Two Addresses in One Row

If expresscopy.com receives your address file and there is more than one address in each row, we will determine which addresses to use.


Multiple Worksheets
Excel address files must have only 1 worksheet with information on it. If files are submitted with multiple worksheets, there is a chance that your order will print with unexpected results or your order will be stopped and you will be required to re-submit your address list with only one sheet of information.

Incorrect Example
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Instructions for Combining Fields
Expresscopy.com will allow up to 5 separate columns/fields for the street address. If you have more than 5 columns/fields of street address information, you will need to combine some of those. Here are instructions for combining fields.
1. Insert blank column to the right of the fields to be combined.
2. In the example below type the following formula
=b2&” “&c2&” “&d2  (the &” “& places a space between fields)

· Highlight the cell with the formula and copy to the clipboard

· Highlight the column and paste the formula to the column

· Hit the escape key

· Highlight the column and copy to clipboard

· Right click on the column and hit paste special and mark the radio button labeled value

· Hit OK

· Now you should be able to delete the original columns that you have combined

In this example, we would like to combine columns B, C and D.
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CONCATENATE | +| X 28" "8c28" "&d2
A B & ] E F G il

1| Owner il [MailStreet Milhiode ailCit iailState [MailZp
2 [STILANESSIS, PETER J 702[HIGH MOUNTAIN [RD [=b28" "ac28" 82 [NORTH HALEDON [NJ 07508 272
3 [GALES], JOHN M & GALESI, M MICHAEL 30[GALESI DR WAYNE N 07470 484
4 [SISC0, HAROLD T42|KAKEQUT ) BUTLER N (07405154
5 [MARTON, FRANK & GIZELLA 47| KAREQUT RO KINNELON N (07405157
6 [LEVY, MICHAEL A & MADELINE RENARD 48| KAKEQUT RO KINNELON N (07405154
7 [HEALEY, WILLIAM J & CAROL JOANNE 43| KAKEQUT RO KINNELON N (07405 25
8 JOSEPH, ALFRED J & ANGELA T 160 KAKEQUT RO KINNELON N (07405254
9_[CHIARADIO, RICHARD & NANCY 151 |KAKEQUT RO KINNELON N (07405254
10 | CLARKE, STEPHEN & DIANE F 162|KAKEQUT RO KINNELON N (07405254
1 JRRAYMOND CRANE & MICHELLE 163|KAKEQUT RO BUTLER N (07405254
12 BAUR, EMIL & DIANE 64| KAREOUT FD KINNELON N (07405254
13 STOUTER, VINCENT C & ENIMA B 42[SETTING SUN__[TRL [WEST MILFORD _|NJ (07480415
14 [ SMITH, JUDITH A 767 | KAKEQUT D KINNELON N (07405254
15 | SALERNO, JOHN & ELAINE T 168| KAKEQUT RO KINNELON N (07405254
16 PALOMEI, DOMINICK & ELSIE 161 |KAKEOUT RO KINNELON N (07405 254
17 [KINNELON BOROUGH 30| KINNELON RO KINNELON N (07405 233
18 POLIDORO, FRANK & JUNE 67| KAKEQUT RO KINNELON N 07405253
19 PARKEN, LEON C & BETTY H 68| KAKEQUT RO KINNELON N (07405254
20 |GALLAGHER, STEPHEN M & BETH D 16| KAKEQUT RO KINNELON N (07405253
21 [SORENSON, SHIRLEY ANN 70| KAKEQUT RO KINNELON N (07405254
22 [BRESETT, RAYMOND H & JEANNE 71| KAKEQUT RO KINNELON N (07405253
23 [MURPHY, MARK D & ANGELA 72| KAKEQUT RO KINNELON N (07405254
24 |MEYER, JOSEPH E & SUZANNA 73| KAKEQUT RO KINNELON N (07405253
25 | ANGELOF, BORIS 74| KAREQUT RO KINNELON N (07405254
26 [MILLER, ROY & CLAUDINE 75| KAKEQUT RO KINNELON N (07405253
27 [HAYCOCK, HAROLD Il & TANIA 76| KAKEQUT RO KINNELON N (07405254
28 [CAWLEY JOHN 77| KAKEQUT RO KINNELON N (07405253
29 [SALVATI, ARISTIDE & DOLORES 78| KAKEQUT RO KINNELON N (07405254
30 [BLACKWELL, SCOTT & TARA 17| KAKEQUT RO KINNELON N (07405 253
31 [WASS, JOHN & RENATA 81| KAKEQUT RO KINNELON N 07405 253
32 [ACKER, CARL F & DIANE L 83| KAKEQUT RO KINNELON N 07405 253
33 |GALLOWAY, JACOB C & PATRICA A 85| KAKEQUT RO KINNELON N 07405 253
34 [RUSS0, ROBERT L & DONNA M 187 | KAKEQUT RO KINNELON N 07405 253
KUSHNER _JOHN ROSS & BARBARA JEAN 83| KAKEQUT FD KINNELON [ 07405253

T
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Now the columns are combined.
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Al j =| STILIANESSIS, PETER J
A B C 1] E F G H
.ILST\UANESS\S PETER J 702 HIGH MOUNTAIN RO NORTH HALEDON [N.J 07508-2720
2 [GALESI, JOHN M & GALESI, M MICHAEL [30 GALESI DR [WAYNE NS [07470-4840
3 [SISCO, HAROLD 142 KAKEOUT RD BUTLER ) |07405-1945
4 [MARTON, FRANK & GIZELLA 147 KAKEOUT RD KINNELON ) |07405-1970
5 [LEVY, MICHAEL A & MADELINE RENARD _ |148 KAKEOUT RD KINNELON ) |07405-1945
B HEALEY, WILLIAM J & CAROL JOANNE 149 KAKEOUT RD KINNELON ) |07405-2542
7 |JOSEPH, ALFRED J & ANGELA T 150 KAKEOUT RD KINNELON ) |07405-2541
8 |CHIARADIO, RICHARD & NANCY 151 KAKEOUT RD KINNELON ) |07405-2542
9 |CLARKE, STEPHEN & DIANE F 152 KAKEOUT RD KINNELON ) |07405-2541
10 |JR RAYMOND CRANE & MICHELLE 153 KAKEOUT RD BUTLER ) |07405-2542
11 |BAUR, EMIL & DIANE 154 KAKEOUT RD KINNELON ) |07405-2541
12 |STOUTER, VINCENT C & EMMA B |42 SETTING SUN TRL [WEST MILFORD _|NJ |07480-4157
13 |SMITH, JUDITH A 157 KAKEOUT RD KINNELON ) |07405-2542
14 |SALERNO, JOHN & ELAINE T 158 KAKEOUT RD KINNELON ) |07405-2541
15 |PALOMBI, DOMINICK & ELSIE 161 KAKEOUT RD KINNELON ) |07405-2542
16 |KINNELON BOROUGH 130 KINNELON RD KINNELON ) |07405-2336
17 |POLIDORO, FRANK & JUNE 167 KAKEOUT RD KINNELON ) |07405-2533
18 |PARKEN, LEON C & BETTY H 168 KAKEOUT RD KINNELON ) |07405-2540
19 |GALLAGHER, STEPHEN M & BETH D 169 KAKEOUT RD KINNELON ) |07405-2533
20 |SORENSON, SHIRLEY ANN 170 KAKEOUT RD KINNELON ) |07405-2540
21 |BRESETT, RAYMOND H & JEANNE 171 KAKEOUT RD KINNELON ) |07405-2533
22 MURPHY , MARK D & ANGELA 172 KAKEOUT RD KINNELON ) |07405-2540
23 MEYER, JOSEPH E & SUZANNA 173 KAKEOUT RD KINNELON ) |07405-2533
24 ANGELOF, BORIS 174 KAKEOUT RD KINNELON ) |07405-2540
25 MILLER, ROY & CLAUDINE 175 KAKEOUT RD KINNELON ) |07405-2533
26 |HAYCOCK, HAROLD Il & TANIA 176 KAKEOUT RD KINNELON ) |07405-2540
27 | CAWLEY JOHN 177 KAKEOUT RD KINNELON ) |07405-2533
28 | SALVATI, ARISTIDE & DOLORES 178 KAKEOUT RD KINNELON ) |07405-2540
29 BLACKWELL, SCOTT & TARA 179 KAKEOUT RD KINNELON ) |07405-2538
30 |WASS, JOHN & RENATA 181 KAKEOUT RD KINNELON ) |07405-2538
31 |ACKER, CARL F & DIANE L 183 KAKEOUT RD KINNELON ) |07405-2538
32 | GALLOWAY, JACOB C & PATRICIA A 185 KAKEOUT RD KINNELON ) |07405-2538
33 [RUSS0, ROBERT L & DONNA M 187 KAKEOUT RD KINNELON ) |07405-2538
34 |KUSHMER, JOHN ROSS & BARBARA JEAN [183 KAKEQUT RD KINNELON ) |07405-2538
35 |LEE, YONG S 191 KAKEOUT RD KINNELON N |07405-2538 =
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