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What this manual does… 
 

This manual explains how to fix a transcription that has already been put in an Excel table but has 
mistakenly inserted different parts of the same discourse of a specific speaker in multiple rows. In 
so doing, as the cover page shows, the manual also explains how to convert texts to tables and 
vice-versa. We’ll also use Word’s “Find and replace tool” to fix things like unwanted paragraph 
marks: overall the examples show how a more compact table can be obtained when sequences 
correspond to discourse turns that identifies discourse structure more clearly.  
 
Step 1. Merge all the consecutive rows relating to the same speaker. 
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Step 2. Using Word’s “Find and replace tool”, find and replace all the repeated speaker names, 
except of course, the first  
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Step 3. Eliminate all the paragraph marks created when the cells were merged 
 

a) Select the target section, then in the Find and Replace window, use the “Special” option to 
select “Paragraph Mark” in the Find section 

 

 
 

b) Leave the Replace section blank. 
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c) Hit the Replace all button If you decided to apply this to the speakers one-by-one, repeat the 
procedure with all the other speakers. 

 

 
 
Step 4. Troubleshooting possible problems: hidden paragraph marks 
 
When a Word Table is pasted into an Excel file, a paragraph mark will generate a new ROW. 
Removing paragraph marks ensures that no UNWANTED (OFTEN EMPTY) ROWS appear when a 
Word Table is (re-)inserted into an Excel file. Alas you may think that the previous steps have 
eliminated this risk. If so, think again!  

 
a) to make sure no unwanted lines will be generated when pasted into an Excel file, SELECT the 

Word Table and then use the Word layout function which appears at the end of the menu (on 
the right-hand side) to convert the table into text selecting “paragraph marks” as option.  
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b) This converts the text in a way that makes it easier to see and manage hidden paragraph 
marks such as those within a specific speaker turn. As before use the “Find and replace” tool to 
replace INTRA-TURN paragraph marks but using the REPLACE button and NOT the REPLACE ALL 
BUTTON. The paragraph marks at the END of a speaker turn should remain 

 

 
 
Step 5. How to convert the text back into table. 
 
Finally, once done, transform it into a single column table following these four steps. 
 
a) select all the text. 
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b) Select “Insert” from the Word menu” 
 

 
 

c) Select the “Convert Text to Table” option. 
 

 
 

c) Put “1” in the “Number of columns” option and click OK. 
 

  
 

Finished! You’ll notice that for each speaker turn, there is now only one row and no 
paragraaph marks lurking in the background! 


