
Hello, and welcome to Mark’s  Excel Tips.
Today we are going to show you
how to split first and last names that are 
in one column into two separate columns.
Lets get started. 



The first thing you need to do
is right click on the column to
the right of the names that 
you want to separate. 



Next, select insert



Excel has inserted a blank column to
the right of the name column. 



Re-name columns, A and B, as
first Name and Last Name as 
Shown here. 



Select all the names
that you want to separate.  



Click on Data.



And click on Text to Columns. 



Next, you want to click on Delimited.



Click Next.



You now want to de-select the Tab box
and select the Space box. 



Click Next. 



Click on Finish. 



If you get a message that says,
There’s already data here. Do 
you want to replace it? Click OK. 



Your first and last names have
now been separated into two
separate columns. 



View This Tutorial On My Website

View The Video Tutorial Here

Visit My YouTube Channel 

https://marksexceltips.com/2022/12/23/how-to-split-first-and-last-name-into-two-columns-in-excel/
https://marksexceltips.com/2022/12/23/how-to-split-first-and-last-name-into-two-columns-in-excel/#video-tutorial:~:text=Watch%20our%20video%20tutorial
https://www.youtube.com/@marksexceltips4312/videos
https://www.youtube.com/@marksexceltips4312/videos

	Slide 1
	Slide 2
	Slide 3
	Slide 4
	Slide 5
	Slide 6
	Slide 7
	Slide 8
	Slide 9
	Slide 10
	Slide 11
	Slide 12
	Slide 13
	Slide 14
	Slide 15
	Slide 16

