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Save time with these text formatting functionsin
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Microsoft Excel isamain application for anyone who has to work with numbers, from students to accountants.
But its usefulness extends beyond a large database, it can do alot of great things with text. The functions listed
below will help you analyze, edit, convert, change text and save many hours of boring and repetitive tasks.

Microsoft Excel isamain application for anyone who has to work with numbers, from students to accountants.
But its usefulness extends beyond a large database, it can do alot of great things with text. The Excel functions
listed below will help you analyze, edit, convert, change text and save many hours of doing boring and repetitive

tasks.

Functionsthat format text in Excel

1. Non-Destructive Editing (Non-Destructive Editing)
2.
3. Group of string processing functions

Single-byte and double-byte characters

1. CHAR and UNICHAR functions
2. CODE and UNICODE functions
Group of text analysis functions
1. Function LEN
2. FIND function
3.
EXACT function
Group of text conversion functions
1. TEXT function
2. FIXED function
3. Function VALUE
5. DOLLAR function
6. ASC function
7. JSfunction
Group of text editing functions
1. UPPER, LOWER and PROPER functions
2. CLEAN function
3. TRIM function
Group of functions to replace text
1. SUBSTITUTE function
2. REPLACE function
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8. Group of other text manipulation functions
1. CONCATENATE function
3. LEFT and RIGHT functions
4. MID function
5. REPT function

Non-Destructive Editing ( Non-Destructive Editing )

One of the principles of using Excel text functions is non-destructive editing. This means that whenever a
function is used to change text in a row or column, that text will remain unchanged and the new text will be
placed in a new row or column. Thisformat isvery useful, especially when working with alarge spreadsheet.

31 |New Jersey 173 1643 2302 1800 2070
32 |New Mexico 1858 1818 1669 1528 2244
33 |New York 1220 1381 968 1760 1605
34 |North Carclina 200 1063 2054 938 957
35 |Morth Dakota 1556 2352 730 1860 BE0
36 |Chio 1811 872 aa2 1728 1750
37 |Cklahoma 1261 1479 2208 2172 2399
38 |Cregon 2321 840 1613 711 1352
39 |Pennsylvania 1936 1560 1772 M77 1119
40 |Rhode Island 1235 1734 2286 698 2208
41 |South Carolina 1555 1724 686 2152 1362
42 |South Dakota 1822 2110 1527 2265 1422
43 |Tennessee 1915 B16 679 1036 91
44 |Texas
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One way to take advantage of this feature is to save the original spreadsheet to the first sheet in the document
and the later edited copies in other worksheets. That way, no matter how many edits you have made, you will
always have the original data working.

Single-byte and double-byte characters

Some of the functions discussed here refer to single-byte and double-byte character sets. In some languages ?7?
such as Chinese, Japanese and Korean, each character (or several characters) will have two possibilities: one is
coded in two bytes (double-byte character) and one is code in one byte (single byte character). Y ou can see the
difference in these characters here:



Some full-width and half-width characters

with lowercase and capital letters for comparison:

Tarell
Ihei
abcd
ABCD

As shown in the image above, double-byte characters are larger and often easier to read. However, in some
situations, one or more of these types of encryption are required. There are a number of functions below that
involve single-byte and double-byte characters.

Group of string processing functions

CHAR and UNICHAR functions

The CHAR function takes some characters and returns the corresponding character. For example, if thereisalist
of characters, CHAR will turn them into commonly used characters. The syntax is quite simple:

= CHAR ([text])

The [text] argument can take the form of a cell reference or a character, so = CHAR (B7) and = CHAR (84) both
work. Note that when using the CHAR function, it will use the encryption that the computer is set up, so =
CHAR (84) may be different for users of Windows and Mac computers.
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If the converted number is a Unicode character number and using Excel 2013, you will need to use the
UNICHAR function. Previous versions of Excel do not have this function.

CODE and UNICODE functions



The CODE and UNICODE functions have the opposite function compared to CHAR and UNICHAR functions.
These functions take a character and return the selected encryption number (or the default setting on the
computer). It is important to note that if you run this function on a string that contains many characters, it will
return only the character reference for the first character in the string. The syntax is very similar:

= CODE ([text])

In this case, [text] is a character or a string. And if you want to reference Unicode instead of the default of the
computer, you will use the UNICODE function (in Excel 2013 or newer).

® ® |7 Work
PHEHEE= o o I & - f'%@'@‘_@_ﬂﬂ:mo%v €
# Home Layout Tables Charts SmartArt Formulas Data Review
Edit Font Alignment
== _ [& Fil + |Calibri Body) = _';___j_":'-].w,apTcxt. Gener
i}ﬂ.ste \_/ Clear ~ B | U -‘-E Merge [%; -
D1 : fx| =CODE(C1)

_| A B c D E F G H 1

e 169 ¢ | 188l

S ™ 170 2 189

3 | 171 = 150

4 |” 172 151

5 |# 173 ¢ 152

6 £ 174 153

7@ 175~ 154

8 oo 176 ¥ 155

9 [+ 177 136
10 |2 178 = 157
11 |= 179 A 198
12 ¥ 180 |« 199
13 |p 181 200
14 |d 182 |... 201
15 Iv 183 n?

Group of text analysisfunctions
The functions in this section will help you get information about the text in a cell.

Function LEN

LEN is a very simple function, it will return the length of a string, used to count the number of letters in a
different type of cells. Thisisthe syntax:

= LEN ([text])

The argument [text] is the cell or cells you want to count. In the example below, use the LEN function on a cell
containing the city name 'Austin’, which returns the result as 6. When using the city name "South Bend", it
returns the result 10. A distance is calculated as a character with the LEN function, so keep in mind if you are
using it to count the number of lettersin a given cell.



o20® sample_data.xls
PEOEHS XS @ o 8- % [EE & o @
# Home Layout Tables | Charts | SmartArt | Formulas Data | Review

Edit Font Alignment

= _ |& Fll > |Calibri (Body) v(12 |»||As| A~ abcw | =) Wrap Text * | Gener:
Paste (A Clear~ | B| 1 | Ui~ (A1 €S |25 [ |Meme - ;||
H3 = fx| =LEN(D3)
A B [ D E F G |
1 (D First Name Last Name City State SAT
2 1 Martin Jacobs Austin Texas 630 6
En 2 Coby Sexton South Bend Indiana 1207 10|
4 3 Aidan Davidson Maobile Alabama 1838
5 | 4 lsaiah Avila Hanululu Hawaii 1627
5] 5 Wayne Fowler Honulule Hawaii B58
i 6 Roney Haynes Covington  Kentucky
8 | 7 Masan Solis Guifport Mississippi 872
2 8 Brock Shepherd  Birmingham AL Alabama 2205
10 9 Nissim Benjamin  Tucson Arizona 1761
11 10 Caesar Ward Sandy Utah 1564
12 11 Coby Oneal Frankfort  Kentucky 962
13 12 Stewart Park Independenc Missouri
14 13 Fulton Baxter Columbus  Georgia 714
15 14 Eric Hernandez | Portland Oregon 2052

The LENB function performs the same function but works with double-byte characters. If you want to count a
series of four double-byte characters using the LEN function, the result will be 8, with LENB being 4 (if thereis
a DBCS enabled as the default language).

1. How to use the LEN function in Excel

FIND function

Many people may wonder why you need to use FIND while you can use CTRL + F or Edit> Find . The answer
lies in the specificity you are looking for. Instead of searching the entire document, you can select any character
of each string. The following syntax will help clarify this confusing definition:

= FIND ([find_text], [within_text], [start_num])

[find text] is the search string, [within_text] is the cell or cells in which Excel searches for that text, and
[start_num] isthefirst character it will look at. It isimportant to note that this function is case sensitive.

In this example is the table of each student's ID number, including a six-digit alphanumeric string. Each ID starts
with adigit, the letter M for "male”, a sequence of two letters to indicate the level of student achievement (HP is
high achievement, SP for average, low for LP and UP / XP is unknown), and a final string consists of two
numbers. Use the FIND function to find high performing students. Here is the syntax we will use:

= FIND ("HP", A2, 3)

This function will indicate whether HP appears after the third character in the cell. Apply to al cellsin the ID
column, we can immediately see the result of high performance or not (note that 3 returned by this function is
the character HP is found).
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[ aMHrE3  Aidan Davidson | Mobile  Alabama 1838 | —|
3 |[AMHPSO Brock Shepherd  Birmingham Alabama 2205 3
4 |BMLP72 Dolan Fitzpatrick  Birmingham Alabama 646 " #uALUE!
5 |9MHP18 Ralph Townsend Ketchikan  Alaska 1838 3
6 |7MsPa4 Thomas Bray Anchorage Alaska 1346 " #vALUE!
7 |1IMLPE4 Colton Morton Fairbanks  Alaska 667 " #vALUE!
8 |3MHPB1 Yuli Reid College Alaska 1847 3
9 [3M5P11 Nissim Benjamin Tucson Arizona 1761 " #vaLUE!
10 |5MHPO4 Malcolm Crane Mesa Arizona 2265 3
11 |SMHP47 Richard Hyde Glendale Arizona 2255 3
12 |2MHPBO Merritt Chaney Little Rock  Arkansas 2348 3
13 | TM5P21 Tanner Gamble Fort Smith  Arkansas 535 " #VALUE!
14 [BMXP2E Daniel Reilly San Francisce California " #UALUE!
15 [anaHpPRS larnh Rivac Sarramanta | Califaenia 7344 2

Like LEN and LENB functions, FINDB is used for the same purpose as FIND, except for the double-byte
character set. If you are using DBCS and specifying the fourth character with FIND, the search will start in the
second character but with FINDB it is possible to solve this problem.

Note, the FIND function is case sensitive, so you can search for a specific capitalization. If you don't want to
distinguish case sensitive, you can use the SEARCH function, get the same arguments and return the same value.

EXACT function

If you need to compare two values ?2to see if they are the same, EXACT is the function you need. When using
the EXACT function with two strings, it returns TRUE if identical, and FALSE if different. Because the EXACT
function is case sensitive, it returns FALSE if the string has "Test" and "test”. Thisisthe syntax for EXACT:

= EXACT ([text1], [text2])

Both arguments are easy to understand, they are strings that you want to compare. In the example spreadsheet
below, we will use them to compare both SAT and Reported points with the following syntax:

= EXACT (G2, F2)

Repeat the formulafor each row in the column that gives us the result:
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1 |ID First Name Last Name City State SAT Reported
Z0|AMHPBI  Aidan Davidson  Mobile Alabama 1838 1838 TRUE ]
3 |[AMHPSD Brock Shepherd  Birmingham Alabama 2205 2205 TRUE
4 |8MLP72 Dolan Fitzpatrick  Birmingham Alabama B46 B46 TRUE
5 |SMHP18 Ralph Townsend Ketchikan  Alaska 1838 1840 FALSE
6 |7MSPB4 Thomas Bray Anchorage Alaska 1346 1346 TRUE
7 |1MLPa4 Colton Morton Fairbanks  Alaska 667 " FALSE
8 |[3MHPB1 Yuli Reid College Alaska 1847 1847 TRUE
9 |IM5P11 Missim Benjamin Tucson Arizona 1761 1761 TRUE
10 | SMHPDA Malcolm Crane Mesa Arizona 2265 2266 FALSE
11 |SMHP47 Richard Hyde Glendale Arizona 2255 2255 TRUE
12 |2MHP8O Merritt Chaney Little Rock  Arkansas 2348 2348 TRUE
13 |7MSP21 Tanner Gamble Fort Smith  Arkansas 939 938 FALSE
14 |BMXP28 Daniel Reilly San Francisce California B12” FALSE
15 |4MHP85 Jacob Rivas Sacramento California 2344 2344 TRUE

16 |4MLP51 Marsden Skinner Fort Collins  Colorado 815 B15 TRUE

Group of text conversion functions

These functions take values ?%rom a cell and turn them into another format, for example, from a number to a
string or from a string to a number.

TEXT function

The TEXT function converts numeric data into text and allows it to be formatted in specific ways. This can be
useful if you are planning to use Excel datain a Word document. Take alook at the syntax and then see how to
useit:

1. How toinsert aWord document into an Excel file
= TEXT ([text], [format])

The [format] argument allows you to choose how you want the number to appear in the text. There are a number
of different operators that can be used to format text, but we will follow the ssimple rules here. The TEXT
function is often used to convert currency values, so well start with that.

In this example, we will turn the number in the "Tuition' column into a monetary value. Here is the syntax:
= TEXT (G2, "$ #, ##H")

Using this format string will give the number preceded by the dollar symbol and include a comma after
hundreds. Thisiswhat happens when applying to a spreadsheet:
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1 |ID First Name Last Name City State SAT Tuition
[ aMHPE3  Aidan Davidson | Mobile  Alabama 1838 12013
3 |4MHPS0 Brock Shepherd Birmingham Alabama 2205 4250 54,250
4 |[BMLPT2 Daolan Fitzpatrick  Birmingham Alabama B46 3000 53,000
5 |[SMHP1B Ralph Townsend  Ketchikan  Alaska 1838 35781 535,781
6 |7TMSP84 Thomas Bray Anchorage Alaska 1346 8340 58,340
7 |1IMLPE4 Colton Meorton Fairbanks  Alaska 667 0%
8 |3MHPBL Yuli Reid College Alaska 1847 7800 57,800
9 |9M5P11 Nissim Benjamin Tucson Arizona 1761 2330 52,330
10 |SMHPO4 Malcolm Crane Mesa Arizona 2265 2039 52,038
11 |SMHP47 Richard Hyde Glendale Arizona 2255 10825 510,825
12 |2MHPBO Merritt Chaney Little Rock  Arkansas 2348 28450 528,450
13 |7Ms5P21 Tanner Gamble Fort Smith  Arkansas 935 6200 56,200
14 |BMXP28 Daniel Reilly San Francisce California 7130 57,130
15 |4MHPB5 Jacob Rivas Sacramento California 2344 650 5650
16 |4MLP51 Marsden Skinner Fort Collins  Colorado B15 4180 54,180

Each number is now properly formatted. Y ou can use the TEXT function to format numbers, currency values,
dates, and times.

FIXED function

Similar to TEXT, the FIXED function has input and formatting as text, however, the FIXED function converts
numbers into text and provides some specific options for formatting and rounding out the output. This is the
syntax:

= FIXED ([number], [decimals], [no_commas])

The [number] argument contains references to cells that want to convert to text. The [decimals] argument is an
optional argument that allows selecting the number of decimal places to be retained in the conversion. If thisis
3, you will get some like 13,482. If using a negative number for decimal, Excel will round the number. We will
consider that in the example below. The [no_commas| argument, if set to TRUE, will exclude commas from the
last value.

We will use thisto round the number of fees used in the previous example for the nearest thousandth.

= FIXED (G2, -3)



[ NN ] [F sample
PHEHOSEHE X0 & ©- T b B (& F & 0wk €
# Home Layout Tables Charts SmartArt Formulas Data Review
Edit Font Alignment

= _ |& Fil ~ |Calibri (Body) v[12 [+||Ax| A~

= Wrap Text v : |Gener,

pusta (A Cear~ (B | I | U : | |EE | 2E Merge &= -
Hz = fx_ =FIXED(G2,-3)
Fli A [ B [ € I D [ E [ F [ G H I
1 |ID First Name Last Name  City State SAT Tuition
=0 ]amHPE3  Aidan Davidson |Mobile  Alabama 1838 12013
3 |4MHPS0 Brock Shepherd Birmingham Alabama 2205 4250 4,000
4 |BMLP72 Dolan Fitzpatrick  Birmingham Alabama 646 3000 3,000
5 |SMHP1B Ralph Townsend  Ketchikan  Alaska 1838 35781 36,000
6 |7MSPB4 Thomas Bray Anchorage Alaska 1346 8340 8,000
7 |1IMLPE4 Colton Morton Fairbanks  Alaska 667 00
8 |3MHPBL Yuli Reid College Alaska 1847 7800 8,000
9 |5M5P11 Nissim Benjamin Tucson Arizona 1761 2350 2,000
10 |5MHPO4 Malcolm Crang Mesa Arizona 2265 2039 2,000
11 |9MHP47 Richard Hyde Glendale Arizona 2235 10825 11,000
12 |2MHPBO Merritt Chaney Little Rock  Arkansas 2348 28450 28,000
13 |7MsSP21 Tanner Gamble Fort Smith  Arkansas 939 6200 6,000
14 |BMXP2B Daniel Reilly San Francisce California 7190 7,000
15 |4MHPBS Jacob Rivas Sacramento California 2344 650 | 1,000
16 |4MLP51 Marsden Skinner Fort Collins Colorado B15 4180 4,000

Function VALUE

This function is the opposite of TEXT function, it takes any cell and turns into a number. This is especially
useful if you import a spreadsheet or copy and paste a large amount of data and be formatted as text. Here is the
syntax:

= VALUE ([text])

Excel will recognize accepted formats in terms of numbers, times and dates, then convert them into numbers that
can be used with digital functions and formulas.

DOLLAR function

Similar to TEXT, DOLLAR functions convert the value to text, but it also adds a dollar sign and selects the
decimal:

=DOLLAR ([text], [decimalg])

If [decimalg] is left blank, it will default to 2. If a negative number is given for the [decimals] argument, this
number will be rounded from the | eft of the decimal number.

ASC function

As we discussed before single-byte and double-byte characters, this is how you switch between them.
Specificaly, this function converts double-byte characters into single-byte characters. It can be used to save
some space in spreadsheets. Thisis the syntax:

= ASC ([text])

This function is quite simple, just run the ASC function on any text you want to convert. To see if it works, we
will convert the spreadsheet containing some Japanese katakana letters, which are usually expressed in double-



byte characters. Change them to a single byte character.

[#75% o754

0@ [% Worl
FPEHOE® 00 & ©- Z - 2o - (& E] dh roonis @
# Home Layout Tables | Charts | SmartArt | Formulas Data | Review
Edit Font Alignment
@ - [MsPI¥ws [+]1z2 [+]||A=| A-| | = = [ |abc~ | S0 Wrap Text  : |Gener
Paitu .-;'/Clear' B|I | U & |- s L= Sl ISS S Merge ‘%él "
B1 A Jx =asc(Al)
4 A B C [ D E F [ G [ H | 1
1 P
2 |T=/ T
3 |hHY M)
4 |a4T4H HT2
5 |/=wA 159A
6 |SAAE EAnk
7 | nHH
8 _:=EI:)\ ZEEN
9 _'JEFE#— 7t
10 |1342/ 419/
11
12

JIS function

The JIS function performs the opposite function against the ASC function, which converts the single byte
character into double byte. Like ASC, the syntax is very simple:

= JIS([text])

Group of text editing functions

One of the most useful things you can do with the text in Excel is the programming of making modifications to
it. The following functions will help you enter text and get into the most accurate format.

UPPER, LOWER and PROPER functions

These are very simple and easy to understand functions. The UPPER function turns text into uppercase, LOWER
function turns text into lowercase, and PROPER function capitalizes the first letter in each word. This is the
syntax:

= UPPER/ LOWER/ PROPER ([text])

Select the cell or range in which the text for the argument [text].
CLEAN function

Importing data into Excel is often very easy, but sometimes users encounter unexpected characters. Thisis most
common when there are special charactersin the original document that Excel cannot display. Instead of 1ooking
at al the cells containing those characters, you can use the CLEAN function with the following syntax:

= CLEAN ([text])



The [text] argument is simply the position of the text you want to clean up. In this example spreadsheet, we will
add some unprintable characters to the names in Column A. Use the CLEAN function to convert text to Column
G without those characters:
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1 |ID First Name Last Name City State SAT
= |amHPe3  Aidan Davidson  Mobile  Alabama 1838 [Aidan ]
2 |4MHPSO Brock Shepherd  Birmingham Alabama 2205 Brock
4 |BMLPTZ #¥|Dolan  Fitzpatrick  Birmingham Alabama 646 Dolan
5 |9MHP18 Ralph Townsend Ketchikan  Alaska 1838
6 |7M5PB4 Thomas Bray Anchorage Alaska 1346
7 |1MLPE4 Colton Morton Fairbanks  Alaska 667
8 |3MHPB1 Yuli Reid College Alaska 1847
9 |9M5P11 Missim Benjamin  Tucson Arizona 1761
10 |5MHPO4 Malcolm Crane Mesa Arizona 2263
11 [SMHP47 Richard Hyde Glendale Arizona 2255
12 |2MHPBD Merritt Chaney Little Rock  Arkansas 2348

13 |7M5P21 Tanner Gamble FortSmith  Arkansas 535

Now, Column G contains a name without a printable character. This command is not only useful for text but also
useful for numbersin formulas.

TRIM function

Although the CLEAN function removes unprintable characters, the TRIM function removes extra spaces at the
beginning or end of the text string when copying text from a plain Word or text document, just using this syntax:

= TRIM ([text])

1. Tipsfor copying fast and efficient paragraph formatting in Word

Functional groupsinstead of copies

Sometimes, users will need to replace specific strings in the text with a series of other characters. Using Excel
formulas is much faster than finding and replacing, especially when working with a very large spreadsheet.

SUBSTITUTE function

If you're working with alot of text, you'll sometimes need to make some big changes, like inserting a text string
for another text string, writing the wrong date in your invoices or typing the wrong name. That's what
SUBSTITUTE function is used with:

= SUBSTITUTE ([text], [old_text], [new_text], [instance])

The [text] argument contains the position of the cells to be replaced, [old _text] and [new_text] are old and new
text. The [instance] argument allows to specify a specific object of the old text instead. So if you only want to
replace the third object of the old text, you must enter "3" for this argument. SUBSTITUTE will copy al other



values.

For example, we will correct the spelling errors in the spreadsheet below. Suppose "Honolulu™ was accidentally
spelled "Honululu”. Thisisthe syntax used to fix it:

= SUBSTITUTE (D28, "Honululu", "Honolulu")
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1 |ID First Name  Last Name | City State SAT

25 |6MLP42 Darnian Norton Savannah Geargia BBO Savannah

26 |9MLP39 Edward Bernard Savannah Georgia 707 Savannah

27 |7MSP13 Cullen Stevenson |Sawvannah Georgia 1067 Savannah

EET|3MHPT3  Isaiah Avila Honululu | Hawaii 1627 [Honolulu__|

29 |5M5P73 ‘Wayne Fowler Honululu Hawaii 858 Honolulu

30 |2MHP23 Carson Mccall Honolulu Hawaii 1868 Honolulu

31 |1MHPED ¥enos Stanley Kapolei Hawaii 2282 Kapolei

32 |BMLP4S Tiger Peters Hila Hawaii 693 Hilo

33 |1IMHP3% Jameson Wyatt Idaho Falls  |daho 2201 Idaho Falls

34 |BM5P32 Rudyard Bartlett MNampa Idaho B30 MNampa

35 |6MHPO5S Rooney Baker Boise Idaho 2301 Boise

36 |BM5P41 Nehru Christensen Boise Idaho 1656 Boise

37 |2MHPS6 Gavin Stewart Joliet Ilinis 1866

38 |3MUP21 Lucian Morgan Rockford inaois

After dragging the formula for the surrounding cells, you will see that all the cells in column D have been
copied, except that the cells containing the misspelled word "Honululu™ are replaced with the correct spelling.

REPLACE function

REPLACE functions like the SUBSTITUTE function, but instead of replacing a specific character string, it
replaces the characters in a specific location. Thisisthe syntax of the REPLACE function:

= REPLACE ([old_text], [start_num], [num charg], [new_text])

The [old_text] argument is where the cells to replace text, [start_num)] are the first characters to be replaced, and
[num_charg] is the number of characters to be replaced. The [new_text] argument is the new text that will be
inserted into cells, it can also be a cell reference.

For example, in the following worksheet, the Student ID has the characters HP, SP, LP, UP and XP. We want to
eliminate them and change all NPs. Here is the syntax:

= REPLACE (A2, 3, 2, "NP")
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9 |9M5P11 Nissim Benjamin Tucson Arizona 1761 SMMNP11
10 |5MHPO4 Malcolm Crang Mesa Arizona 2265 SMNPO4
11 |SMHP47 Richard Hyde Glendale Arizona 2255 SMMNP4T
12 |2MHPBO Merritt Chaney Little Rock  Arkansas 2348 2MNPED
13 |7Ms5P21 Tanner Gamble Fort Smith  Arkansas 939 7MNP21
14 |BMXP28 Daniel Reilly San Francisce California BMMP22
15 |4MHPBS lacob Rivas Sacramento California 2344 AMMNPES

All two-character sequences from Column A have been replaced with "NP" in column G.

Group of other text manipulation functions

In addition to changing strings, you can also make small changesin a string (or use smaller strings to form larger
strings). Here are some of the most commonly used text functionsin Excel.

CONCATENATE function

The CONCATENATE function is used when two cells are entered. Thisis the syntax:
= CONCATENATE ([text1], [text2], [text3] .)

What makes the CONCATENATE function useful isthat the [text] arguments can be plain text like "Arizona" or
cell references like "A31". You can even use both. This can save you a lot of time when you need to combine
two columns of text, such as creating a column "Full Name" from "First Name" and "Last Name" column.

= CONCATENATE (A2,", B2)

Note, the second argument is the space. Without this space, the name will be directly connected, with no spaces
between the first and last names.
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1 |ID First Name Last Name Full Name City State SAT
.ﬁ' AMHPE3 Aidan Davidson Aidan Davidson | Mobile Alabama 1838
_ 3 |4AMHPSO Brock Shepherd Brock Shepherd Birmingham Alabama 2205
4 |BMLP72 Dolan Fitzpatrick  Dolan Fitzpatrick Birmingham Alabama 646
_ 5 |9MHP18 Ralph Townsend  Ralph Townsend Ketchikan  Alaska 1838
_6 |7Mspeq Thomas Bray Thomas Bray  Anchorage |Alaska 1346
_Zj 1MLPE4 Colton Morton Colton Morton  Fairbanks  Alaska 667
__S_.J 3MHPB1 Yuli Reid Yuli Reid College Alaska 1847
SM5P11 Missim Benjamin Missim Benjamin Tucson Arizona 1761
) |5SMHPO4 Malcolm Crane Malcolm Crane  Mesa Arizona 2265
| SMHP47 Richard Hyde Richard Hyde  Glendale Arizona 2255
2ZMHPBD Merritt Chaney Merritt Chaney Little Rock  Arkansas 2348
| 7M5P21 Tanner Gamble Tanner Gamble FortSmith  Arkansas G3s
Daniel Reilly Daniel Reilly San Francisce Califernia
Jacob Rivas Jacob Rivas Sacramento California 2344

Now we have a column with everyone's full

name. You can easily use this command to combine the area code

and phone number, name and employee number, city and state, or even symbols and currency numbers.

In addition, you can shorten CONCATENATE function to a marker. To create the above formula using the "&"

notation, we will type:

=A2& " & B2

You can also use it to combine cell references and text lines, as follows:

=E2&"" & F2& ", USA"
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1 1D First Name Last Name  Full Name City State City/State/Country
= |4MHPB3  Aidan Davidson  Aidan Davidson Mobile Alabama  |Mobile, Alabama, USA
3 | AMHPS0 Brock Shepherd Brock Shepherd Birmingham Alabama Birmingham, Alabama, USA
4 |BMLP72 Dolan Fitzpatrick  Dolan Fitzpatrick Birmingham Alabama Birmingham, Alabama, USA
5 |5MHP18 Ralph Townsend  Ralph Townsend Ketchikan  Alaska Ketchikan, Alaska, USA
& |7MsPa4 Thomas Bray Thomas Bray  Anchorage Alaska Anchorage, Alaska, USA
7 |1IMLPE4 Colton Morton Colton Morton  Fairbanks  Alaska Fairbanks, Alaska, USA
8 |3MHPB1 Yuli Reid Yuli Reid College Alaska College, Alaska, USA
_9_ GMSP11 Nissim Benjamin Nissim Benjamin Tucson Arizona Tucson, Arizona, USA
10 |5MHPO4 Malcolm Crane Malcolm Crane Mesa Arizona Mesa, Arizona, USA
11 |9MHPA7 Richard Hyde Richard Hyde  Glendale Arizona Glendale, Arizona, USA
' |2MHPED Merritt Chaney Merritt Chaney Little Rock  Arkansas Little Rock, Arkansas, USA
A3 |7MsP21 Tanner Gamble Tanner Gamble Fort Smith  Arkansas Fort Smith, Arkansas, USA
BMXP2E Daniel Reilly Daniel Reilly San Francisce California  San Francisco, California, US4
lacob Rivas Jacob Rivas Sacramento California  Sacramento, California, USA

|4MHPB5

1. How to combine 2 columns Full name in Excel does not |ose content

LEFT and RIGHT functions



Often, many people only want to work with the first few (or last) characters of atext string. LEFT and RIGHT
let you do that by returning only certain characters starting from the left or right character in a string. Thisis the
syntax:

= LEFT / RIGHT ([text], [num chars])

The argument [text] is the original text and [num_chars] is the number of characters to return. Let's take an
example of when to perform the above two functions. Suppose you have entered a number of addresses and each
address contains both state and national abbreviations. We can use LEFT to get only abbreviations, using this
syntax:

= LEFT (E2, 2)
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F2 & Sx| =LEFT(E2, 2)
[ A [ B [ € [ © [ F NG & [ H [ 1
1 |ID First Name |Last Name | City State State2 SAT
gﬂMHPBS Aidan Davidson Mobile AL, USA |AL | 1838
3 |AMHPS0 Brock Shepherd  Birmingham AL, USA AL 2205
4 |BMLPT2 Dolan Fitzpatrick  Birmingham AL, USA AL B46
5 |9MHP18 Ralph Townsend Ketchikan AK, USA AK 1838
6 |7TM5PB4 Thomas Bray Anchorage AK, USA AK 1346
7 |1MLPB4 Colton Morton Fairbanks  AK, USA AK 667
8 |3MHP81 Yuli Reid College AK, USA AK 1847
9 |SM5P11 Nissim Benjamin  Tucson AZ, USA A7 1761
10 |5MHPD4 Malcalm Crane Mesa AZ, USA A7 2265
11 |SMHPAT Richard Hyde Glendale AZ, USA A7 2255
12 |2ZMHPBO Merritt Chaney Little Rock AR, USA AR 2348
13 |7Ms5P21 Tanner Gamble Fort Smith AR, USA AR 53%
14 |BMXP28 Daniel Reilly San Francisce CA, USA CA
15 |4MHP85 Jacob Rivas Sacramento CA, USA CA 2344
16 :4MLP51 Marsden Skinner Fort Collins CO, USA co g15

MID function

MID functions are like LEFT and RIGHT, but alow you to drag characters out of position between a string,
starting from the specified position. Thisis the syntax:

= MID ([text], [start_num], [num_chars])

The argument [start_num] is the first character to be returned. This means that if you want the first character in a
string to be included in the result of a function, this will be "1". The [num_chars] argument is the number of
characters after the start character will be returned. In the example spreadsheet, we have now added the title to
the name, but will separate those from the "Mr. Martin" family to return the result as "Martin". This is the
syntax:

= MID (A2, 5, 15)

Here, we will use "5" as the starting character, because the first letter of the person's name is the fifth ("Mr."
occupies 4 spaces). The function will return the next 15 letters.
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1 |ID First Name Last Name Last Name2 City State SAT
'_-;ﬂ%lMHPBB Aidan Mr. Davidsor|Davidson Mobile Alabama 1838
Ed | AMHPS0 Brock Mr. Shepher Shepherd  Birmingham Alabama 2205
4 |8MLP72 Daolan Mr. Fitzpatrit Fitzpatrick  Birmingham Alabama 646
5__; SMHP1B Ralph Mr. Townser Townsend  Ketchikan  Alaska 1838
6 |7TM5PE4 Thomas Mr. Bray Bray Anchorage Alaska 1346
_?_'_E 1MLPE4 Colton Mr. Morton Morton Fairbanks  Alaska 667
8 |3MHPB1 Yuli Mr. Reid Reid College Alaska 1847
9 SMSP11 Missim Mr. Benjamit Benjamin  Tucson Arizona 1761
) | SMHPO4 Malcolm Mr.Crane  Crane Mesa Arizona 2265
SMHP4T Richard Mr. Hyde Hyde Glendale Arizona 2255
2ZMHPRD Merritt Mr. Chaney Chaney Little Rock  Arkansas 2348
IM5P21 Tanner Mr. Gamble Gamble Fort Smith  Arkansas 535
BMXP28 Daniel Mr. Reilly  Reilly San Francisee California
4MHPBS Jacob Mr. Rivas Rivas Sacramento California 2344
16 |4MLP51 Marsden Mr. Skinner  Skinner Fort Collins  Colorado 815

REPT function

If you need to retrieve a string and repeat it a number of times you should use the REPT function. Give the
REPT function a string ("abc") and some (3) times you want to repeat, and Excel will give exactly what you
require ("abcabcabc"). Hereis avery easy syntax:

= REPT ([text], [number])

Argument [text] isthe base string; [number] is the number of times you want it to repeat.
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1 |ID First N\ame Last Name City State SAT

2 | 4MHP83 Aidan Davidson Mobile Alabama 1838

3 ;4MHPBD Brock Shepherd  Birmingham Alabama 2205

9 ;BMLP?Z Dolan Fitzpatrick  Birmingham Alabama 646

5 |SMHP1B Ralph Townsend Ketchikan  Alaska 1838

6 |7Mspe4 Thomas Bray Anchorage Alaska 1346

7 |1MLPE4 Caolton Mortan Fairbanks  Alaska 667

8 iiMHPEl Yuli Reid College Alaska 1847

9 |9M5P11 Nissim Benjamin  Tucson Arizona 1761
G E
11 |5MHPO4 Malcolm Crane Mesa Arizona 2265
12 |SMHP4T Richard Hyde Glendale Arizona 2255
13. 2ZMHPRD Merritt Chaney Little Reck  Arkansas 2348
14 _;?MSPZl Tanner Gamble Fort Smith  Arkansas 535
A5 fBMIPzE Daniel Reilly San Francisce California

16 |4MHPBS Jacob Rivas Sacramento California 2344

See also: Summary of expensive shortcuts in Microsoft Excel

Y ou finished reading the article "Save time with these text for matting functionsin Microsoft 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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