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Merge or split cells or data

You can spread the content of one cell over many cells and / or text can be spread and centered over multiple cells. [Warning   Microsoft Excel places only the upper-leftmost data in the selected range into the resulting merged cell. If there is data in other cells, the data is deleted.]

a) Merging Cells
1. Copy the data you want into the upper-leftmost cell within the range. 

2. Select the cells you want to merge. 

3. To merge cells in a row or column and center the cell contents, click Merge and Center [image: image1.png]


on the Formatting toolbar. 

You can change the text alignment in the merged cell by clicking Align Left, Center, or Align Right on the Formatting toolbar. To make other changes to the text alignment, including the vertical alignment, use the options on the Alignment tab (Cells command, Format menu).

b) Split Merged Cells 
1. Select the merged cell. [When cells have been combined, Merge and Center on the Formatting toolbar is selected.]
2. Click Merge and Center on the Formatting toolbar. 
3. Merge and Center button is a toggle switch.  Once you press it gets activated. If you press again it will get deactivated.

c) Divide text across cells
1. Select the range of cells that contains the text values. The range can be any number of rows tall, but not more than one column wide. [Note   There must be one or more blank columns to the right of the selected column or the data to the right of the selected column will be overwritten.]
2. On the Data menu, click Text to Columns. 

3. Follow the instructions in the Convert Text to Columns Wizard to specify how you want to divide the text into columns. 

d) Combine text from multiple cells into one cell, using a formula
Use the ampersand (&) operator or the CONCATENATE function to do this task. [The example may be easier to understand if you copy it to a blank worksheet.]
1. Create worksheet and enter the data given below:
	
	A
	B
	C
	D
	E

	1
	Title
	FirstName
	MiddleName
	LastName
	FullName

	2
	Smt.
	Sarojini
	S
	Naidu
	

	3
	Shri
	A
	K
	Singh
	

	4
	Smt.
	Mary
	S
	Augustine
	


Now enter the formula given below in Cell E2
=A2&" "&B2&" "&C2&" "&D2
Copy this to Cell E3 to E4
Note :The sign & helps in joining the text. 

· Any additional text like space, comma etc. that has to come in between the texts already in the cells, put that in between two double quotes “  “.

· Now insert a column before E

· Enter designations as given below

· Modify the title in Cell F1 as Full Name & Designation

· Modify the formula in Cell F2 as given below.

=A2&" "&B2&" "&C2&" "&D2&","&E2

· Copy this formula to the remaining cells.

	
	A
	B
	C
	D
	E
	F

	1
	Title
	FirstName
	MiddleName
	LastName
	Designation
	Full Name & Designation

	2
	Smt.
	Sarojini
	S
	Naidu
	CEO
	

	3
	Shri
	A
	K
	Singh
	Deputy Direcor
	

	4
	Smt.
	Mary
	S
	Augustine
	Joint Director
	


e) Display multiple lines of text within a cell.

1. This helps you to wrap the text or in other words longer texts can be displayed vertically without increasing the width of the column.  Do the following for this.
2. Select the cells you want to format. 

3. On the Format menu, click Cells, and then click the Alignment tab. 

4. Under Text control, select the Wrap text check box. 
5. For undoing this again select Format > Cells >Alignment

6. Clear the Wrap Text Check Box
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