
Splitting Text Data Columns — Excel 2007 

This guide will show you an automated tool available to you when you want to divide text 
information found in a single Excel column, for display in two or more columns, or simply 
to rearrange the order of the text in each cell. 

1.)  In this example, I have 
names of individuals in an Excel 
column, listed by last name, 
then first, separated by a 
comma. 

I want to use this data, say, for a 
mailing list, in which case I need 
to change it to a different order, 
as shown by this second Excel 
extract. 

 

2.) I select the cells containing 
the information I want to sepa-
rate, and move my cursor to the 
Data Tools section of the Data 
tab on the Office Ribbon.  
There, I click on the “Text  

to Columns” icon. 

 

 
 

 

 
 

3.)  A multi-step dialog “wizard” 
opens, showing the data I want 
to rearrange.  

 

I leave the default selection in 
the radio button marked 
“Delimited”, as the elements I’m 
trying to extract are separated 
by commas (and spaces).  Then 
I click on “Next.” 
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4.)  This next box is step 2 of my 
wizard.  I identify the delimiters 
applying here as both Comma 
and Space (“Tab” was the de-
fault), check off a requirement to 
“Treat consecutive delimiters 
as one”, and set the “Text 
qualifier” to {none}.  The Data 
Preview at the bottom of the 
box shows me the effect of 
these choices, as to how the 
original text will be separated / 
divided. 
 
 
5.)  Step 3 of the wizard offers 
an opportunity to make format-
ting choices for each column, 
and to pick the range of cells 
where each column’s data will 
be displayed.  So that I can pre-
serve the original data for illus-
tration purposes, I’ll forego the 
default shown at right, and enter 
“$B$2” in the “Destination:” 
field instead.  I then click on 
“Finish” to complete the wizard. 
 
 
 

6.) The result of using this wiz-
ard is shown at right, together 
with the labels I’ve added to 
each column, to indicate what’s 
been accomplished.  Each name 
has now been separated out into 
its different elements, which may 
be all that’s needed.  But, what if 
I’d like to have the names in 
standard order, in one column 
(for instance, for a mailing list)? 

 



7.)  The “CONCATENATE” 
 function  
“joins several text strings into 
one text string.”  I can use the 
name elements already isolated 
in the steps above, and separate 
them by spaces — expressed as 
their own text strings (“ ”) —  to 
reassemble the names in stan-
dard order. 
 
 
8.)  Using the name of John C. 
Smith, as shown in the Function 
Argument above, my “re-
assembly” formula will be: 
“=CONCATENATE (C2,“ ”,D2,“ 
”,B2).”  The resulting spread-
sheet will look like the one at 
right. 
 
 
 
9.) By left-clicking on the cell 
“handle” in E2, and dragging the 
cursor through to E7 before let-
ting go, I spread the formula for 
reassembly of the names over 
the rest of the list, with the result 
showing in the next screen shot 
down. 
 
 
Note:  Since I’ve used the same  
“reassembly” function for all the 
rows, those with no middle initial 
have two spaces between the 
first and last names.  This could 
be avoided by using different 
CONCATENATE formulas for 
names with and without initials. 
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