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Remove “noise/extra space(s)” before copying & pasting data to the log 

I. Check the data for noise/extra space(s) 

                       

II. Remove the noise/extra space  
1. Highlight the data cells in column B (Last Name) 
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2. Select Data icon 

3. Select Text to Columns icon 

4. The Convert Text to Columns Wizard – Step 1 or 3 appears 

5. Select “Delimited” radio button, if not selected 

6. Click “Next” button 

 

7. Click “Tab”  

8. Click “Space” 

9. Click “Next” button 

3. 

2. 

6. 

5. 

4. 
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10. Click the second column (highlight the column black) 

11. Click “do not import column (skip)” radio button 

12. Click “Finish” button 

 

7. 

12. 

11. 

10. 

9. 

8. 
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13. Extra space and “JR” have been removed 

 

14. Column C (First Name) repeat the steps above  

15. Column D (Member ID#) repeat steps 2 through 4 above then go to step 16 

 

13. 
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16. Select “Fixed width” radio button 

17. Click “Next” button 

 

18. Click in the “Data Preview” pane to create a break line, after the last digit 

19. Click “Next” button 

 

20. Click the first column (highlights the column black) 

21. Click “Text” radio button to retain the leading zeros 

22. Click the second column (highlights the column black) 

23. Click “do not import column (skip)” radio button 

17. 

16. 

18. 

19. 
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24. Click “Finish” button 

25. Extra space has been removed and retained the leading zeros 

 

26. Columns E (DOB), G (Date of Last Activity completed in 2019) & H (Date of 

Current Activity in 2020) repeat steps 2 through 9 above then go to step 27  

  

27. Click “Date” radio button 

28. Click “Finish” button 

21. 

20. 22. 

23. 

24. 
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29. Extra space has been removed  

 

30. Now, you are ready to copy and paste the data to the log 

 

 

 

 

 

 

27. 

28. 


