File  Home Insert Pagelayout Formulas Data Review View Developer Help 1 Comments
Zv ﬁjfg Calibri vin YA AN | = E@ v 25 Wrap Text General ¥ m @ @ % g E :_:tosum ’ ?? /O
’ — | = 0 . Conditional Formatas Cell Format LRl Sort& Find& = Analyze
Pajte d B I Uv[Hv|&r A M| = === EMerge&Center ¥ $ ? % ’ (_08 _;98 Formatting v Table v Styles v Iniert Deiete v ‘}qea,v Filter v Select v DazraZ
Undo Clipboard [ Font N Alignment I Number N Styles Cells Editing Analysis
F1 v i v A
A B C D E F G H | J K L M N (0] P Q R S T U a
1 NAME CITY STATE
2 |John Smith Ann Arbor M
3 | Jack Williams Boise ID
4 Sally Johnson Charleston  SC
5 |Frank Luntz Cincinnati  OH
6 |Susan Glasser Des Moines 1A
7 | Carly Fiorina Durham NC
8 |Charles Scharf Grand Rapids MI
9 |Michael Tomasky  Knoxville TN
10 |Hank Snow Lincoln NE
11 Kaley Bowler Madison Wi
12 'Linda Farmer Rochester ~ MN
13 |Charlet Chung Salt Lake City UT
14 Thomas Burke Seattle WA
15 |Christopher Grant  Portland OR
16
17
18
19
20
21
22
23
24
25
26
27 v
« ) Sheet1 @ -r ]




i1 Comments

File  Home Insert Page Layout Review View Developer Help

2 U] & b == =|% b, Wrap Text — | @ @ & ) ] 2 AutoSum v 7Y /O -

¢~ @ - B I U = = = | & = | B Merge & Center $ 9 9|0 . Conditional Formatas Ce nsert Delete Format & Sort& Find& | Analyze

& S — i — 1| B vierge & Cente . 0 00 =0 ’—r:‘;r(—;";'_‘ Table Styles , A oaearv Select v
Undo Clipboard [~ Alignment N Number N Styles Cells Editing Analysis o
G2 vl X v A
A [ e _ G | H | J K L M N 0 P Q R S T u vV  a

1 NAME CITY S

Z:I John Smith AnnArbor M || |

3 Jack Williams Boise ID |

4 | Sally Johnson Charleston  SC

5 |Frank Luntz Cincinnati  OH

6 |Susan Glasser Des Moines 1A

7 |Carly Fiorina Durham NC

8 | Charles Scharf Grand Rapids Ml

9 Michael Tomasky  Knoxville TN

10 |Hank Snow Lincoln NE

11 Kaley Bowler Madison Wi

12 |Linda Farmer Rochester ~ MN

13 | Charlet Chung Salt Lake City UT

14 Thomas Burke Seattle WA

15 |Christopher Grant  Portland OR

16

17

18

19

20

21

22

23

24

25

26
27 | v

{  » Sheet1 @ -x ] »



File  Home Insert Pagelayout Formulas Data Review View Developer Help
Zv Iji]é; Calibri v v AT A E@E v 25, Wrap Text General v m @ @ GE E)::( E /::toSum Y é? /O _‘l{ll:
v — || g .
B @iy mo e A SHTEE Bumscme s $o% 0 @y s ms G oo DU o foan o
Undo Clipboard [ Font ~ Alignment N Number N Styles Cells Editing Analysis
o 4 calibii v[11 v[AT A § v % 9 -
R DHEEE 205 EE
A B - - - F G H | J K L M N 0 P Q R S T U A
1 NAME cimy| Search the menus
Z_JohnSr.m.th AnnArb X cut
3 [Jack Williams Boise
4 |sally Johnson Charlest [ Copy
5 |Frank Luntz Cincinna B paste p—
6 |Susan Glasser Des Moi i
7 |Carly Fiorina Durham Eﬁ
8 [Charles Scharf Grand Ri
9 |Michael Tomasky |Knoxville Paste Special...
10 [Hank Snow Lincoln
— — Insert P -
11 [Kaley Bowler Madisor NS
12 |Linda Farmer Rochest Delete
13 | Charlet Chung Salt Lake Ciear Contents _
14 | Thomas Burke Seattle
15 | Christopher Grant  |Portland [2] Format Cells..
16 ]
17* i Column Width...
18] Hide
19
20— i | Unhide
21] | BS show Changes
22 | —
23 |
24
25
26
27 v

Sheet1

®

4 ——

1 Comments



File  Home Insert Page Layout

Formulas Data Review View Developer Help i1 Comments

Z ’ [2‘1; Calibri 11 vAA = @ = P~ 2D, Wrap Text General v ﬁ @ @ @ E):( E AutoSum ’ év /()
” = B 0 . Conditional Formatas Cell Format e Sort& Find&  Analyze
Pajte & B I Uwif]~ O v A A @ = == E Merge e Ceonter, < $ v % 9 (-08 -;‘)8 Formatting v Table v Styles v lnielt Delem ¥ ‘) Clear v Filter v Select v Da'z(a\z
Undo Clipboard [~ Font N Alignment N Number N Styles Cells Editing Analysis
B1 v i v fx A
A C D E F G H | J K L M N (0] P Q R S T U &
l NAME & ary STATE
2 [John Smith Ann Arbor  MI
3 [Jack Williams Boise ID
4 |Sally Johnson Charleston  SC
5 |Frank Luntz Cincinnati  OH
6 |Susan Glasser Des Moines 1A
7 |Carly Fiorina Durham NC
8 |Charles Scharf Grand Rapids Ml
9 |Michael Tomasky ooxyille TN
10 [Hank Snow Lincoln NE
11 |Kaley Bowler Madison WI
12 [Linda Farmer Rochester ~ MN
13 | Charlet Chung Salt Lake City UT
14 [Thomas Burke Seattle WA
15 | Christopher Grant Portland OR
16
17
18
19
20
21
2
3
2]
25
%
27 v

|

Sheet1

©)



File Home Insert Page Layout

Formulas Data Review View Developer Help

1 Comments

ZV ﬁ"] [)]; Calibri vi11 AT A | = EE] v 29, Wrap Text General ¥ ﬂ @ @ @ E( % t_:tosum ’ "27 p _:ﬂl:
& = = = |&= = | B 0 . Conditional Formatas Cell Format ¥ Sort& Find& = Analyze
Pajte g B I U B v |~ A rIEEEIEE Merge&Center ’ $ v % 9 WD Formatting v Table v Styles v In.iert Delete b OCIearv Filter v Select v DatyaZ
Undo Clipboard Font N Alignment N Number N Styles Cells Editing Analysis Y
12 v (V fx ~
A B C D E F G HoLoa ] K L M N 0 p Q R S T FormuizSar
1 FIRST NAME T NAME CITY STATE
2 |0hn smith Ann M | |
3 | Jack Williams ; I
4 Sally Johnson Charleston
5 |Frank Luntz Cincinnati  OH
6 |Susan Glasser Des Moines 1A
7 |Carly Fiorina Durham NC
8 | Charles Scharf Grand Rapids Ml
9 | Michael Tomasky Knoxville TN
10 'Hank Snow Lincoln NE
11 Kaley Bowler Madison Wi
12 |Linda Farmer Rochester ~ MN
13 | Charlet Chung Salt Lake City UT
14 ' Thomas Burke Seattle WA
15 | Christopher Grant Portland OR
16
17
18
19
20
21
22
23
24
25
26
27 v

Sheet1

®



File  Home Insert Page Layout Formulas Data Review View Developer Help 7 Comments
Zv Dj é; Calibri vi11 AT AT | = E@ v 25, Wrap Text General v m @ @ é:E E}:( E 2AutoSum i 9? /C> _Jﬂl;
v = = == = | = 0 . Conditional Formatas Cell Format L[ Fill > Fin Anal
6 B I U s g v A viEE === Merge&Center v $ v % ) (-08 _)98 Formatting v Table v Styles v Iniert DElete v OCIear" Fsiﬁre;(r% Seledct&f' Daa:(aZe
Undo Clipboard & Font N Alignment N Number N Styles Cells Editing Analysis
A2 v /" fx  John Smith A
A B € D E F G H | J K L M N 0 P Q R S T U &
1 FIRST NAME LAST NAME CITY STATE
2 |John Smith Ann Arbor Ml
3 |Jack Williams Boise ID
4 |Sally Johnson Charleston  SC
5 |Frank Luntz Cincinnati  OH
6 |Susan Glasser # Des Moines  |A
7 |Carly Fiorina NC
8 |Charles Scharf Grand Rapids
9 |Michael Tomasky Knoxville TN
10 |Hank Snow Lincoln NE
11 |Kaley Bowler Madison Wi
12 |Linda Farmer Rochester ~ MN
13 | Charlet Chung Salt Lake City UT
14 | Thomas Burke Seattle WA
15 | Christopher Grant Portland OR
16
17
18
19
20
21
22
23
24
25
26
27 v

y Sheet1 | Sheet2

®

<4 ——



File  Home Insert Page Layout Formulas Dat% Review View Developer Help 7 Comments
2 ) ﬁj é; |l i v AN v 38 WapText General @ @ B B% B ::tc:Sum v é? p @
\ Paste B I U e | v e 5 & Merge & Center ~ $ v % 9 €. Conditipnal Formatas  Cell Insert Delete Format Sprt& Find & = Analyze
v - — ' Formattingv Tablev Styles v v v v OCIearv Filter v Select v Data
Undo Clipboard [ Font [ gnment Styles Cells Editing Analysis o
A2 v fx  John Smith 4
A B € D F M N 0 P Q R S T U &
1 FIRST NAME LAST NAME CITY STATE
2 |John Smith Ann Arbor Ml
3 |Jack Williams Boise ID
4 |Sally Johnson Charleston  SC
5 |Frank Luntz Cincinnati  OH
6 [Susan Glasser Des Moines  |A
7 |Carly Fiorina Durham NC
8 |Charles Scharf Grand Rapids M
9 |Michael Tomasky Knoxville N
10 [Hank Snow Lincoln NE
11 | Kaley Bowler Madison Wi
12 |Linda Farmer Rochester ~ MN
13 | Charlet Chung Salt Lake City UT
14 | Thomas Burke Seattle WA
15 |Christopher Grant Portland OR
16
17
18
19
20
21
22
23
24
25
26
27 v

| Sheet1 | Sheet2 | (@



Bp Ed

What-If Forecast

s%a

‘rolumns gg v @ Analysis ¥ Sheet

Data Tools Forecast
Text to Columns

Split a single column of text into
multiple columns.

1 Comments

8H Group v ¢

il

@H Ungroup ~
E@ Subtotal
Outline N

For example, you can separate a
column of full names into separate
first and last name columns.

You can choose how to split it up:
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View This Tutorial On My Website

View The Video Tutorial Here

Visit My YouTube Channel
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