PRODUCTIVITY :

Using Delimiters in Breaking Text

or Internal Use Onl

Having a hard time breaking texts from one Column to
different columns? If you have one lengthy text contained in
one column and you want to separate it to many columns,

delimiters will help you do this.

Click here to view how to use the DELIMITERS.

Prepared by Information Security and IT Governance Division of ICT.
Productivl.T.y showcases tips & tricks on various
office and branch applications.
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1. Highlight the target text
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2. Click on Data Tab then select Text to Columns
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Convert Text to Columns Wizard - Step 1 of 3
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ﬁ The Text Wizard has determined that vour data is Delimited,
If this is correct, choose Mext, or choose the data tyvpe that best describes wour data. i
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Choose the file type that best describes vour data:

g - Characters such as commas or tabs separate each field,
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shish Mohta
BE Mohta

4
5
-]
7
t-]

< Back [ Mext = ] ’ Finish

Breaking along text into columns of excel based on certain delimiters is easy as one-two-three. By following these simple steps you can
save a lot of time instead of copying and pasting the text into columns:
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3. Choose Delimited as the File Type that best describes your data then click Next
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Convert Text to Columns Wizard - Step 2 of 3
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This screen lets you set the delimiters your data contains, You can see how your text is affected in
E the preview below,
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4. Pick Space as the Delimiter then click Next
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Convert Text to Columns Wizard - Step 3 of 3

This screen lets wou seleck each column and set the Data Format,

Colurnn data Format
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‘General converts numeric values to numbers, date values to
O Text dates, and all remaining values to kext,
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5. Lastly, select the Data Format of your output data and click Finish.
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Before After
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Now, try using the other Delimiters and let us know what happens.

n

We value your feedback. Please help us improve our Productivl.T.y releases by filling out the “Serbisyong Bida
online survey form. You may also email your comments and suggestions to ict-process@pjlhuillier.com.
Click here for back issues of Productivl.T.y in MyLink.
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