HELPFUL MS EXCEL TIPS
Submitted by Prins Cowin CPS/CAP

[image: ]Many of us work for companies or large corporations (or once did) with various large databases we can pull information from.  Usually, the Information Technology department can extract data from financial software, permit tracking systems or human resource databases.  What I’ve noticed is that the information that is extracted is not always exported in the same format.

Once, I received a list where all of the text was in capital letters.  This would have been fine if I only needed to review the information briefly or display it on my computer monitor.  However I needed it for a mail merge project.  I not only needed the data in title case, but combined in one column.
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Sure, if you only have 10 or 20 records on your list you could manually retype the data fairly quickly.  Yet, what if you have over 500 records?  The thought of that alone makes my fingers ache.  Forget about retyping your data and begin using Microsoft Excel functions.
To combine and convert MICKEY MOUSE in columns A and B, in the example, to Mickey Mouse combined in column C you can use the PROPER function.  This will convert the names to lowercase but leave the first letter capitalized.

In cell C2, enter =PROPER(A2&” “&B2).  This will combine the text into one column and change it to proper case.  Copy the formula down to the remaining cells.
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In most cases, the names will be converted properly.  One exception is with names that contain an interior capitalized letter like McDonald’s or VanderHoek.  After running the PROPER function, Excel will leave the D in McDonald’s and the H in VanderHoek in lower case.  You’ll then need to manually go back and capitalize those letters.  You can also convert lowercase text to all uppercase by using the UPPER function, or convert uppercase text to all lowercase by using the LOWER function in the same way.

Don’t be too quick to delete your column A and B yet, though.  Since column C still contains formulas, you’ll get a #REF error if you delete columns A and B.  You’ll need to convert the formulas you just created in column C to values.

I use Microsoft Excel 2007.  To convert formulas to values, select the data in column C.  Press Ctrl+C to copy the information to the clipboard.  Then on the Home tab in the Clipboard group, click the Paste dropdown arrow.  Select Paste Special.  In the Paste Special window, select Values and then click OK.  Excel will convert the formulas to static values.  You can now delete column A and B.

One of my favorite Microsoft Excel reference books right now is by Mr. Excel, Bill Jelen.  His book is called Learn Excel 1997 through Excel 2007 from Mr. Excel.  It is full of quick tips complete with full-color screen shots.  If you can think of an Excel question, I’m sure he’s already thought of it and it’s in there.
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