Converting an excel file to a pipe-delimited text file

1. Go to your computer settings

| 2

Microsoft Store Microsoft Edge

Cloudy
36° é

Washington,... Paint 3D

\l’ amazon

Rachel Odom
Documents
Pictures
Settings

Power

O mo hars ta caarrh

2. Choose Time & Language

System Network & Internet

Personalization Accounts

Gaming Ease of Acce:
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3. Choose Date, time, & regional formatting

Date & time

Current date and time Related settings

4:35 AM, Tuesday, January 19, 2021

Set time automatically

® On -
Have a question?

Set time zone automatically
@ off

Set the date and time manually

Synchronize your clock

Sync now

Time zone

(UTC-06:00) Central Time (US & Canada)

4. Choose Additional date, time, & regional settings

Region
Country or region Related settings

United States

Windows and apps might use your country or region to give you
local content.

Regional format

Current format; English (United States)

English (United States)

Windows formats dates and times based on your language and




5. Choose Change date, time, or number formats

Clock and Region

4 & > Control Panel > Clock and Region

Control Panel Home

Date and Time
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System and Security
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6. Choose Additional settings

@' Region

Formats  Administrative

Format:

English {United States) e

Language preferences

Date and time formats

Short date: M/ dyyyy w

Long date: dddd, MMMBM d, yyyy w

Short time: h:rnm tt w :
Long time: h:rmm:ss t w

First day of week: Sunday w 4
Examples

Short date: 1/19/2021

Leng date: Tuesday, January 19, 2021

Short time: 4:36 AM

Long time: 4:36:54 AM

Additional settings...

Cancel Aoy




7. There should be a comma here. Change the comma to a pipe “|” and choose Apply then OK.
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Numbers Currency Time  Date

Example
Positive: | 123,456,789.00 ‘ Negative: | -123,456,789.00 |
Decimal symbal: | . v|
Mo. of digits after decimal: 2 ~
Digit grouping symbaol: . v|
Digit grouping: 123,456,789 ~
Megative sign symbaol: | - v|
Megative number format: -1.1 w
Display leading zeros: 0.7 ~
List separator: | w
Measurement systermn: .5, e
Click Reset to restore the system default settings for Reset
numbers, currency, time, and date.
Ok Cancel Apply

8. Save the file. Change the Save as type to CSV (Comma delimited). Click Save.
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9. Find the saved file on your desktop. Right click on the file. Click Open with, then Notepad.
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10. Your file should look like this. Save the file as a text document.
B Sample Flat File (3) - Notepad

File Edit Format View Help
Be159 |Rachel |E|odom| |@5/15/1972| | [ IMI[IITTTTITETETTTTITITITIT]|5€1-555-5555] | |adh.worker@arkansas.gov| [ [ [T TITITI111111[12/21/2020]|ve1]|

Please note: Several people have been unable to load their flat file because of an extra line at the bottom of the file. When
you open your file, click on the first blank line at the end of the file and backspace until your cursor is at the end of the last
line with data.



