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Figure 11.5  (Continued)

2. Open a new Excel file. Paste 
the selected data into the file. 
Delete blank rows.

3. To remove commas, 
select the columns. To select 
multiple nonadjacent columns, 
press and hold <Ctrl>. 4. Click Format→Format Cells.

5. In the Format Cells window, select 
the Number tab. Make sure the Use 
1000 Separator box is unchecked. In the 
Decimal places box, type a number that 
is appropriate for the data values. In the 
current example, the values do not have 
decimal places.

6. Insert a new row at the top of the file. 
Type brief, descriptive variable names.


