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This walkthrough illustrates how to edit a pipe delimited text (.txt) file in Microsoft Windows Notepad. 
Note that the steps are analogous for Apple Mac OS TextEdit. To do this, you will complete the 
following steps:  

 
1. Open the .txt File. 
2. Edit the Uniform Chart of Accounts (UCA) codes. 
3. Save/Export the .txt file. 

1. OPEN THE .TXT FILE. 
Using File Explorer, navigate to your pipe delimited .txt file. 
In this example, mine is located in the Documents Folder in a folder called “tutorial.” The .txt file is called 
“example.txt.” 

 
 
  

WALKTHROUGH 



To open the file, simply double click on it:

 
 
If your computer does not automatically open up the .txt file in Notepad. Then follow the following steps. If 
your computer automatically opens in Notepad, then go to the next section named “Editing the Uniform 
Chart of Accounts Codes”: 

1. Right click on the file: 

 
  



2. Hover your mouse over the “Open with” option: 

 
3. Click on “Notepad.” 

 

2. EDIT THE UNIFORM CHART OF ACCOUNTS 
CODES 

Once the desired file is open, you can begin to edit the file.  
 
Explanation of the File Format 
If you have never opened a .txt file, it may be overwhelming, but the structure is easy enough to discern.  
 
Each | character is like a breaking point for a new column. So: 
 
A | B| C|D|E 
12|222|301||500 
 
Would be like this in a spreadsheet: 
 
A B C D E 

12 222 301  500 
Note: if there is not character in between the | characters, then that is an empty cell. 
  



1. Find the UCA field 
The UCA field is usually the last or close to last column. So we need to scroll to the horizontal end 
of the document to find it. Use the horizontal Scroll Bar as show in the two pictures below: 

 

 
 
  



If you know the specific account you need to change, you can search the document quickly using these 
steps: 
 

a. On your keyboard press “ctrl f” to open the find tool. 

 
b. In the “Find what:” field type in the code you want to change. For example, imagine I wanted to edit 

the code(s) “400-300502-40020100.” I would type that UCA code into the find field. Then, I would 
click “Find Next.” 

 
c. My code is then highlighted and I can edit as needed. Click the “X” in the Find window to exit the 

find tool.  
 
 

2. Once the desired transaction is found, edit it. Change the 6-digit function code’s second digit to a 
lowercase “a”. 
For example”400-300503-40020100” would become “400-3a0503-40020100” 
 
There are two different situations. 1) The entire amount in a given transaction is eligible to be used by the 
CARES Act/COVID-19 Relief Funds, 2) only a percentage of the amount in a given transaction are eligible 
to be used by the CARES Act/COVID-19 Relief Funds. 

Edit Option 1: Entire Amount 
If I needed to change the account with the UCA code “400-300502-40020100” on row 8: 



 

 
I would need to change it to “400-3a0502-40020100” 
 
Click into that UCA cell the same way you would use any text editor (like Microsoft Word). Then, replace 
the “0” with a lowercase “a.” 
 

 
 
Repeat the above process for each account transaction as necessary. 

Edit Option 2: Splitting an Account Transaction 
 
If only a partial amount of a given account be appropriated to the CARES Act/COVID-19 Relief Funds, 
then follow these steps: 
 
Once again, use the UCA code “400-300502-40020100” on row 8: 



 
 
For this example, imagine that only half of the amount in that account transaction can be used for CARES 
Act/COVID-19 Relief Funds.  
 

a. Select the entire row. 

 
b. Copy the selection/row by pressing “ctrl c.” 
c. Scroll all the way to the right and place your cursor after the last column of row 17 and press 

“Enter.” Then, in the blank space under row 17, paste the selection by pressing “ctrl v.”

 
d. Change the row number to follow after the previous row. In my example, the last row had the 

row number of 17, so I changed the “8” to an “18.” 



                    
e. Change the amounts. Since in this example only half of the original amount is eligible for 

CARES Act/COVID-19 relief, I will need to change the amounts from 40000.00 to 20000.00 in 
each of my accounts.  

 

 becomes...  
 

  



f. Edit the Function code to have a lowercase “a” for the second account. 
 

 
 
Repeat the above process for as many accounts as needed. 
 

  



3. SAVE/EXPORT THE .TXT FILE 
 
Since the file format is already in a pipe delimited format, all you have to do is simply save the file. No 
fancy exporting is needed.  
 

1. Click “File”: 
 

 
 

2. Click “Save.”  
 
Ensure the edits have been saved by closing the Notepad editor, and then reopening it. If the changes are 
still present once reopened, your text file is ready to be uploaded to the State Reporting System. 
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