
eBird How to Download a Checklist as an Excel Spreadsheet- Windows & Mac 

 

 

1. Sign in to eBird.org. 

 

 

2. Select “My eBird” in your dashboard. 



 

3. Select “Checklists.” 

4. The steps below will need to be repeated for each checklist you submit to eBird as a part of the 

OYBC Big Day fundraising event. 

 

 

5. Select “View or edit” for the check list you would like access and convert to an excel file.  



 

6. Once in the checklist, select the “Checklist tools” button. 

 

 

7. Select “Download” from the Checklist tools dropdown. 

 

 



 

8. Once the download has completed the excel spreadsheet can be opened. 

 

 

9. The checklist as an excel spreadsheet should look like this. 



 

10. Click “File” then select “Save As.” 

11. Save the spreadsheet with the following file naming protocol “Observer name_OYBC 

Chapter_Date.” 

 

 

12. Here is an example of what the file name should look like using the naming protocol 



 

13. Change the “Save as type” to “Excel 97 – 2003 Workbook” before saving. 

 

14. This is what it should look like after changing the “Save as type” before saving. 

15. Click Save. 

16. Email each excel file created (remember you should have one for each checklist you submitted 

to eBird for the OYBC Big Day. 

17. Attach excel files to an email and send to jasonguerard@bsbo.org.  
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Converting eBird checklists to excel spreadsheets for Mac 

 

1. The process for logging in to eBird, electing “My eBird” and seldecting the appropriate checklist, 

is the same for Mac and Windows. Follow steps 1 – 12 as above.  

2. For Mac, change the file “Format” to “Excel 97 – 04 Workbook” before saving. 

3. Click Save. 

4. Email each excel file created (remember you should have one for each checklist you submitted 

to eBird for the OYBC Big Day. 

5. Attach excel files to an email and send to jasonguerard@bsbo.org.  
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