part 1: Converting from a XLS to CSV (pages 1-2) 

Part 2: Uploading spreadsheets into the online application (pages 3-6) 

Part 3: Deleting Upload Spreadsheets & Editing Projects (pages 7-9) 

 

Part 1: Converting from (XLS) to (CSV) 

 

Once you have entered and updated the information in the spreadsheets, follow the steps 

below to convert from an (*.xls) to (*csv) file: 

- To convert Projects in Progress excel spreadsheets files from (*.xls) to (*.csv) follow 

the steps below: 

1. Click ‘File’ in Microsoft Excel; 

2. Select ‘Save As’; 

3. ‘File Name:’ must include: Company Name and Projects in Progress or 

Completed Projects – see example below 

http://www.mass.gov/anf/property-mgmt-and-construction/design-and-construction-of-public-bldgs/contractor-certification/app-for-primegen-contrct-certif-of-eligibility.html
http://www.mass.gov/anf/docs/dcam/certification/prime-projects-progress.xls
http://www.mass.gov/anf/docs/dcam/certification/prime-completed-projects.xls
http://www.mass.gov/anf/docs/dcam/certification/subbid-completed-projects.xls
http://www.mass.gov/anf/docs/dcam/certification/subbid-completed-projects.xls
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4. Click the ‘Save as type’ drop-down and select ‘CSV (Comma delimited) (*.csv)’ 

- highlighted in yellow: 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
Figure 1.0 

 

Figure 1.1 

 

 

Figure 1.2 

Now both the Projects in Progress and the Completed Projects excel spreadsheets are now 

ready to be uploaded during the DCAMM’s online application process.  
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Part 2: Uploading the Converted Project Spreadsheets into the Online 

Application 

 
Projects in Progress: 

On page 2 of 10 of the “Application Details” step, Applicants can upload a Projects in Progress 

spreadsheet after converting the spreadsheet to a CSV format. 

 

1. Click ‘Add’ button at the bottom of this page: 

Figure 2.0 

 

2. Once spreadsheet has been uploaded, the document type will autofill in the ‘type’ 

dropdown menu. Click the ‘Save’ button:  

Figure 2.1 
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3. Figure 2.2 below illustrates when a spreadsheet is uploaded to the Application. Click 

‘Continue Application’ to move to the next page in the Application:  

 

Figure 2.2 
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4. The CSV projects spreadsheet was converted to a table on page 3 of Application 

Details, illustrated in figure 2.3. Click the ‘Continue Application’ button to move to the 

next page in the application: 

  
Figure 2.3 
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Completed Projects: 

On page 4 of the Application Details section, Applicants must upload a Completed Projects 

spreadsheet after converting the spreadsheet to a CSV format: 

 
Figure 2.4 

 

- Follow steps 1-4 from Projects in Progress, to upload Completed Projects spreadsheet. 
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Part 3: Deleting Uploaded Spreadsheets & Editing Projects 

 

Deleting a spreadsheet: If you uploaded the wrong spreadsheet or need to delete the one you 

uploaded, click on the blue ‘Actions’ hyperlink. A drop-down will appear and you can click 

‘Delete’.  

Figure 3.0 
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Edit projects table: If the spreadsheet doesn’t covert correctly, you can edit the fields in the 

table, illustrated in Figure 4.0. Click the check boxes to select the project(s) to edit the click ‘Edit 

Selected’:   
 

Figure 4.0 
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5. Once you have edited the required fields, click the ‘Submit’ button. Once all the 

required fields have been entered, the table will look resemble figure 4.1. 

 
Figure 4.1 

 

 

If additional technical assistance is needed, please call the ePLACE Help Desk Team at (844) 

733-7522 or (844) 73-ePLAC between the hours of 7:30 AM-5:00 PM Monday-Friday, with the 

exception of all Commonwealth and Federal observed holidays. If you prefer, you can also e-

mail the ePLACE Help Desk at ePLACE_helpdesk@state.ma.us. 

 

mailto:ePLACE_helpdesk@state.ma.us

