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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. 

Step Action 

1 Log in to the OSC Secure File 
Transfer Services Interface and 
locate the outbound folder. 

Click on the Outbound folder. 
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Step Action 

2 
  

Any outbound files sent from 
NYSLRS to your organization 
will appear in your Outbound 
folder.  
 
Click on the Outbound 
folder. 
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Step Action 

3 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 file to a 
folder on your computer in a 
timely manner. 
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Step Action 

4 Once the file has been saved, 
open Microsoft Excel. Click the 
Open folder. 
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Step Action 

5 Click the Browse button. 
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Step Action 

6 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. 
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Step Action 

7 Select Text Files from the 
dropdown menu. 
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Step Action 

8 
 
 

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. 
 

 

9 Click the Open button. 
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Step Action 

10 The ‘Text Import Wizard Step 
1 of 3’ pop-up will appear. 
 
The Original data type radio 
button defaults to Delimited. 
 

 

11 Click on the Next button. 
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Step Action 

12 The ‘Text Import Wizard – Step 
2 of 3’ pop-up will appear. 
 
The Delimiters section defaults 
to Tab. Uncheck the Tab 
delimiter checkbox.  
 

 

 

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

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

 

 

14 Click on the Next button. 
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Step Action 

15 The ‘Text Import Wizard – 
Step 3 of 3’ pop-up will 
appear. 
 
The Column data format 
defaults to General. 
 

 

16 Click on the Finish button. 
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Step Action 

17 Microsoft Excel will remove 

the pipe characters and 

spread the data out across 

columns. 

 

18 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. 
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Step Action 

19 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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