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How to merge cells in excel

To correctly arrange your CSV file, the initial, first name and surname will need to be concatenated into
one cell. Please see the below step by step guide illustrating how to concatenate your CSV file.

A B = D E 7 G H 1 i K L M N
1 |Initial Firstname Surname Addressl Address2 Address3 Address4 Address5 Postcode firstname date rep Variable4 Variable5
2 |Mr Mark Smith 1 High Street Urban Townsville Country NN54EN Mark 1st August Andy
Step 1:

In a free cell, for example below M2, type the following formulae:

=CONCATENATE(
\ Sum v (* X ¥ F| =CONCATENATE(
A B £ D E E G H I K L M N o]
1 |Initial Firstname Surname Addressl Address2 Address3 Address4 Address5 Postcode firstname date Variable4 Variable5
2 |Mr Mark Smith 1 High Street Urban Townsville Country NNS4EN Mark 1st August  Andy |=CONCATENATE(
3 [ CONCATENATE(textl, [text2], ..) |

You will then need to click on the cells you wish to concatenate, for the purposes of this demonstration,
the cells concerned is A2, B2 and C2.

\ sum S kv fo,!CONCATENATE(AZ, "",B2,"",C2)

/ n/ / F G H 1 J K L M N 0 )
11 |t|a| irstnanie Surnam ddressl Addressz Address3 Address4 Address5 Postcode firstname date rep Variable4 Variable5

ni
[Mr IMark ISmlth 1 High Street Urban Townsville Country NNS5S4EN Mark 1st August Andy NCATENATE(A2,"",B2,"", C2)|

Type the following:
=CONCATENATE(A2,space space ,spaceB2,space space ,spaceC?2) click enter

You should then see the recipient s name in full...

| M2 v f< | =CONCATENATE(A2," ", B2, " ", C2)
A B C D E F G H I ] L M N
1 Initial Firstname Surname Addressl Address2 Address3 Address4 Address5 Postcode firstname date Variable4 Variable5
2 |Mr Mark Smith 1 High Street Urban Townsville Country NNS4EN Mark 1st August  Andy IMrMarkSmith _I

Select the cell that contains the formula, in the right hand bottom corner of the cell there is a small black square.
Hover the cursor over this, the cursor should change into a plus sign. Click this and drag the cell down until you
reach the end of the data.

This will drag the formulae into each cell, and concatenate all the required data.
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Step 2:

Highlight column A and insert a new column:

q + €0 .00 |
«00 ».0
A DR T e e e e

1 [Initial & cut Address1l Address2 Address3 Address4 AddressS Postcode firstname date rep Variable4 Variables
2 |Mr Ea copy 1 High Street Urban Townsville Country NN54EN Mark 1st August Andy Mr Mark Smith

3 ' Paste Options:
3 51
i Paste Spedial...

6
T Insert

3 Delete

9 Clear Contents

10 & Eormat Cells...

£ Column Width...

12 Hide

] Unhide

14

Type in Name in cell A, see below, and copy ALL the concatenated entries

/

N2,/ - fe | =CONCATENATE(B2, " ", C2," ", D2)

A’ B c [ o E | F [ ¢ | w 1 J K | ~_ | ™M | N [ o
1 Name Initial Firstname Surname Addressl Address2 Address3 Address4 Address5 Postcode firstname date Variabled Variable5
zl Mr Mark Smith 1 High Street Urban Townsville Country NNS5S4EN Mark 1st August Andy rMarkSmith.
Now Paste Special, values only, under the Name field.

/

a2 / v (= £ |
ibri v 11 v A" AT B3 oo o
A% o & [ F G Ho| ) K L M N o
.0 .00
Na B I o+ essl Address2 Address3 Address4 Address5 Postcode firstname date rep Variable4 Variable5
i 1 High Street Urban Townsville Country NNS54EN Mark 1st August Andy Mr Mark Smith
#  cut
Ea Copy
Paste Options:
(EEE]
Paste Spedial... > | Paste

p
Insert Copied Cells... =
Delete... a|

Clear Contents

Filter »
" | other past options
@ Insert Comment ‘7@ ey @\

' Format Cells...

Paste Special...
Pick From Drop-down List...

Define Name...
g Hyperlink...

slelzlslalez]zlslr]g]e o[~ |n]» @[S

This is how it should appear:

ARG fe | Mr Mark Smith

a /] s c [ o E | F [ 6 H [ 3 K [ L M N [ o ]
1 Name ’ Initial Firstname Surname Addressl Address2 Address3 Address4 Address5 Postcode firstname date rep Variable4 Variable5
2 MrMarkSmith.Mr Mark Smith 1 High Street Urban Townsville Country NNS4EN Mark 1st August Andy Mr Mark Smith

UKiViail

express parcels & mail imailenquiries@ukmail.com www.imail.co.uk 0121 335 1193




Step 3:

Now you will need to highlight the columns you no longer need and delete them.

CRRF L
| G

H 1 J K | It | M N o

1 |Name Initial FirstnameSurn % Cut 52 Address3 Address4 Address5 Postcode firstname date rep Variabled Variable5
2 |MrMark Smith |Mr Mark Smit B3 Copy reet Urban  Townsville Country NN54EN Mark 1st August Andy Mr Mark Smith
3 | [, Paste Options:

4 =
= &]
T Paste Special...
7 Insert

i Delete

| = | Clear Contents

10

F Q Format Cells...

== Column Width...

12

13 Hide

14 Unhide

15

e

You will notice that the column with the concatenation formulae will default to #REF! because it will recognise that
the data from the deleted cells is missing. All you need to do now is delete the entries from this column.

K1 - e | Variables |8

| 4] A i C D B R e E 1 J K
_1 |Name Addressl Address2 Address3 Address4 Address5 Postcode firstname date rep Variab %
_2 |Mr Mark Smith 1 High Street Urban Townsville Country NN54EN Mark 1st August Andy o B3
3| (£ | Paste Options:
B

5
Fetl Paste Special...
T Insert
_8 | Delete
] Clear Contents

10
? Q Format Cel'ls...
E Column Width...
13 Hide

14 Unhide
35 I

G17 - |
A B C D E F G H | ] J K L

1 Name Addressl Address2 Address3 Address4 Address5 Postcode firstname date rep Variable4 Variable5

2 Mr Mark Smith 1 High Street Urban Townsville Country NNS54EN Mark 1st August  Andy

Your CSV file should now be ready to submit, providing the postcode is in column G and it has been saved as CSV
(comma delimited).

617 ~ @ F

A ) c [) E F_[EEOES u 1 J K L [
1 Name Address1 Address2  Address3 Addresss AddressS Postcode firstname date rep Variabled  Variables
2 MrMark smith 1HighStreet  Urban  Townsville Country NNS4EN Mark  1stAugust Andy
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