
Excel 2007 
Converting Data from Columns into Rows 
 OTS PUBLICATION: E30X  REVISED 03-23-2010  TRAINING@TOWSON.EDU  OFFICE OF TECHNOLOGY SERVICES  

=Shortcut       =Advice       =Caution 

© 2010 Towson University -This work is licensed under the Creative Commons Attribution-NonCommercial-NoDerivs License. 

Details available at http://www.towson.edu/OTStraining.  

 

Figure 3 

Figure 2 

Figure 1 

Introduction 
Data that needs to be manipulated from rows into columns can be 

easily transposed using the Paste Special command. In this self help 

document, you will learn how to take a column of text and convert it 

into a row or vice versa (Figs 1 & 2). 

 

 

 

 

 

 

 

 

 

 

Transposing the Data 
1. Place your cursor in the first cell that contains the data you want to transpose (B3) and drag it 

down to the last cell in the range (F7). Do not select the Header because this would also be 

transposed if selected. 

2. Copy the data by using the keyboard shortcut 

(CTRL-C) or by selecting Copy from the  

Home tab (Fig 3, 1). The data will now have dotted 

lines around it to indicate that it has been selected. 

3. Place your cursor in an empty cell (Fig 4, 1). 
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4. Select the drop-down arrow of the Paste command in the Clipboard group of  

the Home tab (Fig 5, 1).  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

5. Select Transpose (Fig 5, 2). The data will now be inserted into the range you selected (Fig 6, 1). 

 

 

 

6. Delete the rows you no longer need by selecting them and 

deleting them as necessary. Your new data is now ready (Fig 7). 
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