HOWTO turn a normal name into a username with Excel

Introduction

You have a list of names. You need to turn those names into usernames. Your pattern might
look like this:

First letter of the first name plus the first seven letters of the last name, so John Smith would
be jsmith.

Considerations

These instructions are for people who understand excel. This technique probably works on
other spreadsheet programs like open office.

HOWTO

1. Get your list of names. If you can a list of first names in one column, and last names in
another column, that’s great — go to step 6. But if your list is one column, follow these steps.
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2. Highlight the column by clicking on the column header, click on data and click on text-to-
columns.
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3. Choose delimited, and click next.

(Convert Text to Columns Wizard - Step 1 of 3

The Text Wizard has determined that your data is Delimited.

If this is correct, choose Mext, or choose the data type that best describes your data.
Qriginal data type

pe that best describes your data:

- Characters such as commas or tabs separate each field.

- Fields are aligned in columns with spaces between each field.

Preview of selected data:
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4. Choose the space delimiter, and click finish

5. Middle initials are annoying. Delete them, and cut and paste last names into the right

column.

Convert Text to Columns Wizard - Step 2 of 3 %

This screen lets you set the delimiters your data contains. You can see how your textis affected in

the preview below.
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6. Click in cell c1, and type this simple little formula: =LOWER(LEFT(A1,1)&LEFT(B1,7)) copy the
formula down and presto! There are your usernames!
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