[image: image1.png]leoisaac.com



 


Learning Microsoft Excel 

Exercise 4

Basic Spreadsheet Formatting
This exercise will give you instruction in basic spreadsheet formatting and how to make your spreadsheet more presentable for printing. You will be formatting cells, using the sum function, inserting and deleting rows and columns, and setting headers and footers.

You will need to download and save the MS Excel File that accompanies these instructions. A link to the Excel file can be found on the web page you have just come from. 

Apply the instructions to Sample A in sequence so as it becomes the same as Sample B.

Print this page! This will make following instructions much easier.
	
	Instruction
	
	Method

	1
	Increase width of column A to 25
	 
	Go to Format menu, then Column Width

	2
	Delete column B and C
	
	Highlight columns B and C and then use right-hand button on mouse, choose Delete

	3
	Format new column B for Dollars & Cents
	 
	Click on Dollar Button on Formatting toolbar.

	4
	Increase width of column B to fit
	
	Click on "B" at top of column B. 

	
	
	
	Drag right-hand border of column B to the right to widen column

	5
	Insert a new row at row 8 Just Under Brisbane City Council
	 
	Click on the cell under Brisbane City Council wth right mouse button. Choose Insert and the "Entire row"

	6
	Insert a new row at row 16 just under "Grant to Athletes"
	
	Use Right-hand Button on mouse to insert, as above.

	7
	In Cell A8 type "Total Income"
	 
	 

	8
	In Cell A16 type "Total Expenditure
	
	

	9
	Make Cells A1, A3 and A8 Bold Text
	 
	Hold CTRL Button and point to Cell A1, A3 and A8 with mouse and then click Bold Button on Toolbar

	10
	Repeat Bold Text for Cells A10, A16 and A18
	
	

	11
	Total Income and put in cell B8
	 
	Use  Button on Toolbar - Computer chooses cells to total

	 
	 
	 
	Check the computer has chosen correct cells B4:B7

	12
	Repeat for Total Expenditure
	
	

	13
	Make Cells B1, B8, B16 and B18 Bold Text
	 
	Hold CTRL Button and point to Cell B1, B8, B16 and B18

	 
	 
	 
	with mouse and then click Bold Button on Toolbar

	14
	Enter Closing Balance figure
	
	Point to Cell B18 and type equals sign "="

	
	
	
	Then point to cell B1 then type plus sign "+"

	
	
	
	Then point to cell B8 then type minus sign "-"

	
	
	
	Then point to Cell B16 and press Enter.

	15
	Underline Total Income
	 
	Use Border Button on Toolbar

	 
	 
	 
	Refer to Leo if you cannot find button

	16
	Repeat for Total Expenditure
	
	

	
	
	
	

	17
	Shade Cells A1 and B1 grey
	 
	Use colour button

	 
	 
	 
	 or alternately use Format Cell Shading

	18
	Highlight Total Income, Total Expenditure
	
	

	
	and Closing Balance at Bank in same way.
	
	

	19
	Get rid of Gridlines
	 
	Tools Options - click on View Section

	 
	 
	 
	Click on Gridlines Box

	20
	See how your worksheet will print
	
	File Print Preview

	21
	Centre worksheet on printed page
	 
	In File Print Preview select "Setup"

	 
	 
	 
	In Page Set-Up Dialog Box choose Margins

	 
	 
	 
	Click on Centre on Page "Horizontally" and

	 
	 
	 
	" Vertically"

	22
	Type Header of Worksheet as
	
	In File Print Preview select "Setup"

	
	Income & Expenditure for Period
	
	In Page Set-Up Dialog Box choose Header/Footer

	
	Ended 31 December, 1995
	
	and click on Custom Header Button

	
	
	
	Type in text as required 

	23
	Type Footer of Worksheet as 
	 
	Use same method as for instruction 22 but

	 
	Mad Idiots Weightlifting Club Inc.
	 
	click on custom footer button and type in text

	 
	 
	 
	 as required.

	24
	If you made it this far well done
	
	The font for headers and footers can be altered from

	
	
	
	the rest of the worksheet to make them stand out.








