How do l...?

Split One Column of Data into Two within Microsoft Excel 20077

One of the many features available in Microsoft Excel 2007 is the ability to split one column of data into two. This is

available using the “Text-To Column” feature.

To find this feature, select the “Data” tab in the ribbon bar.
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2. Select by highlighting the data you wish to split. Be aware that whatever information is split will appear in the
column directly next to the information you currently have, so make sure the spreadsheet is adjusted accordingly

John Doe
lane Doe
Jack sSmith
Tommy Atkins

Once selected, click on the “Text-to-Columns” button.
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4. Follow the steps within the Text Import Wizard (should automatically pop up).
Convert Text to Columns Wizard - Step1 of 3 7 =]
The Text Wizard has determined that your data is Delimited.
If this is correct, choose Next, or choose the data type that best describes vour data
Criginal data type
Choose the file type that best describes your data:
@ Delimited - Characters such as commas or tabs separate each field.
() Fixed width - Fields are aligned in columns with spaces between each field,
Preview of selected data:
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5. Select which delimiter best fits the input information. If a tab separates the information, check the box next to
“Tab,” and so on.

Convert Text to Columns 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 mieview beltw,

Delimiters
[[] Tab
[7] semicolon Treat consecutive delimiters as one

Comma
Oc Text gualifier: |" E|

[ other:

Data preview

chn =11 &
ane oe

ack mith

ommy Ptkins

[ Cancel ][ < Back l[ Mext = l[ Finizsh

6. Use this as many times as needed throughout spreadsheet construction.
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