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1. Select the cell or cell range that contains the information to be copied.  The Fill 
Handle will be displayed at the bottom right corner of the selection.  
 

2. Position the mouse pointer over the Fill Handle.  The pointer will become a 
crosshair when it is positioned correctly.  

 
3. Hold the mouse button down as you drag to extend the selection over the cell 

range to receive the information.  
 
4. Release the mouse button.  
 
5. Click anywhere to deselect.  
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 � Left Align - Data lines up at left margin of cell  
Center -Data is centered within a cell  Right Align -Data 
lines up at right margin of cell  
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