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In Advance, we use the Clipboard to make mass changes to multiple users at one time. In 
order to do this we pull in the files from a .csv file. (See the Presentation – Advance 
Clipboard in the Advance Help Section of aits.uark.edu.)  

Sometimes there are blank spaces in the file that cause errors. If, after importing your 
spreadsheet you see the following, then you probably have extra spaces. 

 

  

NOTE: There are multiple ways to remove 
spaces from an Excel document, but this 
method removes all spaces of ALL types. Other 
methods only remove certain kinds of spaces 
and, thus, don’t work as completely. 

https://advancement.uark.edu/offices/aits/
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To remove blank spaces from your .csv file. 

1. Open the .csv file in Excel. 

 

(Notice the weird spacing in the numbers. This doesn’t always happen when you have blank 
characters but when it does it is a sure indicator that there is a problem.) 
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2. Copy and paste the following formula into block B1. 
• =TRIM(CLEAN(SUBSTITUTE(A1,CHAR(160)," "))) 
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3. Click and drag box B1 to the bottom of the list so that the formula is copied for every 
row in Excel. 

 

4. This is duplicating everything in column A but removing any spaces while it does. 
5. Follow the next steps EXACTLY. It is very important. 
6. Highlight all of column B. 
7. Press and hold the Ctrl key on your keyboard, then press the C key. This copies the 

entire column. 

  



How To Remove Excess Spaces from an Advance 
ID File (CLIPBOARD) 

Ver. 1.1 

2/28/2019 

5 | P a g e  
 

8. Highlight all of Column A. DO NOT DO A CTRL-V. 

 

9. Press and hold the Shift key, then press the F10 key. 
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10. This will open the following window: 

 

11. Press the V key on your keyboard. 
12. You have now replaced your column A with the contents of Column B. 
13. Delete Column B. 
14. Save your .csv file and reimport to Advance. 

 

 


