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How to Split Data

First of all | removed any spaces out of the number column. Otherwise the data wouldn’t load.
Select the number column (B) > Ctrl + F (find and replace tool) >

Find what: (space bar x1)

Replace with: (leave blank)

>Replace all.

A B c .
1 |Company Mame Landline No  |Contract End Date G
2 |Cotteridge Carpets 0121 448 9300
3 |Perfection Body Repairs 01217 530343 01/01/2015
4 |Paul Walker Butchers Ltd 01159 329875 01/01/2015
5 |Brook Lane Rest Home 01489 662204 05/01/2015
7 |Little Mountains Farm
8 |Gosling Butchers Replace
9 |st. Marys Church
10 |Rehamn Butchers Find what: | El
11 |Village Fish Bar Replace with: [+
12 |Eat Out Chip Shop
13 |Bosworth Stores Ltd
14{Mosley Stores Replace All | | Replace | | Findan | [ Fnanet | | close |
15 | Crispy Cod

The numbers will then be striped if the leading 0. These will need to be added back in.
Select the number column (B) > Right Click > Format Cells > Custom > Type: >

O########## (0 followed by x10 #)

A E C

1 CompanyName LandlineMo  ContractEndDateG
2 | CotteridgeCarpets 1214489300
3 PerfectionBodyRepairs 1217530343 01/01/2015
4 |PaulwalkerButchersitd Format Cells -
5 BrooklLaneRestHome
6 KHandButhcers Mumber | Alignment | Font | Border | Fin | Protection |
7 |LittleMountainsFarm Category:
& GoslingButchers ﬁenebral , Sample

- umber i
9 St.MarysChurch Currengy LandlineNo
10 RehamnButchers SCKtOUﬂtmg Type:

. ate
11 VillageFishBar Time Qesssssssss
12 EatOutChipShop Percentage General

— Fraction 1]
13 BosworthStoresltd Scientific 0.00
14 MosleyStores Tet #2e0

il Special #£20,00
15 CrispyCod [N | |+ 50,2 #50

s ; ##£0;[Red]-#,££0

16 FairfieldPlaice 222000, % #2000
17 ToptoToe # ££0.00;[Red]-#,££0.00

o £# 880,18 #50
18 | CrichLaneFarm £x 220 Red] L= 220
19 DorridgeButchers
20 |JRFootwear [
21_ RSNews Type the number format code, using one of the existing codes as a starting point.
22 CaledonianBaltiandFishBar
23 BismillahlQRAButchers
24 PassiondFashion
25 DavesMews -
26 |GodivaFishShop “ [
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Once the numbers are sorted we can then move onto splitting the date.
Create 4 columns to the right of the date that we are preparing.

In the immediate column to the right, put in the formula: =TEXT (XX, "dd, mm, yyyy")
(Where XX is the date; in my case C2)

B C D
LandlineNao _CcuntractEndDateG
01214483300| =TEXT(C2, "dd, mm, yyyy") D
01217530343 01/01/2015

Then click and drag the formula all the way to the bottom of the data using the little green tab.

Select the column with all the formulas then copy all of the data then in the next cell right click
> under paste options select values.

Once this is done delete the formula column this is no longer needed.

D B I = O~ A% 40
i i I
100, 01, 1900 : X Cut
|
1101, 01, 2015 |  |Emy Copy
il ! o
IDL 01, 2015 :  Paste Options:
101, 05, 2015 : O o, e, e
103, 01, 2016 ! O lws LA &P 12 e
1 .
100, 01, 1900 ! Pastp Smacial »
. 1 Values (V)
':ID' 01,2015 : Inserr COTED cells
112, 01, 2015 I

Malata

We can now use the Text to Columns function in the Data section of excel to split the data into
the day, month and year columns.

¥
El=
Text to
Columns

Original data type: Delimited > Delimiters - Comma (only) > Finish
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e a
Convert Text to Columns Wizard - Step 1 of 3 @g

The Text Wizard has determined that your data is Delimited.
If this is correct, choose Next, or choose the data type that best describes your data.
Criginal data type

Choose the file type that best describes your data:
@ - Characters such as commas or tabs separate each field,

() Fixed width - Fields are aligned in columns with spaces between each field,
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Delimiters

[] Tab

|:| Semicolon
Comma
[] space

|:| Othern:

The data will then be split into the 3 parts. Name the columns as:

Gas1 for Day
Gas2 for Month
Gas3 for year

The original Data column can then be deleted. Leaving the date now split and ready to load into

the database.

B C D E F
LandlineMo ContractEndDateG GAS1 GAS2

01214489300 0 1 1500
01217530343 01/01/2015 1 1 2015
01159329875 01/01/2015 1 1 2015
01827281666 01-May-15 1 3 2015
01773712470 03/01/2016 3 1 2016
01621891215 0 1 1500
01782313715 10/01/2015 10 1 2015
01291625538 12/01/2015 12 1 2015
01217728830 0 1 1500
01332768427 01/02/2015 1 2 2015
018273106350 01-Aug-15 1 8 2015
01217705748 0 1 1500
019502606743 | no contract no contract

02476666066 01/03/2016 1 3 2016
02476251974 31/12/2014 31 12 2014
01787880678 1 1500
01773301364 01/06/2016 1 ] 2016

Anything that has a year of 1900 will be ignored and left blank when not uploaded to the
database along with any comments that are in the Gas1 field.
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