EXCEL
Merging Cells
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1. Highlight the cells (or boxes) you wish to o e
be joined (merged) by clicking and - 2

dragging across them. Cells should look

like this —————— |
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2. Click on Format in the toolbar 'éﬁff,mn
and scroll down to Cells Sheet

AutoFormat...

1
Conditional Formatting... ;

Style...
e —

" Format Cells
Al | Font  Border Patterns Protection
Orientation
Horizontal: Indent ¢
. . General ) o . *.
3. Click on Alignmen > T :
Vertical: X Text _.
" Bottom i:) t o
*-
4. Click on Merge Cells 0] oegrees
Text control
] Wrap text
. | [ Shrink to fit
5. Clle OK E Merge cells
( Cancel
OR***
After Step #1 click here in the toolbar.
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