Tlp I Separate Birth Dates into Birth Month and Birth Year

Purpose: This tip sheet explains how to separate a one-column date into month and year columns.

Prepare worksheet for separating a single column of birth dates.
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Specify data type (Step 1 of Text Conversion Wizard).

Convert Text to Columns Wizard - Step 1 of 3

The Text Wizard has determined that your data is Delimited.

4. Choose
delimited
then click
Next.

If this is correct, choose Mext, or choose the data type that best describes vour data.

Criginal data tvpe

Specify delimiters (Step 2 of Text Conversion Wizard).

Convert Text to Columns Wizard - Step 2 of 3

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

only delimiter Delimiters
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type “I” as [] Semicalon [] Treat consecutive delimiters as one

the character [ comma

Text gualifier:  |[S{llE

that divides N[ space

the date J Other:

Data preview

6. Set “Text qualifier” to
{none} so the month

and year are numbers.
preview of the

Click Next.
299 parsed or separated
S dates here. JS
= 1993
_—/ -

Specify data format (Step 3 of Text Conversion Wizard)

Note: You see a

Convert Text to Columns Wizard - Step 3 of 3

7. Choose This screen lets you select each column and set the Data Format, 8. |mp°rt_ant_: Set
General Cokamn data Formek the “Destination” for
as the data separated data to be

the first of the three
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Results of Date Conversion
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10. The separated
month, day and year
are now in the blank
columns and...
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...you can delete\
the original date

and the “Day”
columns, which

are not required

for submitting the
current roster. /

Note: Make sure the

month and year values are
formatted in General cell

format.
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Tip I Separate Names into Columns

Purpose: This tip sheet explains how to separate a one-column name into two or three columns.

Prepare worksheet for separating a single column of student names

Harme Insert Page Layout Formulas Data Rewview i e Deweloper Add-Ins
N Access I_[}'l I_F] |;~1 G connections Al B & Clear E_.E =4 Data walidation ~
T . U Rt Cepie e s . -';;- Reapply [Fim Cansalidate
Sort | Filt Textln | R -
1. Insert one or two blank Lirks Al " e 2 pdvanced C;I mns Duf:l?.ilcoa\::is EP WhatIf Analysis -
columns (two, if there is a middle  lg: Sort & Filter ‘y\ Data Tools |
name). I~ -
A B 5 D \ E I
School Grade [Mame SEX
0001 Eaton Elem 4  [RICARDO BOSTIC A
0001  Eaton Elem 4 CHRISTIAN DENNIS |, — . N
0001 Eaton Elem 4 [KAITLYM FLORESTAL .
o007 TEaton Elom PR T B e 2. Selet;t the 3.. On the Data ribbon,
I0001  Eaton Elem 4 [BRANDY DaMVIS range of names click Text to Columns.
0001  Eaton Elem 4 |LEmA BENNETT to separate — S
0001 Eaton Elem 4 JADAM COTY can only be chumn; at Etach comma, period, ar
10001 Eaton Elern 4 |MAXWELL DUDLEY one-column LS RIe /e EID 1
0001 Eaton Elem 4 JLAURA DEAR wide! @ Press F1for more help.
0020 Mango Middle & [DAMIEL DAVIS : — S
0020 Mango Middle & [MOSEPH BOOTH N Brown 2 1935N7
0020 Mango Middle § [KEIMH BRADFORD Brown 12 19987

Specify data type (Step 1 of Text Conversion Wizard).

Convert Text to Columns Wizard - Step 1 of 3

The Text Wizard has determined that wour data is Delimited.

4. Choose delimited If this is correct, choose Mext, or choose the data byvpe that best describes wour data,
then click Next. Driginal data bype
T

ose the file bype that best describes wour data;
®

() Fixed width - Fields are aligned in columns with spaces betwesn each Field.
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Specify delimiters (Step 2 of Text Conversion Wizard).

Convert Text to Columns Wizard - Step 2 of 3
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Specify data format (Step 3 of Text Conversion Wizard)

This screen lets you =
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Tlp I Formatting Student IDs with Leading Zeros

Purpose: Unless you do something special, Excel ignores any zeros you type at the beginning of a value, such
as a student ID, since that is not a standard value format. To work with leading zero numbers, it helps to
know how to:

® Format existing numbers to display with a leading zero

®  Format existing numbers to display with variable amount of leading zeros

Format existing numbers to display with a single leading zero:

If you already have the value 654321 entered, a custom number format

f Format Cells
can make it display as 0654321.
Number | Alignment | Font | Border | Al | Prof
1. Select the cell(s) you wish to format. Category:
. . . ~ 5
2. Right-click the selection and choose Format Cells from General ele
Currency D123456
the menu. gccob;unﬁng Type:
. . . a "
3. In the Format Cells dialog window, click Custom. Time s
L. Percentage General
4. In the “Type:” field, delete the existing format name (e.g., Fraction 0
cientific 0.00
General), type “0”# and click OK. Once you save the file, Text %40
k ) o Special #,##0.00
the custom format is available for future use within that file. EE— imﬂ%ﬁ‘g;’f‘? s20)
Note: The formatted entry is still a value, not a text entry. BB A
$#,£#0 );(5#,#40)
$#,##0 );[Red] (8%, #20)

Format existing numbers to display with a variable amount of leading zeros:

We just explained how to format existing values to display with one zero on the left. 123 0000000123
Let’s suppose you want to display each value in your spreadsheet as a fixed length of 2345 0000002345
nine digits with zeros added at the beginning (see image at right). 34567 - 0000034567
1. Select the cell(s) you wish to format. %87 0000000987
. . . 98765 0000098765
2. Right-click the selection and choose Format Cells from the menu. 22 0000000022
3. In the Format Cells dialog window, click Custom.
4. In the “Type:” field, delete the existing format name (e.g., General).
. . .. . . Format Cells
If each student ID contained nine digits, you would type in nine
zeros, and then click OK. Once you save the file, the custom format Number | Alignment | Font Border
is available for future use within that file. Category:
. H H General - Sample
Note: The formatted entry is still a value, not a text entry. s
Currency
Accounting Type:
Date
|| [Time 000000000|
Percentage General
| Fraction 0
Scientific 0.00
|| |Text %220
|| | |specl #,##0.00
|| CETe— | s 00
#,2#0_);[Red](#,
| #,##0.00_);(#,#4
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