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7. Click in cell Al again.
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8. Click behind your name in the
formula bar.
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9. Type your last name.
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12. Press the TAB key. '
Now cell B2 is selected
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The city will cover up part of the
address until you make the column
bigger. You will do this later.
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15. Click in cell B2.

16. Click after the city
in the formula bar.

17. Type the name of your state
after the city.

18. Press the TAB key.
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19. Move the cursor between
columns A and B.

The cursor will look like this:
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Column A will get bigger.
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22. Click on the UNDO button

until the columns are small again.
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23. Double-Click on the line
between A and B.
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24. Double-Click on the line

between B and C. B

25. Click and Drag over the cells
and down to highlight them.
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26. Press the DELETE key.
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27. Click in cell Al.
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38. Click on the little arrow
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47. Click and Drag down to cell
A19. This is called
AutoFill.

48. In cell B8, Type Monday.

49. Use the Auto fill to drag down
to cell B14.
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