MERGE AND CENTERING TITLES OF WORKSHEETS
1. Merging and centering a title across the worksheet can be performed by opening a worksheet and click in Cell A1.  
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1 REACH OUT AND TOUCH ]
REGION | LOCAL | STATE REGION CURRENTLY

2 |LNAME FNAME MALE FEMALEBLACK WHITE HISPANIC  #  LEVEL LEVEL LEVEL RETIRED
3 Evans _ Mark X 1 3 L s R
4 [Brunson_[Richard X 4 5 L s R
5 | Johnson _ Dave X 1 3 L s R RT
6 |Lynn Jerityn Y 4 3 L s L
7 |Wilson  Gilda Y 4 13 s
8 |Chapa  Elias X 5 3 L s R RT
9 |Carpentar Joan Y 1 3 L R RT
10|Deckard  Frances Y 4 3 s R RT
11 |Geherin _ Diane Y 1 3 L RT
12 saters s Y 4 5 s
13|Hamin  Ken X 1 3 s R RT
14|March  Blaine X 1 3 s R RT
15 |Enin Chenyl Y 4 3 s R
16|Carter Linda Y 4 3 s R
17 Jenkins " Mark X 4 [} L [}
18|Reeves  Domnie X 4 [} L L
18 |McDowell Pauline Y 4 13 s | |
2| wingfield George X 4 10 s RT
2t [Maddox  Julus | X 4 7 s RT
22| Coleman  Cynthia Y 4 2 s RT
23| Neubauer Wayne X 1 3 L s R
24| Stroman  Mable Y 4 2 s
25| McFadden Lillian Y 4 8 s RT
2| Wiliams  Regina Y 4 3 L s R
27|Conk Steve | X 1 8 s ; .
i « » wil\ Shestd )Reach Out and Touch { SheetZ { Sheets 1l i




2. Type in text-and click Center Across the desired number of cells.

3. Move onto the next cell you are

    now ready to record additional data.

ASCENDING AND DESCENDING ORDER OF DATA
1. When entering data into your worksheet it doesn’t matter if it’s recorded in alphabetical order or not.  This can be done upon completion of the worksheet.
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A B c D E F G H I J K L M N 3

1 REACH OUT AND TOUCH ]
REGION | LOCAL | STATE REGION CURRENTLY

2 |LNAME FNAME MALE FEMALEBLACK WHITE HISPANIC  #  LEVEL LEVEL LEVEL RETIRED
3 Evans  Mark X 1 3 L s R
4 |Brunson “Richard X 4 5 L s R
5 | Johnson  Dave X 1 1 s L s R RT
6 |Lynn Jerityn Y 4 3 L s L
7 |Wilson  Gilda Y 4 13 s
8 |Chapa  Elias X 5 3 L s R RT
9 |Carpentar Joan Y 1 3 L R RT
10|Deckard  Frances Y 4 3 s R RT
11 |Geherin _ Diane Y 1 3 L RT
12 saters s Y 4 5 s
13|Hamin  Ken X 1 3 s R RT
14|March  Blaine X 1 3 s R RT
15 |Enin Chenyl Y 4 3 s R
16|Carter Linda Y 4 3 s R
17 Jenkins " Mark X 4 [} L [}
18|Reeves  Domnie X 4 [} L L
18 |McDowell Pauline Y 4 13 s | |
2| wingfield George X 4 10 s RT
2t [Maddox  Julus | X 4 7 s RT
22| Coleman  Cynthia Y 4 2 s RT
23| Neubauer Wayne X 1 3 L s R
24| Stroman  Mable Y 4 2 s
25| McFadden Lillian Y 4 8 s RT
2| Wiliams  Regina Y 4 3 L s R
27|Conk Steve | X 1 8 s .
i « » wil\ Shestd )Reach Out and Touch { SheetZ { Sheets 1l = |




2. To perform an alpha listing of data highlight the entire worksheet and click of A-Z                        Ascending Order.

3. Be sure to click in an empty cell to un-highlight your data.
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A B c D E F G H I J K L M N 3

1 REACH OUT AND TOUCH
REGION LOCAL | STATE REGION|CURRENTLY

2 |LNAME FNAME MALE FEMALEBLACK WHITE HISPANIC  #  LEVEL LEVEL LEVEL RETIRED |
3 [Evans  Mark X 1 3 L s R
4 |Brunson “Richard X 4 5 L s R
5 | Johnson  Dave X 1 3 L s R RT
6 |Lynn Jerityn Y 4 3 L s L
7 |Wilson  Gilda Y 4 13 s
8 |Chapa  Elias X 5 3 L s R RT
9 |Carpentar Joan Y 1 3 L R RT
10|Deckard  Frances Y 4 3 s R RT
11 |Geherin _ Diane Y 1 3 L RT
12 saters s Y 4 5 s
13|Hamin  Ken X 1 3 s R RT
14|March  Blaine X 1 3 s R RT
15 |Enin Chenyl Y 4 3 s R
16|Carter Linda Y 4 3 s R
17 Jenkins " Mark X 4 [} L [}
18|Reeves  Domnie X 4 [} L L
18 |McDowell Pauline Y 4 13 s | |
2| wingfield George X 4 10 s RT
2t [Maddox  Julus | X 4 7 s RT
22| Coleman  Cynthia Y 4 2 s RT
23| Neubauer Wayne X 1 3 L s R
24| Stroman  Mable Y 4 2 s
25| McFadden Lillian Y 4 8 s RT
2| Wiliams  Regina Y 4 3 L s R
27|Conk Steve | X 1 8 s .
i « » wil\ Shestd )Reach Out and Touch { SheetZ { Sheets 1l = |




4. If the data order is to be from the last name to the first name highlight the cells click on Z-A Descending Order.

5. Be sure to click in an empty cell to un-highlight your data.

NOTE: THESE APPLICATIONS DO NOT NECESSARILY HAVE TO BE PERFORMED IN THE ORDER LISTED.

