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Column Management in Word Tables: Shifting and Merging Columns
when reorganising existing transcripts.

Andrea Alemanno



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.

= 4

Alex-Crawford:-x | 00:00% One-year-on-from-seizing-
of-iron.-Afghanistan-now:-
the-world.”c

Farida: X 00:22x We:lost-everything.-We-d:

Alex-Crawford:-x | 00:28X This-is-an-Islamist-police-s

human-rights.-Thatis-the-
Afghanistan-to-be-wearing
are-forbidden-and-those-v
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Afghan-girl:-x 00:56x I'm-terrified-that-they'll-cc
Alex:Crawford:-® | 01:01x Now:l've:come-back-to-Ka
as'thev-fight-for-their-righ

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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the'world.
00:22x Farida:-1 We:lost-e\
00:28x Alex-Crawford::&t | This-is:an-|
human-rig
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imprisonr
00:56x Afghan-girl:-x I'm-terrifie
01:01x Alex-Crawford::d | Now:l've:c
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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.
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Step 4: Repeat this process for every cell you need to merge. Once finished your table will look like this:
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00:00% Alex-Crawford:-q| L]

One-year-on-from-seizing-control-of-Afghanistan,-the-Taliban-rule-with-a-rod-of-iron.-Afghanistan-
now:suffers:under-one-of-the:-most-repressive-regimes-in-the:-world.’™

00:22x Farida: | el
We-lost-everything.-We-don't-have-hopes,-we-don't-have-dreams.”™
00:28x1 Alex-Crawford:-q| o

This-is-an-Islamist-police-state-which-has-stripped-women-of-their-most-basicchuman-rights. That-
is-the-image-of-what-they-want-the-women-of-Afghanistan-to-be-wearing-every-day.-lt-is-a-
country-where-schools-for-girls-are-forbidden-and-those-who-defy-the-banlive-in-fear-of-
beatings-and-imprisonment.-How-scared-are-you ?™

00:56x1 Afghan-girl:-q i
I'm-terrified-that-they'll-come-and-find-us.”
01:01x Alex-Crawford:-q| o

Now:I've:come-back-to:Kabul-to:meet:the:-women-who-refuse-to-be:silenced-as-they-fight-for:
their-right-to-exist."d

01:09x Mahbouba-Seraj:-| L]
For-us-it's-the-question-between-life-and-death.-Either-we-are-going-to-die-or-we-are-going-to-
live."d
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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.”
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In “Find what”, write: *p, then leave “Replace with” a blank space and hit “Replace all.”

One-year-on-from-seizing-control-of-Afghanistan,-the-Taliban-rule-with-a-r.
now-suffers-under-one-of-the-most-repressive-regimes-in-the-world.”™

— Find Replace GoTo .
Findwhat: P b
Options:  Search Down ']
Replace with: ~ | @r
I Moress | Replace Replace Al Find Next Cancel

| ATEX Crawiora: ]|
Now:I've-come-back-to-Kabul-to-meet-the-women-who-refuse-to-be-silenc
their-right-to-exist.”™

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.
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00:00 Alex Crawford: One year on from seizing control of Afghanistan, the Taliban rule with a rod of
iron. Afghanistan now suffers under one of the most repressive regimes in the world.
00:22 Farida: We lost everything. We don't have hopes, we don't have dreams.
00:28 Alex Crawford: This is an Islamist police state which has stripped women of their most basic

human rights. That is the image of what they want the women of Afghanistan to be wearing
every day. It is a country where schools for girls are forbidden and those who defy the ban live
in fear of beatings and imprisonment. How scared are you?

00:56 Afghan girl: I'm terrified that they'll come and find us.

01:01 Alex Crawford: Now |'ve come back to Kabul to meet the women who refuse to be silenced as
they fight for their right to exist.

01:09 Mahbouba Seraj: For us it's the question between life and death. Either we are going to die or
we are going to live.

01:56 Alex Crawford: I've never been to this country where there hasn't been guys with guns

everywhere. They're just different guys with guns now. Every time | come to Afghanistan I'm

excited at coming but there's also a really heavy feeling of dread. | was in the country the
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