CENTRAL PENSION ACCOUNTING OFFICE
USER GUIDE — HOW TO CONVERT CSV (TXT) FILE TO EXCEL

STEP-1
TO DOWNLOAD LIST OF PRE-2016 CASES TO BE REVISED UNDER 7" CPC

) 8  First Credit Status
Grievances

9 (asestobe revised under OM 30/07/2015
& Total Grievances B

10 Combined Authority Sent By CPAQ to Bank
% Total Disposed

11 OM30 July 2015 Revision Tracking System
& Total Pending

12 EPPO Revision Authority Download
* Total Marked To DDO
13 PAQ WISE SUMMARY OF OM 30 JULY 2015 REPORTED & RECEIVED/REVISED
14 Casestobe revised under OM 06JAPRIL/2016 m
15 Grievance referred by CPAQ m
16  Entry & PPQ allocation for officials due to retire within 12 to 15 months as on 01/Apr/2016 m
17 NewPPO & Aadhar seeding reportm

18  Examination of feasibility of implementation of 7th CPC for revision of pensions of Pre-2016 pensioners m

19 12Digits PPO Number to be Alloted to Pre-90 Pensioners (List)

20 7th CPC Pre-2016 Revisions (Summary & List) m

After LOGIN CLICK ON SI.No 20 (7™ CPC Pre-2016 Revisions (Summary & List) )

STEP-2
Following screen will open once clicked on SI.No 20 (7" CPC Pre-2016 Revisions (Summary & List) )

Pre 2016 Revision Report

| Print Search:
Ministry [ Dept.
1 FINANCE 075305-PAD(CPAQ), Delhi 46 0 .
) 46
e
GRAND TOTAL 46 0 48

Showing 1 to 2 of 2 entries

4 M | »

Under Pending Column of Report Click on the Link shown in Red Circle above
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CENTRAL PENSION ACCOUNTING OFFICE
USER GUIDE — HOW TO CONVERT CSV (TXT) FILE TO EXCEL

STEP-3
After Click a window will open to save .txt File

Opening 075305.txt 2

You have chosen to open:

| 075305.4xt

which is: Text Document
from: http://cpac.nic.in

What should Firefox do with this file?

O Openwith | EditPad Lite (default) -

1 FlashGot JDownloader

I DownThemdall!

) dTa OneClick! {§ IF:‘-LFG}GT_PDF_EDI'I'GH_PGRATELE‘-L "]

i@ Save File
[ Do this automatically for files like this from now on.

L. A

In this case we have clicked for PAO 075305 so the text file will be 075305.txt, save the file in desired
location.

' N
@ Enter name of file to save to... @
@.\J-I |} PAO-CPAO ~ [43 | [ Search PAO-CPAO o

Organize = Mew folder 4= - I@I
&] Recycle Bin i MName Date modified Type
. CCP_REPS_ 20170118
| dbws-callout-utility-10R2 Mo itemns match your search.

. eppo_format_2
| eppo_samples
. hindi fonts

. Jeevan_praman
. Links_20140305 ‘—

. Marriage_Forms

, Mew folder
. PAO-CPAC
. PAPA_SCAN

- 4 [ | &

File name:  073305.bd -

Save as type: | Text Document (%) vl

= Hide Folders Save l [ Cancel ]

CPAO INTERNAL DOCUMENT Page 2 of 7
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USER GUIDE — HOW TO CONVERT CSV (TXT) FILE TO EXCEL

STEP-4
Once the File is downloaded open MICROSOFT EXCEL

Data

Lo o R e

=

BY DEFAULT A BLANK SHEET IS OPENED

STEP-5
CLICK ON DATA TAB TO IMPORT CSV (TXT) FILE

Formulas

.:a I_@ Connedtions

Rl .
,@ Properties
Existing Refresh -
Connections | All= == Edit Links

Connections

AFTER OPENING DATA TAB CLICK ON FROM TEXT
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USER GUIDE — HOW TO CONVERT CSV (TXT) FILE TO EXCEL

STEP-6
Select the File from the folder where you have downloaded the .txt file

[ @ Import Text File M

@\Jﬂ | » PAO-CPAO ~ | 3 || Search PAO-CPAO o
Organize + MNew folder = - 0 @
'?j MNetwaork it Mame : Date medified Type
[E Control Panel
_ ] | L 0753056t 30/05/2017 4:51 PM Text
2| Recycle Bin

J CCP_REPS_ 20170118
. dbws-callout-utility-1
. eppo_format_2

. eppo_samples

. hindi fonts

m

. Jeevan_praman
J Links_20140305 =

. Marriage_Forms

. Mew folder - 4 m |

File name: 075305.bt - [Text Files (*.prn;*.bd;*.csv)

Tools = [ Import ] [ Cancel

Click on Import

Import wizard screen will open (Step 1)

Text Import Wizan Step 1 of 2 L2 ||

The Text Wizard has determined that your data is Delimited.

If this is correct, choose Mext, or choose the data type that best describes your data.
Criginal data type

I'Chnose e file type that best describes your data:

- Characters such as commas or tabs separate each field.

Startimport at row: | 1 = File origin: 437 : OEM United States

Preview of file C:\Users\adminDesktop\PAQ-CPAOYD 75305, txt.

MINISTRY DEPFT, PAD, PPO_NUM, PENSTONER NAME, FP_NAME, PRO CLASS DRTE BIR
.I IMANCE, 075305, 753050000017, "BHATT SHRI KRISHBN mR" "DEVI S'MT ATRI"™ "|
.I IMANCE, 075305, 7530500000258, "NARATN SHEI CHRMD", “SH’&RH'& SMT RREMR" "V - Wi
INBNCE,U'?SSUS,?53050200015,"1‘&12}1& SH = N“,“TRIEH'& SMT ERNTR", "L - Supe
IMANCE, 075205, 753050200020, "CHANDRRE SHEI BRMESH™ "LARTR SMT EUSUM"™ "L -

4| m | 3

-

-

: Fac [ next> ||| Finish

Choose Delimited and Click Next
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CENTRAL PENSION ACCOUNTING OFFICE
USER GUIDE — HOW TO CONVERT CSV (TXT) FILE TO EXCEL

Import wizard (Step 2)

' N
Text Import Wizard - Step 2 of 3 )
This screen lets you set the delimiters your data contains. You can see how your text is affected in the preview
below.
Delimiters
[[] Tab
[ semicolon [7] Treat consecutive delimiters as one
‘ ' Ex! qualifier: |~ |Z|
|:| Space
[7] other:
Data preview
MINISTRY DEFT [FRO PO NUM FENSICNER NEME
THANCE 75305 [753050000017 BHATI SHREI ERISHEN EIMAR
IMANCE 075305 [753050000028 MWARATN SHRI CHAND
INANCE 075305 [F53050200015 TRIEHA SH 5 N
INANCE 075305 [F53050Z200020 CHAWNDRA SHRI RRMESH

1| 1

[ Cancel ][ < Back ][ Next > ][ Finish ]

Select Comma under Delimiters and click on next

Import wizard (Step 3)

Text Import Wizard - Step 3 of 3 l 7 |

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

Column data format

@ General

g ‘General' converts numeric values to numbers, date values to dates, and all
) Tex

remaining values to text.

o o[

~) Do not import column (skip)

Data preview
epnerz] eneral eneral
[FPO_HUM FENSIONER NAME [FE_MAME -
753050000017 BHATI SHRI ERISHAW KUMAR DEVI SMT ATY |
753050000028 WLRAIN SHRI CHAND EHADMZ SMT §
753050200015 TRIKH& SH 5 N TEIEHA
753050200020 [CHANDRZ SHRI RAMESH [LATZ 3

Cancel ][ < Back
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Scroll to the end Column under Data preview then press Shift key without releasing shift key use mouse and

click on DDO CODE Column and your screen should look like below

General

'General' converts numeric values to numbers, date values to dates, and all

= remaining values to text.

Date: |DMY IEI Advanced...

Do not import column (skip)

F N
Text Import Wizard - Step 3 of 3 | ? &J I
This screen lets you select each column and set the Data Farmat.
Column data format

Use Shift Key and Mouse

Data preview

FRADE PRY [LARST PAY DRRWN

After selecting the data click choose Text under Column Data Format and then Click Finish

STEP-7
Following screen will appear once Finish is clicked

r-In’||:|<:|ri: Data |i|ﬂ_hj1

Where do you want to put the data?
@) Existing worksheet:
E3

MNew worksheet

|P[Dperties... | [ O ] | Cancel |

Click on OK to start Import of data
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USER GUIDE — HOW TO CONVERT CSV (TXT) FILE TO EXCEL

After Successfully importing data you’re your excel sheet will be filled like the screen below now you can
save this excel file for your usage

Home Insert Page Layout Formulas Review View Add-Ins Load Test Acrobat

A=D) AED aEN by . |U3| Connections | 4 K Clear = Ra|
@ .0 Lw | L@ |Le 2 =

%Reapply

ﬁf‘ Praperties
From From From From Other Existing Refresh - £} Sort Filter
Access Web  Text Sources~ | Connections | All- == Edit Links

Get External Data Connections Sort & Filter

MINISTRY_DEPT PAC  PPO_NUM PEMNSIONER_MAME FP_NAME
FINAMCE 075305 753050000017 BHATISHRIKRISHAN KUMAR DEVISMT ATRI
FINAMCE 075305 753050000028 MARAIMN SHRI CHAND SHARMA SMT RAMA
FINANCE 075305 753050200015 TRIKHASHSN TRIKHA SMT KANTA
FINANCE 075305 753050200020 CHAMNDRA SHRI RAMESH LATA SMT KUSUM
FINANCE 075305 753050200037 SAXENA SHRISK SAXENA SMT PRABHA
FINAMCE 075305 753050300016 SHRI MARESH CHAND GUPTA SMT INDU GUPTA
FINAMCE 075305 753050300029 SH VIREMDER KUMAR KAPOOR SMT SUNITA KAPOOR
FINANCE 075305 753050400013 UPADHYAYSHRE UPADHYAY SMT PRAMILA
FINANCE 075305 753050500014 SHRICHANDER BHAN SMT. SUMARTI DEVI

Lo =] & L f& W pa =

o
» I I I I» I» I» = <
i
W W WM W N A e e

=
0

STEP-8
Save the file
— e
Save As _ — M
||l Deskiop » X
Organize « Mew folder == - (7]
B Desktop i Seven Pay Matrix Tablexlsx Jar
4 Downloads —  [®] xusxFie E
J Dropbox E| 17.1KE
= Recent Places Bl SCROLL_NEW_VS_OLD_DIARY_2017
Z| 052518
XLSX File
Bl Desktop
~ Librari SCROLL_MEW_VS_OLD_DIARY xlsx
o Libraries X4 xisxFile
| Apps 120 KB
| Documents SCROLL_DATA_FOR_COMPILE_201
o) Music 1| 70419 01
| Pirtures x KLSX File kv
I =RlPRE-2016 075305 DATA xlsx -
Save as type: [Excel Workbook [*xlsx) v]
Authors: admin Tags: Add atag
i [ Save Thumbnail
i
i “ Hide Folders Tocols - Save ] ’ Cancel ]
i

This is how you can convert CSV(txt) file into excel

CPAO INTERNAL DOCUMENT Page7 of 7



