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05 Formatting Cells 
Introduction  
All cell content uses the same formatting by default, which can make it difficult 
to read a workbook with a lot of information. Basic formatting can customize 
the look and feel of your workbook, allowing you to draw attention to specific 
sections and making your content easier to view and understand.  

Click the link below to view the video 

Link: Formatting Cells  

Exercise 05 
Complete the exercise below. 

 Open UNIT 6 EXCEL > 05 EXCEL EXERCISE > 
Excel 05 Template FORMAT CELLS 

 Save the file in your Documents Folder: 
File > Save As > My Documents 

 Name your file: 
Excel 05 YourFirstNameLastInitial FORMAT CELLS 
Click Save 

There are 6 text alignment options available in excel: 
Horizontal Alignment 

Vertical Alignment 
  

http://www.gcflearnfree.org/excel2013/formatting-cells/1/
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 Select the cells that contain text 

 Set the Verticle Alignment: Middle Align 

 Select the Heading 

 Set the Horizontal Alignment: Center 

 Select the Subheadings + Player Information.  

 Set the Horizontal Alignment: Left Align 

Player 
Information 

Subheadings 
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Change Font 
 Choose a font for all the text other than Garamond that is easy to read. 

Consider using Bold, Italic or Caps to highlight some of the text. 

Change Font Sizes 
 Heading: font size between 24 and 26 

 Sub Headings: font size between 14 and 16 

 Player Information: font size between 12 and 14 

Font Colours 

 Heading: Select a colour of your choice 

 Sub Headings: Black 

 Player Information: Select a colour of your choice 

Cell Fill Colours 

 Heading: Select a colour of your choice 

 Sub Headings: No Fill colour 
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 Player Information: Select a colour of your choice 

Cell Border Colours 

 Select all the cells that contain text and numbers 

 In the Borders Tool drop down menu choose a line colour 

 In the Borders Tool drop down menu choose All Borders 
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Format the Dates 
 Click the E to select the Date Joined Column.  

 Click the number format drop down menu and select Long Date 

.    
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 If you have access to a printer, print your document with the following 
settings: 

a. Black Printer 
b. Print Active Sheets 
c. Landscape Orientation 
d. Select Narrow Margins 
e. Fit Sheet on One Page 
f. Leave the remaining settings as is (default settings) 

You will now print a selection in your document:  

In your document, select rows 1 through 7 

File > Print 

 Print your document with the following settings: 

a. Black Printer 
b. Instead of Print Active Sheets, choose Print Selection 
c. Landscape Orientation 
d. Select Narrow Margins 
e. Fit Sheet on One Page 
f. Leave the remaining settings as is (default settings)  

 Email your assignment to your instructor. 

  



MODULE 6 EXCEL 
 05 Formatting Cells 

2020 

ESM Digital Technology 
Page | 7  

 

 


	Open UNIT 6 EXCEL  05 EXCEL EXERCISE: Off
	Save the file in your Documents Folder: Off
	Name your file: Off
	Select the cells that contain text: Off
	Set the Verticle Alignment Middle Align: Off
	Select the Heading: Off
	Set the Horizontal Alignment Center: Off
	Select the Subheadings  Player Information: Off
	Set the Horizontal Alignment Left Align: Off
	Choose a font for all the text other than Garamond that is easy to read: Off
	Heading font size between 24 and 26: Off
	Sub Headings font size between 14 and 16: Off
	Player Information font size between 12 and 14: Off
	Heading Select a colour of your choice: Off
	Sub Headings Black: Off
	Player Information Select a colour of your choice: Off
	Heading Select a colour of your choice_2: Off
	Sub Headings No Fill colour: Off
	Player Information Select a colour of your choice_2: Off
	Select all the cells that contain text and numbers: Off
	In the Borders Tool drop down menu choose a line colour: Off
	In the Borders Tool drop down menu choose All Borders: Off
	Click the E to select the Date Joined Column: Off
	Click the number format drop down menu and select Long Date: Off
	If you have access to a printer print your document with the following: Off
	Print your document with the following settings: Off
	Email your assignment to your instructor: Off


