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Back to the Basics
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Creating a place to Return too.....

why keep a folder
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Tool Bar

Columns

Rows

Excel intro
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Every Report exported to excel must start with making sure the merge & center tool 

along with the wrap text tool is disabled on the spread sheet.

When the document opens go to the tool bar and deselect where it says merge & center. 

Repeat this for the Wrap text feature directly above merge and center on the tool bar
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A fresh look........

Sorting & Filters 
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step by step to success

Mail Merge 
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A New Report in ALAMIS

Department New 

Member Count Report
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What is the next step for Test Units?
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