Instructions to Create User Logon’s from 

Last Name and First Initial using Excel
1> Import the User’s Last Names and First Names into an Excel Spreadsheet into Column A (Last Name) and Column B (First Name). 

2> Truncate the Last Name (if required)

· Insert 2 columns after Last Name column

· Copy the last names into the first of these and select this column

· Choose Data-Text to Columns

· Select Fixed Width and click “Next”

· Create a Line Break where you want the text to be broken.  For example click after the 7th letter or 8th letter and it will create a line.  Click “Next” and “Finish”

3> Truncate the First Name to only ONE letter

· Insert 2 columns after First Name

· Copy the first names into the first of these and select this column

· Choose Data-Text to Columns-

· Select Fixed width and click “Next”

· Create a Line Break after the 1st character.  Click “Next” and “Finish”

4> Cleaning it up

· You now have the Last Name in Column A, the truncated Last Name in Column B, and if there were any letters truncated off, they are in Column C.  Then you have the First Name in Column D, The truncated First Initial in Column E, and the letters truncated off in Column F.

· Highlight Column C, and click Delete.  Do the same for Column E.

5> How to Concatenate Columns B and D to make one.

· Click in E2 or E3 (depending on the first row of your list)

· Choose Insert-Function, Click on the “Text” Category and select Concatenate from the menu. 

· You will get a Window Popup with the spaces “Text1” and “Text2”.

· In “Text1” type C3, and in “Text2” type E3 (or C2 and E2 depending on the row)

· Click OK and it should combine the two cell into the new cell.

· Highlight the cell where we just created the formula.

· Move the mouse to the bottom right corner until it turns into a black cross.

· Click and drag this all the way down the column.  This will copy the function and make adjustments to the cell references.

· Delete the columns that have the formula for the userID and the shortened names

· Check for duplicate user Ids

6> How to Make Names Proper

· Create a Blank Column NEXT to the names.  Eg Names in F, Blank in G

· Select the PROPER function in G1.

· Make the code PROPER(F1) which takes the name from F1 and makes a Proper Name in G1.

· Copy entire Column and Paste into Notepad

· Copy From Notepad and paste back into Excel

· What this does is copy the actual names rather than the function.

