Excel 2007 | Split The Information From One Cell Across Multiple Cells

STEPS OVERVIEW

1. Highlight the cells you want to split.
2. Click on the “Data” tab.

Click “Text to Columns”.

Click “Delimited”.

Click “Next".
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Check the “Space” box.

Clear all other check boxes.
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8. Click“Next".

9. Click a column.

10. Under “Column Data Format” click “Text".

11. Repeat for the second column.

12. Click on the box next to “Destination”.

13. Highlight the cells where you want the data to appear.
14. Click “Finish”.
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For example, you can separate a
column of full names into separate
first and last name columns.

In Word, use this feature to
convert the selected text into 3
table, splitting the text into
columns at each comma, period, or
other character you specify.

t_)) Press F1 for more help.
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i Convert Text to Columns Wizard - Step 3 of 3
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