Thomas P. DiNapoli, State Comptroller

BNYSL RS

New York State & Local Retirement System

How to Parse .txt pipe-delimited files using Microsoft Excel

This job aid shows you (a participating organization) how to successfully parse a pipe-delimited .txt file using Microsoft Excel so you can easily
interpret NYSLRS outbound files. Parsing refers to converting a .txt file back to the Excel format by removing the pipe characters (|) and breaking
the information into columns.

If you receive an outbound file, parsing could be useful in helping to identify critical information.
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Click on the Outbound folder.
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Any outbound files sent from
NYSLRS to your organization
will appear in your Outbound
folder.

Click on the Outbound
folder.
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Click on the .txt file and save
the file to a folder on your
computer.

Note: Files are automatically
deleted after 7 calendar days.
It is strongly recommended
that you save the fileto a
folder on your computerin a
timely manner.
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Once the file has been saved,
open Microsoft Excel. Click the
Open folder.
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Feedback
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~ New

Bookd - Excel

Blank workbook

Money in Excel
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Recent Pinned

D Name

Shared with Me

Take a tour
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Welcome to Excel

Create a
Drop-down list

Drop-down tutorial

More templates —>

Date modified
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Click the Browse button.

[ Browse

Account

Feedback

Options

Open

@ Recent

28 shared with Me

MYS Office of the State Comptroller

Other locations
E‘g This PC

@ Add a Place

[~ Browse

Bookd - Excel o ® & - ®
»°  Search
Workbooks Folders
D MName Date modified
Pinned
Pin files you want to easily find later. Click the pin icon that appears when you hover aver
afile.
Today
A
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A ‘Select Destination
Directory’ pop-up will
appear.

The file extension dropdown
will default to all excel files.
This must be changed to find
.txt file extensions.

Click the arrow to activate
the dropdown menu.

[ Excet Fates (ot atmmatsne

ﬂ Open

™ E] » ThisPC » Documents »

Organize + New folder

[ ThisPC
§ 3D Objects
[ Desktop
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‘ Downloads
J’! Music
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m Videos

s Windows [(C)

¥ Network
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v | O Search Documents P
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Select Text Files from the
dropdown menu.

Account

Options

Open

3 Open
A B> ThisPC >

Organize v Newfolder

S

Date modified

3 This PC
Otherlo| 1 30 Objects
= I Desktop
) Documents

] Pictures .

$ Downloads
@ : IDAM\ d
=

Type
File folder
File folder
File folder
Shortcut

Shortcut
Internet Shortcut
BMP File
BMP File

Microsoft Word D...

Microsoft Word D.
Shortcut

Text Document

Microsoft Excel W...

Search Desktop

2k8
K8
3K8
€8
5,638KB
8KB
24875KB
19K8
3KB
712K8

8 Text Document. 5KB
# Internet Shortcut 1KB
- -
File name: | [AvFies ()

AlFiles ()
Al Excel Files (""" xlsx"xls
Excel Files ("""

5 Recover Unsaved Workbooks

I
All Web Pages (*htm;” html*mht;".mhtm)
XML Files (")

3% Sources "o
Access Databases (*m

Query Files (“iqy;"day;" oqy"ray)
dBase Files *.dbf)

Microsoft Excel 4.0 Macros (*xIm;*xla)
Microsoft Excel 40 Workbooks (*xiw)
Worksheets (*lsc"xlsm;"xlsb;"xs)
Workspaces (")

Templates (* it ltm;*xlt)

Addins (“xlam;"xla;" )
Toolbars (*x16)

SYLK Files (“slk)

Data Interchange Format (*if)
Backup Files (*xlk"bak)

| OnenDncument Snreadsheet (*.nds)
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Action

Locate the file you saved to
your device.

Note: For this job aid, we will
be opening a Credits and
Deductions Rejections file.
This process will work for any
NYSLRS outbound file.

Click the Open button.

Open v||

Account

Options

Open

Other lof

I
9
=

13 Open
A M ThisPC >

Organize v New folder

A Name

= This PC
P 30 Objects
[ Desktop
%] Documents
¥ Downloads
D Music

&= Pictures

Date modified

vio Search Desktop

R

6/28/2022 10:00

v

I |=| NVSLRS_DED0000024_CRDEDREJECT_202...

File name: ‘ NYSLRS_DED0000024_CRDEDREJECT_20220621100636.txt
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Cancel
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The ‘Text Import Wizard Step
1 of 3’ pop-up will appear.

The Original data type radio
button defaults to Delimited.

Click on the Next button.

Account

Options

RQ Shared with Me

NYS Office of the State Comptroller

Other locations
El;l This PC
T AddaPice
7 Browse

P search

Workbooks  Folders

M Name Date modified
Text Import 1 X
[

ol The Text Wizard has determined that your data is Delimited.
If this is correct, choase Next, or chaose the data type that best describes your data.

Tq Original data type

hanse the file fype that best describes your data:
@ @ limited - Characters such as commas or tabs separate each field, 122 11:10 AM
() Fixed width - Fields are aligned in columns with spaces between each field.

Start import at row: | 1 % File grigin: | 437: OEM United States ~| 22 10:01 AM

[ My data has headers.

¢

Preview of file C:\Users\jtrevail\ Desktop\NYSLRS_ DEDO000024_CRDEDREIECT 2022062100636 ¢t

1 JOSEPH A||A|0271136.721|06/01/2022| INYSLRS ID/|A 2 11:08 AM
| E JOSEPH A||A|027|13€.721|0€/01/2022| INYSLRS ID/

JOSEPH A||R|027|13€.72||06/01/2022| |No monthly|

n EEVIN R||A|027|187.6€||06/01/2022| |INYSLRS ID/S| y

E . EKEVIN R||A|0271187.€€||0€/01/2022| INYSLRS ID/R(w 22 10:42 AM
{ <

>

Cancel Finish [228:55 AM

2 Recover Unsaved Workhooks
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Action

The ‘Text Import Wizard — Step
2 of 3’ pop-up will appear.

The Delimiters section defaults
to Tab. Uncheck the Tab
delimiter checkbox.

Select the Other: checkbox in
the Delimiters section and enter
the pipe character on your
keyboard to tell Excel what to
delimit.

| Other: ||| |

Note: To enter the pipe
character, press the shift button
and the backslash key
simultaneously.

Click on the Next button.

Account

Open

@ Recent

;_‘3 Shared with Me

MYS Office of the State Comptroller

Other locations
[ misec
‘@ Add @ Place

B Browse

B Ssearch

Workbooks  Folders

[N Name

P

This screen lets you set the delimiters your data contains, You can see how your text is affected in the

I preview below.

Tc _Delimiter:
[ (1s0)

[ semicols [ Treat consecutive delimiters as one

[ comma

Text qualifier |

[ space
Den ][ 13)

Yé Data preview

v

Date modified

% |

22 11:10 AM

122 10:01 AM

5 Recover Unsaved Workbooks

JOSETH &
JOSEFH &
JOSEFH A
KEVIN 2
KEVIN R

i

Cancel

122 11:03 AM

2210:42 AM

122.8:55 AM
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@ The ‘Text Import Wizard —
Step 3 of 3’ pop-up will
appear.

@ g £ Search
Workbooks  Folders

The Column data format
defaults to General.

RQ Shared with Me
M Name Date modified

Y5 Office of the State Comptroller ? X

P This screen lets you select each column and set the Data Format.
i

Column data forma

T¢ | @ General
‘General converts numeric values to numbers, date values to dates, and

. O Text all remaining values to text,
O pate: | MDY v Advanced... 2211:10AM

Click on the Finish button.

() Do not impart column (skip)
Other locations

B [210:01 AM
E@ This PC
©) Adaplace
Yé Data preview
[ Browse nezal [eneral 2
JOSEFH A B 27 [13€.72 €/01/2022 [l {22103 AM
JOSEPH A B 27 [13€.72 €/01/2022
JOSEPH A B 27 [136.72 €/01/2022
EKEVIN R B 27 JL87.€€ €/01/2022
EKEVIN R B 27 [187.€¢€ €/01/2022 v [2210:42 M
< >

Cancel < Back N |22 8:55 AM
Account

5 Recover Unsaved Workbooks
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Action

Microsoft Excel will remove
the pipe characters and
spread the data out across
columns.

In order to see all the
information within each cell,
expand the columns by
clicking on the line between
each column and dragging
the line to the right.

AutoSave @ 05) [F] 9 - s NYSLAS_DEDOO0024 CROEDREEEC
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Action

After all columns have been
expanded, you will be able to
view and interpret the data.

Note: Certain columns may
require you to format prior
to interpreting, such as the
Social Security Number and
Deduction Amount. For
example, when parsing files,
Excel will drop any zeros at
the beginning of the Social
Security Number. You may
want to update the SSNs
with the zeros prior to
interpreting the data.

For Rejection files, it may be
necessary to use this
information to identify errors
prior to creating and
submitting a corrected
Credits and Deductions
Setup File (.txt) file.

You have successfully
completed parsing a .txt file
using Microsoft Excel.
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