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How to split, mergefirst namein Excel

How to split, merge first namein Excel. Normally you enter the list of staff, students, students .... The first name
and last name fields are on the same column. However, in the process of working with some software, itis
necessary to get thefirst and last name of the field ..

Normally you enter the list of staff, students, students . The first name and last name fields are on the same
column. However, in the process of working with some software, it is necessary to get the first name and last
name separately, so the input data file separates the first and last column into two columns, the original file data
of your first name field is 1 column. Don't rush to re-enter all data, TipsMake.com guides you in detail How to
split and merge names in Excel helps you solve the problem quickly.

For example, there is adata file with original field name and first name in the same column:

A B c b E | F z
NH SACH HQC SINH TRUONG THPT MONG DUGONG

1

2

3 |STT| Ho va tén Ngay sinh | Gi&i tinh| Dan toc Nei sinh

4 | 1 |Mai Dtc Anh 8/12/2006 | Nam Kinh Cém Pha - QN

5 | 2 [Nguyén Mai Anh 11/18/2006 | Ni Kinh Cam Pha - QN

6 | 3 |L& Thi M§ Anh 2/24/2006 Nit Kinh Cam Pha - QN

7 | 4 |Neuydn Ngoc Anh 1/28/2006 Nit Kinh Cam Pha - QN

8 | 5 [Nguyén Thi Ngoc Anh | 12/8/2006 Nit Kinh Cam Pha - QN

9 | 6 [NguyénPhwong Anh | 5/16/2006 Nit Kinh Cam Pha - QN

10| 7 [Hoang Tuin Anh 7/30/2006 | Nam Kinh Cam Pha - QN

11| 8 |[Nguyén Thién Anh 9/14/2006 Nit Kinh Cam Pha - QN

12| 9 |[Nguyén Yén Chi 8/17/2006 Nit Kinh Cam Pha - QN

13 | 10 [Nguyén Ngoc Thanh Cl| 4/27/2006 Nit Kinh Ubng Bi - QN

14 | 11 [Pao Manh Diing 1/17/2006 | Nam Kinh Cam Pha - QN

15 | 12 |Ta Khai Pic 11/9/2006 | Nam | SanDii | Cam Pha - QN

16 | 13 N_ﬁ|t1yen Hll’IO‘nﬁ Giang 9;’5}’200? Nll’Th uTh“I""Ial_t“?uﬂ«k_q B (‘"[S_l -
Sheetl Sheet2 Sheet3 @® 4 3

When it is necessary to import datainto Lac Viet system, the data file requires separate first name and last name
into 2 columns Ten and HoL ot:
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Very simple you follow these steps:

Step 1: In the original datafile, create 2 columns next to the First and Last column with the First name Middle
and Last names -> Copy the entire contents of the First and Last column to the First Name column:

A B C N D E E
1 DANH SACH HQC 3[&11_ TRUONG: THPT M
2
3 |STT Ho va t Ho lot Tén Ngay sinh | ¢
4 | 1 |MaiBic Anh Mai Biic Anh | 8/12/2006
5 | 2 |Nguyén Mai Anh Nguyen Mai Af 11/18/2006
6 | 3 |L&Thi My Anh Lé Thi My Anlf 2/24/2006
7 | 4 |NguyénNgoc Anh Nguyén Ngoc | 1/28/2006
8 | 5 |Nguyén Thi Ngoc Anh Nguyeén Thi Ng 12/8/2006
9 | 6 |NguyénPhwong Anh Nguyén Phwon| 5/16/2006
10| 7 |Hoang Tuin Anh Hoang Tuan Al 7/30/2006
11| 8 |Nguyén Thién Anh Nguyén Thién | 9/14/2006
12| 9 |Nguyén Yén Chi Nguyén Yén C| §/17/2006
13| 10 |Nguyén Ngoc Thanh Nguyén Ngoc | 4/27/2006
14| 11 |Pao Manh Diing Pao Manh Dy} 1/17/2006
15| 12 |Ta Khai B Ta Khai Dtic | 11/9/2006
16] 13 [Newyén Hoone Gimg | ThTHGAtRRZNMESVN-
Sheet1 | Sheet? | Sheets | ® [ »

Step 2: Highlight the whole column Name content -> press Ctrl + H -> the dialog box appears:

- In the Find what section enter the * and space (write adjacent)



- Section Replace with : to plant without writing anything

Click Replace All to replace all content before the space with an empty string:

A B C D E S
1] DANH SACH HQC SINH TRUONG THPT M
2 |
g ; s . == Tén Ngay sinh |¢
Find and Replace ? * -

Mai Piec Anh | 8/12/2006
Find  Replace Neuyén Mai A1l 11/18/2006
awna: €D = dau ""+"dAu cach” [~] |L&Thi My Anl| 2/24/2006
lcewith: | i : ; ~| |Nguyén Ngoe | 1/28/2006
options=> | [Nguyén Thi Ng| 12/8/2006
Nguyén Phwon| 5/16/2006
|Rﬂ"a Ay | Replace Hnd Al Close | IHoang Tudn A 7/30/2006
8 |Nguyén Thién Anh Nguyén Thién | 9/14/2006
12| 9 |Nguyén Yén Chi Nguyén Yén C| 8/17/2006
13| 10 |Nguyén Ngoc Thanh Nguyén Ngoc | 4/27/2006
14| 11 |Pao Manh Diing Pao Manh Diir| 1/17/2006
15| 12 |Ta Khai Buc Ta Khai Birc
16 | 13 |Nguyén Huong Glang . Th ﬁrljhﬁ“a‘tghz nMe
Sheet1 | Sheet? | Sheet3 ® “
Step 3: A dialog box appears has been replaced -> click OK :
A B ) C D E S
1 | DANH SACH HQC SINH TRUONG THPT M
2
e e —— l — Tén Ngay sinh |¢
Anh §/12/2006
Find  Replace Micrasalt % | |Anh 11/18/2006
Find what: Anh 2/24/2006
Rephste withe o All don made 28 replacements. en 1/28/2006
Anh 12/8/2006
Anh 5/16/2006
Replace Find All Find Next Close AI'].h 7f‘30f‘2006
11| 8 |Nguyén Thién Anh Anh 9/14/2006
12| 9 |Nguyén Yén Chi Chi §/17/2006
13| 10 |Nguyén Ngoc Thanh Thanh 4/27/2006
14| 11 |Pao Manh Diing Diing 1/17/2006
15| 12 |Ta Khai Buc Birc 11/9/2006
16 | 13 |Nguyén Huong Gl@g . i -T- liThilatQZ -'“:_:':-"B-E?S':—__—‘;_Il'
Sheetl | Sheet2 | Sheet3 ® »

The result obtained First name from the First name column



A B C D E s

1 IDANH SACH HQC SINH TRUONG THPT MONG DUONG

2

3 |STT Ho va tén Ho l6t Tén Ngay sinh |¢

4 | 1 |MaiPic Anh Anh 8/12/2006

5 | 2 |[Nguyén Mai Anh Anh 11/18/2006

6 | 3 |LéThi M§ Anh Anh 2/24/2006

7 | 4 |NguyénNgoc Anh Anh 1/28/2006

8 | 5 |Nguyén Thi Ngoc Anh Anh 12/8/2006

9 | 6 |Nguyén Phwong Anh Anh 5/16/2006

10| 7 |Hoang Tuan Anh Anh 7/30/2006

11| 8 |Nguyén Thién Anh Anh 9/14/2006

12| 9 |Nguyén Yén Chi Chi §/17/2006

13| 10 |Nguyén Ngoc Thanh Thanh 4/27/2006

14| 11 |Pao Manh Diing Diing 1/17/2006

15| 12 |TaKhai B Birc 11/9/2006

16 | 13 |Nguyén Hurong Giang Th uTh’il-‘a"ﬁgh; 54_'3f20{‘.\__|v
Sheetl Sheet2 Sheet3 ® [] »

Step 4. Enter theformula= LEFT (C4, LEN (C4) -LEN (E4)) to get the characters to the left of the First name
column and the first name with the same number of characters as the string length in the first and last column

minus the number of charactersin the Name column :

A B _ C D E E
1 DANH SACH HOQ VH TRUONG THPT MONG DUONG
2
3 [sTT Ho va tén Hu6t |  Tén Ngay sinh | ¢
4 [ 1 |MaiDic Anh ELEFT(B4.LEN(B4)-LEN(D4)) 8/12/2006
5 | 2 |Nguyén Mai Anh Anh 11/18/2006
6 | 3 |L&Thi My Anh Anh 2/24/2006
7 | 4 |NguyénNgoc Anh Anh 1/28/2006
8 | 5 |Nguyén Thi Ngoc Anh Anh 12/8/2006
9 | 6 |NguyénPhwong Anh Anh 5/16/2006
10| 7 |Hoang Tuan Anh Anh 7/30/2006
11| 8 |Nguyén Thién Anh Anh 9/14/2006
12| 9 |Nguyén Yén Chi Chi §/17/2006
13| 10 |Nguyén Ngoc Thanh Thanh 4/27/2006
14 | 11 |Pao Manh Diing Diing 1/17/2006
15 | 12 |Ta Khai Birc Birc 11/9/2006
16 | 13 |Nguyén Huong Giang Th uTh’il"at _____ niv i,.?;-:T‘:_ 1-

Sheetl Sheet2

Sheet3 ()

Step 5: Press Enter -> copy the formulafor the remaining values ?2to result:

3



c4 - e =LEFT(B4,LEN(B4)-LEN(D4)) *

A B ¢ D E =
1 DANH SACH HOOSINH TRUONG THPT MONG DUONG
2 |
3 |STT Ho va tén Ho 16t Tén Ngay sinh |¢
4 | 1 |Mai Buc Anh Mai Puc Anh 8/12/2006
5 | 2 |Neuyén Mai Anh I Nguyén Mai Anh 11/18/2006
6 | 3 |Lé Thi My Anh Lé Thi My Anh 2/24/2006
7 | 4 |Neuyén Ngoc Anh Nguyén Ngoc Anh 1/28/2006
8 | 5 |Neuyén Thi Ngoc Anh |Nguyén Thi Ngoc Anh 12/8/2006
9 | 6 |NguyénPhuong Anh |Nguyén Phuong Anh 5/16/2006
10| 7 |Hoang Tuan Anh Hoang Tuan Anh 7/30/2006
11| 8 |Nguyén Thién Anh Nguyén Thién Anh 9/14/2006
12| 9 |Nguy2n Yén Chi Nguyén Yén Chi 8/17/2006
13| 10 |Nguyén Ngoc Thanh |Nguyén Ngoc Thanh 4/27/2006
14| 11 |Pao Manh Diing Pio Manh Diing 1/17/2006
15| 12 |Ta Khai btc Ta Khai Puc 11/9/2006
16| 13 Nguygn Huong Giang Nguyén Huong  Th jTh‘ﬁa’ta_ hanl VIBERE yn -

Sheet! | Sheetz | Sheets | (@ ] :

Step 6: The remaining you copy and paste into the middle column and first name in the form of paste value to be
ableto copy and delete the first and last column:

- fe -
1 DANH SACH HQC SINH TF D‘?& 2 % (2 ONG DUONG |
2 | . . |
3 |STT Ho va tén Ho lot Tén Ngay sinh [¢
4 | 1 |MaiBuc Anh Mai Dirc Anh 8/12/2006
5 | 2 |Nguyén Mai Anh Nguyén Mai Anh 11/18/2006
6| 3 |Lé Thi My Anh Lé Thi My Anh 2/24/2006
7 | 4 |Neuyén Ngoc Anh Nguyén Ngoc Anh 1/28/2006
8 | 5 |Nguyén Thi Ngoc Anh !Nguyén Thi Ngoc Anh 12/8/2006
9 | 6 |Nguyén Phuong Anh iNguyén Phuong Anh 5/16/2006
10| 7 |Hoang Tuin Anh Hoang Tuan Anh 7/30/2006
11| 8 |Nguyén Thién Anh Nguyén Thién Anh 9/14/2006
12| 9 |Nguyén Yén Chi Nguyén Yén Chi 8/17/2006
13 | 10 [Nguyén Ngoc Thanh iNguyén Ngoc Thanh 4/27/2006
14| 11 [Pao Manh Diing Pao Manh Diing 1/17/2006
15 | 12 |Ta Khai bic Ta Khai Prc 11/9/2006
16 | 13 |Nguyén Huong Giang Nguyén Huong Giang 9/5/2006 -
| Sheett | sheetz | sheets | @ ThuThuatPhanMem.vn
Select destination and press ENTER or choose Paste Count: 13 H oo - ] + 100%

Step 7: Now you can copy the contents of the first and last names column to the data file:



In addition, if you want to separate at the original datafile -> delete the first and last name column

—_—
._.O\DO:I-H-]O\’.J!-B-LMND—II

—_
o b

—
Sy | Lh

Al Fe Ten L
;
2 ai 8/12/2006 K
3 Anh Nguyén Mai 11/18/2006 Ni¥ K
4 Anh L& Thi M 2/24/2006 Nir K
5 Anh Nguyén Ngoc 1/28/2006 Ni¥ K
6 Anh Nguyén Thi Ngoc 12/8/2006 MNix K
7 Anh Nguyén Phrong 5/16/2006 Ni¥ K
8 Anh Hoang Tudn 7/30/2006 Nam K
g Anh Nguyén Thién 9/14/2006 Ni¥ K
10 chi Nguyén Yén he  8/17/2006 Nit K
1 Thanh Nguy&n Ngoc 4/27/2006 Ni¥ K
12 Diing Dao Manh 1/17/2006 Nam K
13 Bic Ta Khai 11/9/2006 Nam sd|
| 14] Giang Nguyén Huong 9/5/2006 1 N I K~
_Leamer | @ ThuThuatPhanMem.vn
Select destinatio...  Average: 38909.23077 Count: 70 Sum: 505820 H - 1 + 100%

A B C D E s
DANH SACH HOC SINH TRUONG THPT MONG DUONG
STT X% cut Ho lot Tén Ngay sinh |(
1 [Mailf copy : Anh 8/12/2006
2 |Nguy [f Paste Options: Mai Anh 11/18/2006
3 (LT NG [0 % [on v (L A3 Anh 2/24/2006
4 |Nguy e Special.. » Ngoc Anh 1/28/2006
5 |Ngwy o Thi Ngoc Anh 12/8/2006
6 |Nguy  Delete Phuong Anh 5/16/2006
7 |Hoat  Clear c%ltents "udn Anh 7/30/2006
8 |Nguy [ Format Cels.. Thién Anh 9/14/2006
9 |Nguy  Column Width.. Yén Chi §/17/2006
10 [Nguy  Hide Ngoc Thanh 4/27/2006
11 (Pdo  Unhide nh Diing 1/17/2006
12 |Ta Khai Pnre [Ta Khai = Pic 11/9/2006
TimesMi= (14 = A" o7 § - 0 o F o Hympm— LB 200s "
= Ngll) B I = &,A, -0 00 8 -—ThUThuat?ﬂ:é:iﬁ.,::—:j'

€
—_—

Results after removing the First and Last Name column:

4



B n & D E F z

1D SACH HOC SINH TRUONG THPT MONG DUONG
2
3 |STT Ho l6t Tén Ngay sinh |Gi6i tinh| Dén toc
4 1 |Mai Duc Anh 8/12/2006 Nam Kinh d
5 | 2 |Neuyén Mai Anh 11/18/2006 | Nit Kinh e
6 | 3 |LéThiMy Anh 2/24/2006 Nir Kinh C
7 | 4 |NezuyénNgoc Anh 1/28/2006 | Nit Kinh q
8 | 5 |Nguyén Thi Ngoc Anh 12/8/2006 Nit Kinh C
9 | 6 |NeguyénPhwong Anh 5/16/2006 Nit Kinh c
10| 7 |Hoang Tuan Anh 7/30/2006 Nam Kinh C
11| 8 |Nguyén Thién Anh 9/14/2006 Nit Kinh q
12| 9 [Nguyén Yén Chi 8/17/2006 Nit Kinh €
13| 10 |Nguyén Ngoc Thanh 4/27/2006 Nit Kinh Ll
14| 11 |Pao Manh Diing 1/17/2006 Nam Kinh d
15| 12 [Ta Khai Prrc 11/9/2006 Nam San Diu d
16 | 13 |Nguyen Hurong Glan% 9fTﬁ‘ﬁTh Ué l“_b_}_;l'_—fl -
Sheetl Sheet2 Sheet3 ® [] »

If you do not copy and paste the Values value type in the 2 First and Last hames column when copying or
deleting the First and last name column with an error:

A B C D E F £
1 NH SACH HOC S[NH TRUONG THPT MONG DUONG
2
3 |STT Ho l6t Tén Ngay sinh |Gi6i tinh| Dén tdc
4| 1 #REF! Anh 8/12/2006 | Nam Kinh q
5l 2 i #REF! Anh 11/18/2006 | Nit Kinh q
6| 3 [ #REF! Anh 2/24/2006 | N Kinh q
il 1 i #REF! Anh 1/28/2006 | Nt Kih | G
B s #REF! Anh 12/8/2006 | Nt Kinh q
of 6 [ #REF! Anh 5/16/2006 | N Kinh C
10] 7 |f #REF! Anh 7/30/2006 | Nam Kinh C
B #REF! Anh 9/14/2006 | N Kinh q
12] 9 || #REF! Chi 8/17/2006 | N Kinh C
13] 10| #REF! Thanh 4/27/2006 | N@ Kinh 1
4| 11| #REF! Diing 1/17/2006 | Nam Kinh q
S 12 ] #REF! bitc 11/9/2006 | Nam | SanDiii | ¢
16] 13 [ #REF! i THiiThudtPhanMsm.vh-
Sheetl | Sheet2 | Sheet3 ® [ v

Includefirst and last namein Excel

In case, after separating 2 columns you want to combine the first name and first name column into one column,
do asfollows:

Create 1 more First and Last column next to the Last column -> enter the formula: = C4 & " & D4 (the
characters inside the quotation marks are spaces):



A B S D E F
1 DANH SACH HQC SINH TRUONG THPT MONG DUONG
2
3 |STT| ™\ Hoxatén Ho 16t Tén Ngay sinh | Gidi tin
4| 1 € =c4&" "&D4] Mai Burc “Anh | 8/12/2006 | Nam
5| 2 | e | Npuyin Mai Anh | 11/18/2006 | Nt
6 | 3 L& Thi M§ Anh 2/24/2006 Nt |
7| 4 Nguyén Ngoc Anh 1/28/2006 Nit
8| 5 Nguyén Thi Ngoc Anh 12/8/2006 Nit
9 6 Nguyén Phuong Anh 5/16/2006 Nit
10| 7 Hoang Tuin Anh 7/30/2006 Nam
11| 8 Nguyén Thién Anh 9/14/2006 Nit
12| 9 Nguyén Yén Chi 8/17/2006 Nit
13| 10 Nguyén Ngoc Thanh | 4/27/2006 Nit
14| 11 Pao Manh Diing 1/17/2006 | Nam
15| 12 Ta Khai Biic 11/9/2006 | Nam
B _NewhBros | iiiFhuatPhEiMentin
Sheetl Sheet2 Sheet3 ® [] »

Pressing Enter copiesthe formulafor the remaining values:

B4 b I =CA&" "&D4
\ B C | D | E | F

1 DA SACH HQC SINH TRUOGNG THPT MONG DUONG _
2 .
3 |STT 0 vi tén Ho lot Tén Ngay sinh | Gidi tin
4 | 1 |MaiPtrc Anh Mai Ptrc Anh 8/12/2006 Nam
5| 2 |Nguyén Mai Anh Nguyén Mai Anh 11/18/2006 | Nt |
6 | 3 |Lé& Thi My Anh Lé Thi My Anh 2/24/2006 Nt |
7 | 4 |NguyénNgoc Anh |Nguyén Ngoc Anh 1/28/2006 Nit
8§ | 5 |Nguyén Thi Ngoc Anl{Nguyén Thi Ngoc Anh 12/8/2006 Nit
9 | 6 |Nguyén Phwong Anh |Nguyén Phwong Anh 5/16/2006 Nit
10| 7 |Hoang Tuin Anh Hoang Tuin Anh 7/30/2006 | Nam |
11| 8 |Nguyén Thién Anh |Nguyén Thién Anh 9/14/2006 Nit |
12| 9 |Nguyén Yén Chi Nguyén Yén Chi 8/17/2006 Nit
13| 10 |Nguyén Ngoc Thanh |Nguyén Ngoc Thanh | 4/27/2006 Nit |
14| 11 [Pao Manh Diing Pao Manh Diing 1/17/2006 | Nam |
15| 12 |Ta Khai Puc Ta Khai Prrc 11/9/2006 Nam
16| 13 |Nguyén Huwong Giang |Nguyén Huong Giang 9/5/2006 Nit |

| Sheett [ sheetz | sheets | @ ThuThuatPhanMem.vn
Ready Count: 13 i) 0| - 1 + 100%

Perform Copy and paste the following types of values ??to avoid errors when copying or deleting the relevant

columns;



A B C D E B~
1 |DAN A ft FOTPE”" ' SINH TRUONG THPT MONG DUONG
2 P ——"

3 [sTr] SOhm Gk & leo g et Tén | Ngay sinh | Gidi tin
4 'L Mai Ditc | values (v) Mai Pirc Anh 8/12/2006 Nam
5 | 2 INguyénMai Anh Nguyén Mai Anh 11/18/2006 | Nit
6 | 3 L& Thi M§ Anh Lé Thi M§ Anh 2/24/2006 Nt |
7 | 4 INguyénNgoc Anh  INguyén Ngoc Anh 1/28/2006 Nit
8 | 5 !Nguyén ThiNgoc AnliNguyén Thi Ngoc Anh 12/8/2006 Nit
9 | 6 INguyénPhwong Anh |Nguyén Phwong Anh 5/16/2006 Nit
10| 7 'Hoang Tuin Anh Hoang Tuin Anh 7/30/2006 | Nam
11| 8 iNguyén Thién Anh Nguyén Thién Anh 9/14/2006
12| 9 iNguyén Yén Chi Nguyeén Yén Chi 8/17/2006
13| 10 Nguyén Ngoc Thanh |Nguyén Ngoc Thanh | 4/27/2006
14 | 11 1Pao Manh Diing Pao Manh Diing 1/17/2006
15| 12 1Ta Khai Pic Ta Khai Pic 11/9/2006
16 | 13 Nguyen Huong Gl@lﬁ I\.guy.en H}}’o*ng Th’“‘u'r.huar_;..’if":__

Sheetl | Sheet2 | Sheet3 ® []

Now you can delete the 2 middle names and last names without any errors:
g B C D N E : F 2 1 =

1 |DANH SAEH HQC SINH TRUONG THPT MONG DUONG
2
3 |STT Ho va tén Ngay sinh |Gi@i tinh| Dan toc Noi sinh B
4 | 1 |Maibtc Anh 8/12/2006 | Nam Kinh Cam Pha - QN
5 | 2 [Nguyén Mai Anh 11/18/2006 | Nit Kinh Cam Pha - QN
6 | 3 |Lé ThiM§ Anh 2/24/2006 Nit Kinh Cam Pha - QN
7 | 4 |NguyénNgoc Anh 1/28/2006 Nit Kinh Cam Pha - QN
8 | 5 |Nguyén Thi Ngoc Anl| 12/8/2006 Ni Kinh Cam Pha - QN
9 | 6 [NguyénPhrong Anh | 5/16/2006 Nit Kinh CamPha- QN |
10| 7 |Hoang Tuin Anh 7/30/2006 | Nam Kinh Cam Pha - QN
11| 8 |Nguyén Thién Anh 9/14/2006 Nit Kinh Cam Pha - QN
12| 9 |Nguyén Yén Chi 8/17/2006 Ni Kinh Cam Pha - QN
13| 10 |Nguyén Ngoc Thanh | 4/27/2006 Nit Kinh Udng Bi - QN
14| 11 |Pao Manh Diing 1/17/2006 | Nam Kinh Cam Pha - QN
15| 12 |TaKhai Birc 11/9/2006 | Nam | SanDiti | CéamPha- QN |
16 | 13 |Nguyen Huong Glapg 9)'5.)'20&?_ Nit '!'hurnﬁ]a-l_

Sheetl Sheet2 Sheet3 ® 4 3

Above is adetailed guide on how to split and include namesin Excel. Good luck!

Y ou finished reading the article "How to split, merge first namein Excel" edited by the TipsM ake team. We
hope this article has provided you with many useful tech tips and tricks. Y ou can search for similar articles on
tips and guides. Thank you for reading and for following us regularly.
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