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This walkthrough illustrates how to edit a pipe delimited text (.txt) file in Microsoft Excel. To do this, you 
will complete the following steps:  
1. Open the pipe delimited file in Excel. You will be converting from Pipe Delimited to a Comma

Separated Format so Excel can read/open the document.
2. Edit your data. Edit you function codes or any other data as needed.
3. Create a macro and export the file back into pipe delimited format.

1. OPEN THE PIPE DELIMITED FILE
1. Open Excel.
2. Click “Blank Workbook” or create a new blank workbook.
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3. Click “File” in the top left corner.

4. Click “Open” and then click “Browse.”



5. Navigate to your current batch file. My file for this walkthrough is located on my desktop.

Notice that my pipe delimited batch file is not showing up in File Explorer. 

This is because Excel by default only shows excel files (ie: .xlsx or .csv). We need to include All 
Files. Click the box that currently says “All Excel Files.” 

6. Click “All Files.”

You should now see this:



Now I can see all the files on my desktop. 

7. My file is called “example.txt” so I double click on that and then Excel will open up its “Text
Import Wizard.”

8. Complete the “Text Import Wizard” steps. See next pages for specifics on how to do this
correctly.



a. Make sure that you have selected “Delimitted” under the “Choose the file type that best
describes your data:” tab.

b. Make sure that the “Start import at row:” has a 1.

c. Make sure that the “My data has headers.” Checkbox is unchecked.

9. Click “Next.”

a. Uncheck the “Tab” checkbox under “Delimiters.”

b. Check “Other.”

c. Type the “|” character in the text box next to “Other.” Note: the pipe delimiter is above
the “Enter” key on most keyboards.

d. Make sure the “Treat consecutive delimiters as one” box is left unchecked.

10. Click “Next.”



 

11. Click “Finish.” The file should now automatically open in an Excel workbook 

  

  

  

  

 

  



2. EDIT THE DOCUMENT 
Scroll all the way to the right of the document using the slider until you see the Uniform Chart of Accounts 
Code Block Field. 

  

To Edit any Account simple double click the cell and change it as needed. 

  

 
 
 
 

  



3. EXPORT TO A PIPE DELIMITED FILE 
Once you are done editing all of your accounts, you need to export the file as a pipe delimited text file. 
Excel does not have this as a normal option for exporting, so we will need to create a macro to 
automatically do this. 

In your Excel workbook: 

1. Click “View.” 
2. Click “Macros.” 

  

3. The Macro window will appear. 

 

4. In Macro name box type “EXPORT.” 



 

5. Click “Create.” 

 

6. You are now in Microsoft VBA. 

Click into the script/text window that appears. It will be titled something like “nameOfDocument.txt - 
Module1 (code).” The top line should say “Sub EXPORT() “ and the bottom line should say “End Sub.” If 
those are missing, simply enter them. 

Copy and paste the following text under “Sub EXPORT()” but above “End Sub”: 

                                      

Dim UsedRows As Long 
 Dim UsedColumns As Long 
  
 Dim i As Long, j As Long 
  



 '// Define a suitable file name 
 Open "C:\temp\pipedexport.txt" For Output As #1 
 With ActiveSheet 
  
 UsedRows = .UsedRange.Rows.Count 
 UsedColumns = .UsedRange.Columns.Count 
 For i = 1 To UsedRows 
 For j = 1 To UsedColumns - 1 
 Print #1, .Cells(i, j); "|"; 
 Next j 
 Print #1, .Cells(i, UsedColumns) 
 Next i 
 End With 
  
 Close #1 
 MsgBox "Finished...", vbInformation 

'// ----------- DO NOT COPY BELOW THIS ---------------------- 

  



 

It should look like the above picture. 

You need to edit the line that says “Open “C:\temp\pipedexport.txt” For Output As #1”  

7. You need to change the file path to a location on your computer. First, decide where you want to 
save this file. Navigate to that folder on your computer. For example, I want to save my pipe 
delimited file to a folder called “tutorial” in the My Documents folder.  

You can see in File Explorer that it is currently empty: 



 

Now copy the folder’s path. Do this by clicking on the path field in File Explorer. 

 

  



After clicking the path, it will become highlighted, like this: 

 

8. Copy (ctrl c) and paste (ctrl v) the file path into the macro field. You will replace 
“C:\temp\pipedexport.txt” with the file path we just copied.  

The VBA script now looks like this: 

 

 

9. Include a file name to save. At the end of the file path, type in a name for your new file. Make sure 
you add ”\”before the file name and a “.txt” at the end of the name. For example, I want to name my 
file “example_fixed” so I would add this into the macro. 



 

  



10. Minimize the VBA window by clicking the – sign in the top right corner. 

  

11. You should now be back in your Excel page. If not, simply navigate back to your Excel file. 

 

12. Click “Macros” again. You should see your EXPORT macro is now available: 

 
 

13. Ensure that EXPORT is selected (it will be highlighted blue) and then click “Run.”  

14. You should then get a message box saying “Finished.” Click “Ok.” 



 
 

15. Navigate to where you decided to save your file. For this example, that was in the folder “tutorial” in 
the Documents Folder.  

 
You should be able to see the file now: 

 
  



16. Open the file and double check that it is in fact pipe delimited:

Your file is now ready to be uploaded to the State Reporting System. 


	Transparent Utah: How to Edit UCA Codes in Excel
	1. OPEN THE PIPE DELIMITED FILE
	2. EDIT THE DOCUMENT
	3. EXPORT TO A PIPE DELIMITED FILE



