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What’s this manual for? 

This manual is a step-by-step guide on how to shift the position of columns in Word tables and on how to 

merge cells. This has to be done when a transcription already exists but has not yet been converted into a 

Word Table in its final form ready for pasting into the OpenMWS Excel template.  

Step 1: When shifting the position of a column, the first thing to do is to select it in its entirety. To do so, you 

must click the TOP LINE of the column you want to move, where a little black downward arrow will appear. 

 

Step 2: Once the column has been selected, place the mouse inside the first cell of the selected column and 

drag it to the left (or to the right, depending on the position you want). The two columns have now swapped 

places, with the first in second position and the second in first position.  
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Step 3: Now merge the cells so as to link the name of the speaker with what s/he says. Select the cells to be 

merged and then right-click; select and click “Merge cells”: the two cells will be merged. 

 

 

Step 4: Repeat this process for every cell you need to merge. Once finished your table will look like this:  
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Step 5: Finally, you need to replace the pilcrow/paragraph symbol (¶): the final text needs to include the 

name of the speaker + colon ( : ) + space + what the speaker says. To do so, head to “Editing” (top right in 

the Word document) then click “Replace.” 

 

In “Find what”, write: ^p, then leave “Replace with” a blank space and hit “Replace all.” 

 

 

Finished! Your Word Table looks like this and is ready to be copied and pasted , one column at a time, into 

your Excel sheet. Alternatively, you can add two blank columns between the first and second columns. In this 

way, the entire Word Table can be pasted directly in one go into the corresponding Transcript Sheet columns  

− Columns C, D, E and F −  in the Excel template for OpenMWS. 

 

 


