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Split names by using the Convert Text to Col mns Wizard
 

Show All 

Use the Convert Text to Columns Wizard to separate simple cell content. such as first names and last names, into different 

columns. 

Full First name Last 

name name 

Syed Syed Abbas 

Abbas 

Molly Molly Dempsey 

Dempsey 

Lola Lola Jacobsen 

Jacobsen 

Diane Diane Margheim 

1arglleim 

De ending on your data, you can split the cell content based on a delimiter, such as a space or a comma, or based on a 

specific column break location within your data. 

What do you want to do? 

.J..- Split content based on a delimiter 

Split space-delimited content 

Split comma-delimited conten 

v' Spilt cell content based on a column break 

Split content based on a delimiter 

Use this method if your names have a delimited fomlat. such as "First_name Last_name" (where the space between 

First_name and Last_name is the delimiter) or "LasLname. FirsLname" (where the comma is the delimiter). 

Split space-delimited content 

To complete these steps, copy the following sample data to a blank worksheet. 

How to copy an example 

http://office.microsofLcom/dient/bc'lpprevliev..'.aspx?Asset!D=[JAI01023401033&QuC'ryl...1/1R/2()()8 
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2 

3 

4 

1. 

2. 

3, 

4, 

A
 

Syed Abbas
 

Molly Dempsey
 

Lola Jacobsen
 

Diane Margheim
 

Select the range of data that you want to convert.
 

On the Data tab. in the Data Tools grou ,click Text to Columns.
 

In Step 1 of the Convert Text to Columns Wizard, click Delimited, and then click Next.
 

In Step 2, select the Space check box, and Lhen clear the other check boxes under Delimiters_
 

The Data preview box shows the first and last names in two separate columns. 

This screen lets YOU set the d,;o,limiters your data contains. '{ou can see 
how your text is attected in the previe....,' below, 

Dellmlter~~ 

D!i~~j 
o Semicolon ~ T[eat consecutive delimiters as one 

D~omma 
Text gualifier: r" 

~ 2Pace
 

o Qther:
 

Syed Abbas
 
Uolly Dempsey
 
Lola Jacobsen
 
Diane Hargheim
 

Cancel I I < §.ack J I Mext > ] [ E.inish 

5. Click Next.
 

6, In Step 3, click a column in the Data preview box, and then click Text under Column data format.
 

Repeat this step for each column In the Data preview box. 

7.	 If you want to Insert Ihe separated content into the columns next to the fUll name, click the icon to the righl of 

the Destination box, and then select the cell next 10 the first name in the lisl (82. in thIs example). 

hrtp:l/o ffice. microso fLcom/client/heippreview.aspx?Assetl D IIAl 0 I02340 103 3&()uery I... 2/\ Xf200X 
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I 

Column data format
 

O§eneral
 

• [fi.~'q 
o Qate: 

o Do not [mport column (skip) 

D~stinatjon: 1-,--$_A$~l ~ 

JMPORT~ If you do not specify a new destination for the new columns, the split data will replace the original 

data. 

8. Chck the icon to the right olthe Convert Text to Columns Wizard. 

9, Click Finish. 

~ Top of Page 

Split comma-de imited content 

To complete these steps, copy lhe following sample data to a blank worksheet. 

~ How to copy an example 

A 

1 Abercrombie. Kim 

2 
Cavaglieri, Giorgio 

3 
Ito, SllU 

4 
Philips, Carol 

1. elect the range of data Ihal you want to convert.
 

2 On the Data tab, in the Data Tools group. click Text to Columns
 

3. In Step 1 of the Convert Text to Columns Wizard, click Delimited, and Ihen click Next. 

4. In Step 2, select the Comma check box, and then clear the olher check boxes under Delimiters. 

The Data preview box displays the first names and last names in two separale liSIS. 

hHp://office.microson.com/e1icnt/helpprcvicl,v.aspx?AssetIO=I IA I0 102340 I033&Queryl... 2/~ &/200R, 
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Thi::: screen lets ~'ou set the delimiters 'your data contains. 'tou can see 
how your text is atrected in the preview below. 

Delirmter~ 

Drab 
o Semicolon 

0~omma 

Dl~.~,~~} 
[JQther: n 
Abercromb i e 
Cavaglieri 
Ito 
Philips 

o heat consecutive delimiters as one 

Text gwalifier': 1_" ..;.lv=~1 

Kilil 

Giorgio 
Shu 
C "J.:<;)J, 

-

5 

G. 

7 

8, 

[-~-] I <:: §ack ) [~ext > ] [ Einish 

Click Next.
 

In Step 3, cl ck a column in the Data preview box, and then click Text under Column data format.
 

Repeat thIs step for each column in the Data preview box,
 

If yOLi want to show the separated content in the columns next to the full name. click the icon to the right of the
 

Destination box. and then select the cell next to tile first name in the list (82, in this example). 

Column data fNITt<lt
 

O§enet'al
 
r·" .... ·"·,

• next! 
::::;:,,,, ...,., 

o Q.ate: fvlDV '"
 

V Do not [mport column (skJp)
 

D§.stin,ation: $A$l I-I 

I~PORTANT If yOLi do not specify a new destination for lhe new columns, the divided dala will replace the 

ombined data. 

Click the icon 10 the right of the Convert Text to Columns Wizard. 

hnp://office.microsoft.com/clienUhclppreview.aspx?AssetJ D=HA I 0 I 02340 I 033&()uc.ryl ... 2/ISi200S 
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9.	 Click Finish. 

~ Top of Page 

Split cell content ased on column break 

You can also customize how you want your data to be separated by specifying a fixed column break location 

1.	 Select lhe cell or range of cells. 

2.	 Qnlhe Data tab, in Ihe Data Tools group, click Text to Columns 

In Slep 1 of Ihe Convert Text 10 Columns Wizard, click Fixed Width, and then click Next.
 

4, In the Data preview box, drag a line 10 indicate where you want Ihe conlent (0 be divided,
 

:~o~~rtText to Col~mns Wizar~ - Step 2 of 3---- ------·-~Irxl 

This screen lets you set field widths (column break::;).
 

Lin8~: 'A'ith arrows signify a c'jlumn break.
 

To CREATE a break line, click at the desired position.
 

To DELETE a break line, double dick on the line,
 

To f"IOVE a break lin",) click and dr-3g it.
 

Data I:!.re'll!::li 

30 40 50 
I	 I. _. I 

Einish_C_o_nc_6_1_1 [ <~ack I 1f"""'!iext";"'-'1] I' 
. .'	 ,,,,, ..,," , ---- ­

W 20 

Tip To delete a line, double-click it. 

5.	 Click Next. 

6.	 In Slep 3, select a column in the Data preview box. and then click a format option under Column data format. 

epeatll1is step for eaCh column in the Data preview box, 

hltp:l/o fRee. mieroso ft.comlel ientlhel ppreviev,.'.aspx?AssetID=lrlA I0 I02340 10,) 3&Query I... 2/IS/lOOg 
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7_	 if you want to show the split content in the columns next to the full name. click the icon to lhe right of the
 

Destination box, and then click the cell next to the first name in the list.
 

Calum,-, ,jd:~, f':.ITn"t 

O§eneral 

(~ji8·X-t'1 

C'-Q~-;-~': !f''lDY v I 

C' Do not import column, (~kJp) 

D@.stinatIQn: $A$2 

ITw:\.PORTANT If you do not specify a new destination for the new columns, the divided data will replace the 

original data. 

8,	 Click the icon to the nghl of the Conver Text to Columns Wizard. 

9. lick Finish, 

l!J Top of Page 

See Also 

Demo: Distribute Ihe contents of 1 cell across 1l1ulliple cells 

Splillex! among columns by using functions 

Was this information helpful? 

Yes No I don't know 

http://office.microsoft.com/clientlhelppreview.aspx?AssetID=I-I'A I0 I02.340 I033&Queryl... 21 IX/20U8 

mailto:D@.stinatIQn



