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This process can be used to create comma-separated lists of Penn IDs from an Excel column of Penn IDs.  

 

Highlight and copy the Penn IDs. 

 
 
 

Open a new spreadsheet and Paste > Transpose into the first cell. 
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Notice how the Penn IDs are now in a row instead of a column. Save the spreadsheet as a .csv file and 
close it. 

 
 

 

Open Notepad and then open your .csv file. 
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All of the Penn IDs are now in a comma-separated list that you can cut and paste into Knowledge Link 
for searches of multiple people. 

 
  
 

This is where you might be pasting your list. Make sure you use “Any” as your delimiter. 

 
 


