
Open a word 

document of your 
choice 

 
 

Select all text 

that you want to 
format into columns 
 

 

- CTRL + A (to select 
all text) 

- Or Menu Edit -> 
Select All 

- Or select by holding 
mouse button 

 

Click ‘Replace’ 

- Menu Edit -> 
Replace 

 



 Replace German 

words that have 
periods ‘.’ in them 
with commas ‘,’ 
For example: 
- “usw.” replace with “usw,” 
- “z.B.” replace with “z,B,” 
- “resp.” replace with “resp,” 
- “usf.” replace with “usf,” 

 
 

Replace “. “ 

(period followed by 
a space) with “.^p” 
(period + carrot + p) 

 
 

Convert 

highlighted text into 
table 
 
Word 2003 + 
- Insert -> Table -> Convert 
Text to Table 
 
Word 97 – 2003 
- Table -> Convert Text to 
Table 

 



Choose the same 

settings shown in the 
screenshot on the 
right and click “OK” 

 
 

Repeat step But replace commas with periods instead, For example: 

- “usw,” replace with “usw.” 

- “z,B,” replace with “z.B.” 

 

The result will look like this: 

 


