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1. Select the column of full names that you would like to separate. 

2. Go to the Data tab > Data tools group and click Text to Columns. 

 

3. Step 1  in  Convert Text to Columns Wizard 
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4. Step 2 in Convert Text to Columns Wizard 

 
 

5. Last but not least – Step 3 in Convert Text to Columns wizard 

Data format > Destination > Finish 

  


