X . . .
. How to split names in Excel with Text to Columns

1. Select the column of full names that you would like to separate.
2. Gotothe Data tab > Data tools group and click Text to Columns.
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3. Step1 in Convert Text to Columns Wizard

Convert Text to Columns Wizard - Step 1 of 3 ? X

The Text Wizard has determined that your data is Delimited.

If this is correct, choose Next, or choose the data type that best describes your data.
Original data type

(@ i that best describes your data:

- Characters such as commas or tabs separate each field.

- Fields are aligned in columns with spaces between each field.

Preview of selected data:
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4. Step 2in Convert Text to Columns Wizard

Convert Text to Columns Wizard - Step 2 of 3 ? X

This screen lets you set the delimiters your data contains. You can see how your text is affected
in the preview below.

Delimiters

[CJiTab;

[] semicolon Treat consecutive delimiters as one
Ll Text qualifier: E v

Space

(] other: '
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5. Last but not least — Step 3 in Convert Text to Columns wizard
Data format > Destination > Finish

Convert Text to Columns Wizard - Step 3 of 3 ? X
This screen lets you select each column and set the Data Format.

Column data format

(® General

‘General’ converts numeric values to numbers, date values

O Text ] to dates, and all remaining values to text.

(O Date: | MDY v Advanced...

(O Do not import column (skip)
Destination: SAS; f&g
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