Excel Text to Column and Transpose Commands

Excel Text to Column Command
The Text to Column command allows you to break text in one column into several columns. For example, if you have LastName, FirstName in a column, you can break the text into two columns—one containing LastName and the other containing FirstName.

1. Insert as many columns to the left of the column to be split as needed.

2. Select the cells to be separated.

3. Pull down the Data menu and choose Text to Columns
4. Choose Delimited and click on Next
5. Choose the Delimiter that is used in the column, such as comma and click on Next
6. To set the column data format, click on the column and then click on the format desired under column data format (this is optional).  Repeat this for each column and click on Finish.

Excel Transpose Command
Use the transpose feature to switch data from vertical to horizontal.

1. Select the cells to switch

2. Click on the Copy tool

3. Click where you want the data to be transposed to

4. Pull down the Edit menu and choose Paste Special
5. Click on Transpose and click on OK
