
Module 4: Formatting the Worksheet
Objectives:
At the completion of this lesson you will be able to: 
· Move and Copy Data
· Change the Appearance of Data
· Add Enhancements
· Use Drawing Tools
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Moving and Copying Data
As you edit and format a worksheet, you may find that you need to rearrange your data by moving and copying it.

Moving Data
When you move data from one cell to another, you remove (cut) data from one cell and place (paste) it in another. To do this, you can use the Ribbon buttons, or the mouse to drag and drop the data. 

When you use drag and drop, Excel needs to know how you want the move to affect any data located in the destination cells. If you drag data to a place where your MOVE DATA action will also REPLACE data, you may see something like Figure 4‑1.




[bookmark: _Ref379101358]Figure 4‑1: Office Assistant Helps with Moving Cells



On the other hand, if you use the Cut Cells command from the right mouse button menu to move the data, the Insert Paste dialog box, shown in Figure 4‑2, may appear if Excel needs guidance to determine what action to take next. Sometimes Excel makes an educated guess. If this is wrong, use Undo to reverse the command.




[bookmark: _Ref379101659]Figure 4‑2: The Insert Paste Dialog Box
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The third method of moving data involves the Cut and Paste buttons, on the Clipboard group of the home ribbon. These are the equivalent to the old Cut and Paste commands, in previous versions, on the Edit menu. When you use this method, the moved data will replace the data in the destination cells automatically. If this is not what you intended, you can always use the Undo button to reverse your action.


To move data:

Mouse method
1.	Select the cells you want to move.
2.	Move the mouse pointer over the selection’s border until the mouse pointer changes into an arrow.
3.	Drag the selection to its new position.

Note: To make the destination cell data move aside automatically, press and hold SHIFT while dragging the data.


Right mouse menu method
1.	Select the cells you want to move.
2.	Click the right mouse button and from the menu choose Cut.
3.	Select the upper left cell in the destination range.
4.	Click the right mouse button and from the menu choose Insert Cut Cells.
5.	If the Insert Paste dialog box appears, select the desired shift option.
6.	Choose OK.

Ribbon method
1.	Select the cells you want to move.
2.	On the Clipboard group of the home ribbon, click the Cut button.
3.	Select the upper left cell in the destination range.
4.	On the Clipboard group of the home ribbon, click the Paste button.







Figure 4‑3: The Cut command on the right mouse menu.








In the following exercise, you will move data.

		1.
	Open the workbook March 2009 and, if necessary, select Sheet 1
	

		2.
	Select the range A14:D23
	

		3.
	On the Clipboard group of the home ribbon, click the Cut button
	A moving border appears around the selected range.

		4.
	Select cell F4 
	

		5.
	On the Clipboard group of the home ribbon, click the Paste button
	The range is moved.

		6.
	Select F12:H12
	

		7.
	Click the right mouse button and from the menu, choose Cut
	A moving border appears around the selected range.

		8.
	Select cell F6
	

		9.
	Click the right mouse button and from the menu, choose Insert Cut Cells.
	The cells are inserted and the rest are moved down automatically.

		10.
	Select cells F4:I13
	

		11.
	Drag the selected cells to E4:H13
	As you drag, an outline around the paste range and a paste range indicator appear.
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Copying Data
When you copy data from one cell to another, you duplicate (copy) data in one cell and place (paste) it in another. When you paste a range of copied cells into their new position, they replace any data that may already be in that position. As with moving data, you also have the option of causing the data in the destination cells to shift. 


To copy data:

Mouse method
1.	Select the cells you want to copy.
2.	Press and hold CTRL
3.	Move the mouse pointer over the selection’s border until the mouse pointer changes into an arrow with a plus sign (+).
4.	Drag the selection to its new position.
5.	Release CTRL

Right mouse menu method
1.	Select the cells you want to copy.
2.	Right click the mouse and choose Copy from the menu.
3.	Select the upper left cell of the destination range.
4.	Right click the mouse and choose Paste.
	or
4.	Press ENTER

Ribbon method
1.	Select the cells you want to copy.
2.	On the Clipboard group of the home ribbon, click the Copy button.
3.	Select the upper left cell of the destination range.
4.	On the Clipboard group of the home ribbon, click the Paste button, and then, if necessary, press ESC to remove the moving border.
	or
4.	Press ENTER



In the following exercise, you will copy data.

		1.
	Select the range A4:D12
	

		2.
	Press and hold CTRL
	

		3.
	Move the mouse pointer to the border of the range
	The mouse pointer changes to an arrow with a plus sign (+).

		4.
	Drag the range until the outline aligns with the range A15:D23
	As you drag, an outline around the paste range and a paste range indicator appear.

		5.
	Release CTRL
	

		6.
	Select the range E4:H13
	

		7.
	On the Clipboard group of the home ribbon, click the Copy button
	The range has a moving border around it.

		8.
	Select cell E15
	

		9.
	Press ENTER
	The range is copied.
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Copying Data with AutoFill
If you want to copy data to an adjacent cell range, you can do so efficiently using the AutoFill feature. Simply select the cells you wish to copy and drag the AutoFill handle to select the destination cells. Excel fills the destination cells with the copied information.


 (
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[bookmark: _Ref376327649]Figure 4‑4: The AutoFill Handle




To copy data with AutoFill:

1.	Select the cell containing the text or value to copy.
2.	Drag the AutoFill handle down or to the right to fill the desired range.




In the following exercise, you will copy data with AutoFill.

		1.
	Select Sheet3
	

		2.
	Select cell B5
	

		3.
	Drag the AutoFill handle down to B16
	The range now contains the copied data.

		4.
	Use the same method to copy the text in cell E5 to fill the range E5:E16
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Creating a Series with AutoFill
When you create a worksheet, you frequently need to enter a long series that is sequential or that repeats in predictable increments. For example, you may want to create row headings titled “January, February, March, …” and so forth. The AutoFill feature, which determines a pattern based on a few cell entries, can complete such a series for you, thus saving time and keystrokes.

All you need to do is select a cell or range of cells that Excel can recognize as the beginning of a series and drag the AutoFill handle to complete the series. If you are using a standard series, such as the months of the year, a single cell is enough of a guide for Excel. 


To create a series with AutoFill:

1.	Select the cell(s) that contain(s) the start of a recognizable series.
2.	Drag the AutoFill handle down or to the right to fill the desired range.




In the following exercise, you will create a series with AutoFill.

		1.
	Select cell A5
	

		2.
	Drag the AutoFill handle to cell A16
	A series of months appears in the designated range.

		3.
	Use the same method to fill in the months for 2009 in the range D5:D16
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Defining Relative, Mixed, and Absolute References
When you move or copy constant values, Excel pastes the exact value of the source cell in the destination cell. However, when you move or copy a cell that contains a formula, the cell references in the formula adjust to reflect their new position. For example, as shown in the worksheet in Figure 4‑5, if you copy cell E6, containing the formula = C6*D6) to cell E7, the formula changes to =C7*D7), thus correctly multiplying the number of units of Peach Jam by the price of each unit. This works because Excel has used relative references to identify the locations of your cells. Relative references adjust when moved. Unless you specify otherwise, Excel uses relative referencing for cell addresses when you enter a formula.





[bookmark: _Ref376534477]Figure 4‑5: Relative References in Formulas


The second type of cell reference is called absolute. When you move or copy absolute references, they do not adjust to reflect their new position. Range names are created using absolute references. To indicate absolute references, put a dollar sign ($) in front of the column letter or row number to freeze. For example, $A1 freezes the column; A$1 freezes the row; and $A$1 freezes both. When you have both absolute and relative references in the same cell reference, it is referred to as a mixed reference. Table 4‑1 illustrates the different types of relative, mixed, and absolute references, and the results of copying them to another cell.


	Formula in cell E6
	Type of Reference
	Formula copied down to cell E7

	= (C6*D6)
	Relative
	= (C7*D7)

	= ($C6*D6)
	Mixed
	= ($C7*D7)

	= ($C$6*$D$6)
	Absolute
	= ($C$6*$D$6)



[bookmark: _Ref376533734]Table 4‑1: Relative, Mixed, and Absolute References


Mixing references to make parts of formulas static is useful if you need to let different calculations reference one cell as part of the formula for example. 

In the example shown in Figure 4‑6 the calculating formula in cell F6 is calling the VAT rate in cell E1. When copied down through F7 – F10 we want the reference to E1 to remain, not change to E2, E3, etc. But the reference for the cell to the left is relative. This all saves us time setting the calculations up and means that one change to cell E1 in the future will filter through the list of formulas and update results.





[bookmark: _Ref177797448] Figure 4‑6: A Mixed References in a Formula, Calling one Fixed Cell (E1)
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Copying Formulas
To copy a formula to a new cell, you use the same methods that you would use to copy a constant value. The only difference is that you must consider whether relative, mixed, or absolute referencing should be used. Remember, unless you specify otherwise, Excel uses relative references. 


To copy formulas:

1.	Select the cells you want to copy.
2.	Press and hold CTRL
3.	Move the mouse pointer over the selection’s border until the mouse pointer changes into an arrow with a plus sign (+).
4.	Drag the selection to its new position.
5.	Release CTRL

To copy formulas using AutoFill:

1.	Select the cell containing the formula to copy.
2.  Drag the AutoFill handle to fill the desired range.




In the following exercise, you will copy formulas using relative and absolute references.

		1.
	Reopen the Brians Orchard workbook Select Sheet1 
	

		2.
	In cell E6, enter the formula =C6*D6
	The result appears in cell E6.

		3.
	Make sure cell E6 is still selected, and then press CTRL
	

		4.
	Place the mouse over the border of the selected cell
	The plus sign appears next to the arrow.

		5.
	Drag the cell to E7, and then release CTRL
	The formula is copied and =C7*D7 appears in the formula bar.

		6.
	With E7 still selected, drag the AutoFill handle down to cell E10
	The formula correctly fills the range.

		7.
	Select Cell E1 and type a VAT rate (17.5% in our example but you could also try the 20% rate)
	

		8.
	In cell F6, enter the formula =E6*E1
	Taxes are calculated for the first sales of Apple butter, and cell F6 is still selected.

		9.
	Use AutoFill to copy the formula to cells F7:F10
	Compare your result to Figure 4‑7.

		10.
	Examine the formulas in the range F7:F10
	They contain references to empty cells in column E.

		11.
	Edit the formula in cell F6 to read =E6*$E$1
	The result is the same in F6.

		12.
	Use AutoFill to copy the formula to cells F7:F10
	The results appear in the range.

	
	Edit the table so it appears the same as shown in Figure 4‑6






[bookmark: _Ref177798186]Figure 4‑7: Relative Referencing has brought about the Wrong Results
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Changing the Appearance of Data
In many instances, you’ll want worksheet data to look different from the way you’ve entered it in the Formula bar. Excel allows you to change data appearance with number formats, font sizes, and font attributes. You can even change the width of columns and the height of rows.

Changing Column Width
To accommodate long strings of data or to make your worksheet easier to read, you can adjust column widths. Excel allows you to adjust columns with the mouse or Ribbon button options. The quickest way is to double-click the right border of the column heading to automatically widen or narrow the column to fit the widest data. With the Format options menu, launched by clicking the lower part of the Format button on the Cells group in the Home ribbon, shown in Figure 4‑8, you can adjust your columns to fit the data with more control. Column width is measured in characters: numbers, letters, spaces, and so forth. You can determine the width of a column by using the column width indicator, shown in Figure 4‑9, that appears when you drag the right border of the column heading.




[bookmark: _Ref376536002]Figure 4‑8: The Column Submenu




[bookmark: _Ref379107002]Figure 4‑9: Worksheet with Column Width Indicator



To change column width:

Ribbon method:
1.	Select the column in which you want to change the width.
2.	Click the lower part of the Format button on the Cells group in the Home ribbon.
3.	From the Cells Format options menu, choose Column Width.
4.	In the Column Width dialog box, in the Column width text box, type the desired width.
5.	Choose OK.

Mouse method:
1. Drag the right border of the column heading to the desired width.

Or

1. Place your mouse in-between the two columns you wish to resize C & D in Figure 4-9 and double click

Note: You can change the width of several columns at once by selecting multiple columns before dragging or using the menu.







In the following exercise, you will change the column width using the menu and the mouse.

		1.
	Select Sheet1
	

		2.
	Drag the right border of the column heading for column A to make it approximately 16 characters in width
	As you drag, the column width indicator shows the column width in characters and (in brackets) in pixels.

		3.
	Select column E
	

		4.
	Click the lower part of the Format button on the Cells group in the Home ribbon.
	The Format submenu appears.

		5.
	Choose Column Width
	The Column Width dialog box appears.

		6.
	In the Column width text box, type 24
	

		7.
	Choose OK
	The width of column E changes to 24.
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Changing Row Height
Row heights are often changed to make space between columns and totals or between titles and data. You can change row height using the mouse or the ribbon. You can use the AutoFit feature to have Excel adjust the height automatically, or you can change row height manually by dragging the lower line of the row heading. A third option is to use the Format options menu. By clicking the lower part of the Format button on the Cells group (on the home ribbon) you open the Format options menu. Then you can click the Row Height option which opens the Row Height dialog box. The height entered in this box must be in points, where one point equals 1/72”. As an example, this paragraph is in 12 point text. 


To change the row height:

Ribbon method
1.	Select the row in which you want to change the height.
2.	Click the lower part of the Format button on the Cells group (on the home ribbon). 
3.	Click the Row Height option which opens the Row Height dialog box.
4.	In the Row Height dialog box, in the Row height text box, type the desired height.
5.	Choose OK.

Mouse method
1.	Double-click the lower border of the row heading.
or
1.	Drag the lower border of the row heading up or down to the desired height.

Note: You can change the height of several rows at once by selecting multiple rows before dragging or using the menu.




In the following exercise, you’ll change the height of rows 4 and 5.

		1.
	Select row 4
	

		2.
	Click the lower part of the Format button on the Cells group (on the home ribbon).
	The Format submenu appears.

		3.
	Choose Row Height
	The Row Height dialog box appears.

		4.
	In the Row height text box, type 25
	

		5.
	Choose OK
	The row heights increase.

		6.
	Drag the lower border of the row heading for row 5 to increase the height of row 5 to approximately 18 points
	As you drag, the row height indicator shows the row height in points.

		7.
	Double-click the lower border of the row heading for row 5
	The row height returns to the default.
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Formatting Numbers
By formatting cells in your worksheet, you enhance its appearance and improve readability. Formatting can be done before or after entering data, because you are applying the format to the cell, not its contents.

The default number format for a new worksheet is the General format, which can be integers, decimal fractions, or even scientific notation. 

In most cases, Excel’s ability to assign formats will be helpful to you. Sometimes, however, Excel may misinterpret what you want or assign your data an inappropriate format. When this happens, you can use the Format Cells dialog box, shown in Figure 4‑10, to change the assigned format of your data.




[bookmark: _Ref376537111]Figure 4‑10: The Number Page of the Format Cells Dialog Box




To format numbers:
 
Ribbon method:
1.	Select the cells you want to format.
2.	Click the Format button on the Cells group (on the home ribbon). 
3.  On the drop down menu, click Format Cells.
4.	In the Format Cells dialog box, select the Number page.
5.	In the Category list box, select the desired format category.
6.	Select any other appropriate options.
7.	Choose OK.
Mouse method:
1. Select the cells you want to format.
2. Right click and from the drop down menu, select Format cells..







In the following exercise, you will format numbers.

		1.
	Open the Workbook March 2009, Select Sheet2
	

		2.
	Select cells C6:C11
	

		3.
	Click the Format button on the Cells group (on the home ribbon). Then click Format Cells.
	The Format Cells dialog box appears.

		4.
	Make sure the Number page is selected
	The Number page is on top.

		5.
	In the Category list box, select Currency
	The Decimal places spin box, the Symbols drop‑down list box, and the Negative numbers list box appear.

		6.
	In the Negative numbers list box, select the third format
	

		7.
	Choose OK
	The range data is formatted in currency.

		8.
	Select D6:E11
	

		9.
	On the Number group of the Home ribbon tab, click the Accountancy Style button
	The range data is formatted in accountancy format. Note the differences to currency style

		10.
	Select H1
	

		11.
	On the Number group of the Home ribbon tab, click the Percent Style button
	6% appears in the cell.

		12.
	On the Number group of the Home ribbon tab, click the Increase Decimal button
	5.5% appears in the cell.
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 Fonts
Fonts are type styles you apply to data. A font is expressed in terms of a font name and a point size. The font and font size can both be changed using the Font page of the Format Cells dialog box, shown in Figure 4‑11. A font’s name determines its typeface—some common fonts include Courier, Times Roman, and Arial. 

Font size is measured in points. The larger the point size, the larger the font. See Table 4‑2 for some examples. You can always tell what font a certain cell has by selecting it and looking at the Font group on the Home ribbon tab. You will see the Font Size box and Font name in the Font group on the tab, as well as immediate font formatting options. This group allows you to change the font and font size quickly.




[bookmark: _Ref376537817]Figure 4‑11: The Font Page of the Format Cells Dialog Box.


	Arial 18 points

	Times New Roman 11 points



[bookmark: _Ref376537844]Table 4‑2: Examples of Font Styles and Point Sizes



To apply fonts:

Ribbon method
1.	Select the cells you want to format.
2.	Click the Format button on the Cells group (on the home ribbon). 
3.  On the drop down menu, click Format Cells.
4.	In the Format Cells dialog box, select the Font page.
5.	In the Font list box, select the desired font.
6.	In the Size list box, select the desired font size.
7.	Choose OK.

Toolbar method
1.	Select the cells you want to format.
2.	On the Font group of the home ribbon, in the Font drop-down list box, select the desired font.
3.  On the Font group of the home ribbon, in the Font Size drop-down list box, select the desired font size.




In the following exercise, you will apply fonts to enhance the worksheet.

		1.
	Select cell A1
	

		2.
	Click the Format button on the Cells group (on the home ribbon). On the drop down menu, click Format Cells.

	The Format Cells dialog box appears.

		3.
	Select the Font tab
	The Font page appears.

		4.
	In the Size list box, select 18 
	A preview of the selected font size appears in the Preview pane.

		5.
	Choose OK
	The font in A1 is Arial, 18 points

		6.
	Select cells A2:A3
	

		7.
	On the Font group of the home ribbon, in the Font Size drop-down list box, select 12
	The font size changes in the selected cells.

		8.
	In the Font drop-down list box, select Times New Roman
	The font changes in the selected cells.

		9.
	Use the Font group of the home ribbon to change the format of A5:E5 to Times New Roman, 12 points
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Adding Enhancements
Your worksheet will begin to stand out once you begin to add more formatting attributes. A simple change to bold style will draw the eye to important information in your tables. And with the new ability to rotate and indent text, you’ll be giving your data the boost it needs to get noticed.

Using Font Style Attributes
In addition to changing the font type and size, you can also alter the appearance of your data by adding font style enhancements such as boldface, italic, and underlining. You can make many of these changes using the buttons on the Font group of the home ribbon. A few more selectionssuch as Colour, Strikethrough, Superscript, and Subscriptare available in the Format Cells dialog box. When you use the underlining attribute, remember that it applies only to the contents of the cell.


To bold, italicize, or underline data:

1.	Select the cells containing the data you want to format.
2.	On the Font group of the home ribbon, click the Bold, Italic, or Underline button.

To remove bold, italics, or underlining:

1.	Select the cells containing the bold, italicized, or underlined data.
2.	On the Font group of the home ribbon, click the Bold, Italic, or Underline button.

To add font style attributes using the Format Cells dialog box:

1.	Select the cells containing the data you want to format.
2.	Click the Format button on the Cells group (on the home ribbon). 
3.  On the drop down menu, click Format Cells.
4.	In the Format Cells dialog box, select the Font page.
5.	In the Font style list box, select the desired style.
6.	Make any other desired selections.
7.	Choose OK.



In the following exercise, you will use font style attributes.

		1.
	Select cell A1
	

		2.
	On the Font group of the home ribbon, click the Bold button
	Boldface is applied to the text, and the Bold button is depressed.

		3.
	Select cell A2
	

		4.
	Click the Italic button
	Italics is applied to the text

		5.
	Use the Font group of the home ribbon tab to apply the Underline style to the range A5:E5
	The underline style is applied to the text.

		6.
	Select cell C1
	The underlining is now visible in A5:E5.

		7.
	Select A5:E5 
	

		8.
	Click the Underline button again
	The underline style is removed from the text, and the Underline button is no longer depressed.

		9.
	Open the Format Cells dialog box
	

		10.
	Make sure the Font page is selected
	The Font page appears.

		11.
	In the Font style list box, select Bold
	A preview of the selected font style appears in the preview pane.

		12.
	In the Colour drop-down list box, select a colour of your choice
	A preview of the selected font colour appears in the preview pane.

		13.
	Choose OK
	All formatting options are applied to the range.

		14.
	Select a cell outside the selected range to view the changes
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Aligning Data in Cells
In an unformatted cell, text aligns against the left edge of the column and numbers align against the right edge. To enhance your worksheet, you can change the way text and numbers are aligned.

Excel allows you to align data in cells both horizontally and vertically. To align data horizontally, you can right-align, left-align, and centre it. The easiest way to do this is to click the appropriate button on the Alignment group of the home ribbon tab. To align data vertically, you can place it along the top, centre, or bottom of the cell. To align data vertically in a cell, you must use the Alignment page of the Format Cells dialog box, shown in Figure 4‑12.




[bookmark: _Ref376539454][bookmark: _Ref379786056]Figure 4‑12: The Alignment Page of the Format Cells Dialog Box



To align data in cells:

Toolbar method (Horizontal only)
1.	Select the cells you want to format.
2.	On the Alignment group of the home ribbon, click the desired alignment button.

Menu method
1.	Select the cells you want to format.
2.	Click the Format button on the Cells group (on the home ribbon). 
3.  On the drop down menu, click Format Cells.
4.	In the Format Cells dialog box, select the Alignment group.
5.	In the Horizontal and Vertical drop-down list boxes, select the desired alignments.
6.	Choose OK.



In the following exercise, you will align data in several cells.

		1.
	Adjust the column width of columns B through E to 10 characters
	

		2.
	Select B5:C5
	

		3.
	On the Alignment group of the home ribbon, click the Align Right button
	The text is now right-aligned.

		4.
	Select D5:E5
	

		5.
	Click the Format button on the Cells group (on the home ribbon). On the drop down menu, click Format Cells
	The Format Cells dialog box appears.

		6.
	Select the Alignment group
	The alignment page is on top.

		7.
	In the Horizontal drop-down list box, select Right
	

		8.
	Choose OK
	The text is now right-aligned.
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Merging and Centre Cells
Excel also enables you to merge and centre cells across a horizontal or vertical range, as illustrated in Figure 4‑13. This feature is particularly useful when you want to centre a title or heading on a worksheet.



[bookmark: _Ref376539795]Figure 4‑13: Cells Merged and Centered Across a Horizontal Range


To merge and centre cells:

1.	Select the cells you want to merge and centre.
2.	On the Alignment group of the home ribbon, click the Merge & Centre button.




In the following exercise, you will merge and centre cells.

		1.
	Open Sheet1 of the file JollyCo Sale Figures. Select the range A1:O1
	

		2.
	On the Alignment group of the home ribbon, click the Merge & Centre button
	The title is centred across columns A through O.

		3.
	Use the same procedure for the title in cell A2
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A useful feature available in Excel allows you to rotate and indent text in a cell. You access this through the Alignment page of the Format Cells dialog box. This can result in a whole new look for your worksheets. Refer to Figure 4‑12 for an illustration of this dialog box.


To rotate text:

1.	Select the cells containing the text you want to rotate.
2.	Click the Format button on the Cells group (on the home ribbon). 
3.  On the drop down menu, click Format Cells.
4.	In the Format Cells dialog box, select the Alignment tab.
5.	In the Orientation area, use the dial or the Degrees spin box to select the degrees of rotation.
6.	Choose OK.

To indent text:

1.	Select the cells containing the text you want to indent.
2.	On the Alignment group of the home ribbon, click the Increase Indent or Decrease Indent button.

Note: You can also indent text using the Alignment page of the Format Cells dialog box.




In the following exercise, you will rotate and indent text.

		1.
	Open the March 2009 workbook. Select the range A6:A11
	

		2.
	On the Alignment tab of the home ribbon, click the Increase Indent button
	The text is indented once.

		3.
	On the Alignment tab of the home ribbon, click the Decrease Indent button
	The text is no longer indented.

		4.
	Select the range A5:E5
	

		5.
	Click the Format button on the Cells tab (on the home ribbon).  On the drop down menu, click Format Cells.
	The Format Cells dialog box appears.

		6.
	If necessary, select the Alignment tab
	The Alignment page is on top.

		7.
	In the Orientation area, in the Degrees spin box, select negative15 (-15) degrees
	

		8.
	Choose OK
	The titles are rotated, and the Format Cells dialog box closes.

		9.
	Click the Format button on the Cells group (on the home ribbon). On the drop down menu, click Format Cells.
	The Format Cells dialog box appears with the Alignment page open.

		10.
	In the Orientation area, click the dial to select 90 degrees
	The titles are now vertical.

		11.
	Use the Alignment group of the home ribbon to left align the data in cell A5
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Adding Borders and Shading
Borders and shading can make your worksheets easier to read and help emphasize critical areas. To apply borders or shading to cells in your worksheet, you can use the Border page (shown in Figure 4‑14) and the Fill page in the Format Cells dialog box, or you can use the Borders and Fill Colour buttons, located on the Font group of the home ribbon. 



[bookmark: _Ref376541793]Figure 4‑14: The Border Page in the Format Cells Dialog Box


The ribbon button method might be quickest, since clicking these buttons produces palettes. The Fill Colour palette is illustrated in Figure 4‑15. When you are finished with a palette, simply click any empty cell.




[bookmark: _Ref376541295]Figure 4‑15: The  Fill Colour Palette

While using the Font group buttons to add borders and shading might be quicker, the Format Cells dialog box offers more options. For example, you might want to fill the cells with a hatched pattern or a series of diagonal lines. You can do this with the Format Cells dialog box; the toolbar colour palette is limited to colours only. 


To add a border or shading:

Menu method
1.	Select the cells you want to format.
2.	Click the Format button on the Cells group (on the home ribbon). 
3.  On the drop down menu, click Format Cells.
4.	In the Format Cells dialog box, select the Border tab.
5.	On the Border page, select the desired border option.
6.	Select the Fill tab.
7.	On the Fill page, select the desired shading and colour options.
8.	Choose OK.

Ribbon method
1.	Select the cells you want to format.
2.	On the Font group of the home ribbon, click the drop-down arrow next to the Borders or Fill Colour button.
3.	On the Borders or Fill Colour palette, select the desired border or fill colour option.





In the following exercise, you will apply borders and shading.

		1.
	Select A5:E11
	

		2.
	On the Font group of the home ribbon, click the drop-down arrow next to the Borders button
	The Borders palette appears.

		3.
	On the Borders palette, select the seventh option down (Outside Borders)
	The selected cells are surrounded by borders.

		4.
	Click any empty cell, Select range A5:E11 again
	

		5.
	Click the Format button on the Cells group (on the home ribbon).
	

		6.
	On the drop down menu, click Format Cells.
	The Format Cells dialog box appears.

		7.
	Select the Border tab
	The Border page is on top.

		8.
	In the Line area, in the Style box, select the second line style from the bottom in the second column
	

		9.
	In the Presets area, click the Outline button
	

		10.
	Select the Fill tab
	The Fill page is on top.

		11.
	In the Colour palette, select a colour lighter than the text in the cells
	A preview of the selected colour appears in the Sample pane.

		12.
	Choose OK
	

		13.
	Select a cell outside the selected range to view the changes
	

		14.
	Save the workbook
	





At a more advanced level, you might like to experiment with the Cell Styles palette on the Styles group of the home ribbon. If you select a table, click on the Cell Styles button and simply try things out. Just move your mouse around the different features and styles on the palette and see the changes being displayed that you can accept or reject.




Figure 4‑16: The  Cell Styles palette or ‘console’



[bookmark: _Toc346621067]
Assignment
	1.	Open the workbook Calls Taken.
	2.	On Sheet1, use the dragging method to move the data from A5:G6 to A4:G5.
	3.	Use the ribbon to move the range G4:G14 to D4:D14, causing the data in columns D, E, and F to move right to accommodate.
	4.	Use the mouse to copy the text in C4:G4 to C20:G20.
	5.	Use the toolbar to copy the text in C20:G20 to C35:G35.
	6.	Create a multiplication formula in cell C15, that uses an absolute reference for the Commission Rate located in cell G3 and a relative reference for the total number of calls for S. Sands.
	7.	Use AutoFill to copy this formula across to fill the range D15:G15.
	8.	Use AutoFill to create the series for the days of the week in the range A22:A28.
	9.	Use the mouse to change the width of column A to approximately 17 characters.
	10.	Use the ribbon to change the width of column B to 2 characters.
	11.	Use the mouse to change the height of row 3 to approximately 24.
	12.	Use the ribbon to format the range C15:G15 as currency with two decimal places and a negative number format of your choice.
	13.	Use the ribbon to change the font of cells A1 and A2 to Times New Roman, 18 points.
	14.	Add the Bold style and a font colour to the following nonadjacent ranges:  A5; C4:G4; A7:A14.
	15.	Use the menu to shade cell A1 with a colour of your choice.
	16.	Right align the range C4:G4.
	17.	Merge and centre the text in cells A1 and A2 across columns A through G.
	18.	Use the menu to place a border around the outside of the cell A1.
	19.	Rotate the text in C4:G4 up 15 degrees.
	20.	Increase the indent for the text in the range A7:A13 twice.
	21.	Add a thin outline border to every cell in the range A7:G15.
	22.	Save and close the worksheet.




Figure 4‑17: Module 4 Self-Check Worksheet
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