HELPFUL EXCEL TIPS
Submitted by Prins Cowin CPS/CAP

[image: ]We’ve all been there:  A last-minute request to send out a document to a large distribution list is given to us with a short deadline.  With our hearts pounding and adrenaline rushing, we pull away our mild-mannered alter ego disguise exposing our true-to-heart super hero costume (even if only in our minds) and get to work!

 (
Prins Cowin CPS/CAP
)With our imaginative capes flapping in the wind we soar through the Microsoft Word mail merge process.  Fingers flying, we insert merge fields left and right.  At the point of selecting our recipient list, there it is.  We notice that some fields that are separated need to be combined.  Our super hero cape flutters limply down our back and we come to an irritating halt in productivity.  You’ve seen it.  I know you have.  For instance, instead of the first name and last name fields being together or house number and street name fields being combined, they are independently tucked away in their own separate cells in the Excel worksheet.  
[image: ]
How do you quickly combine the information in both columns into one column so you can continue to save the day?  No need to fear, Excel tips and tricks are here.  There’s a wonderful tip that will fix that problem in a snap and have your cape flying again in no time.

As in the sample below, in cell C2 enter the formula =A2&B2 and press Enter.  The names on your recipient list for First and Last will be combined in the FullName column as shown.  Copy the formula down to the remaining cells.
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In most cases, you do not want the information to be run together especially when working with names as in this example.  If you need to have a space in between, here’s how to make that happen:

In cell C2, enter the formula =A2&” “&B2 and press Enter.  Be sure to include the space within the quotation marks.  The names on your list are combined with a space in between them.  Copy the formula down to the remaining cells.
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This has been a handy tip that I learned during a webinar conducted by Mr. Excel himself, Bill Jelen.  He has a wonderful book called Learn Excel 1997 through Excel 2007 from Mr. Excel.  It is full of quick tips and solutions for some of the everyday Excel issues that pop up.  This is one resource to have within arm’s reach.  Even Superman needed help every once in a while.
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