Excel
Formatting and Editing Worksheets

Microsoft Office 2010
Fundamentals




eating a New Workbook

» Create a new workbook by clicking the File tab to display
Backstage view, then clicking New. Click the Blank
workbook icon in the center pane and then click the
Create button.
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» Click the dialog box
launcher in the Font,
Alignment, or
Number groups on
the Home tab to
display the Format
Cells dialog box.

Tabs display
different

formatting
options
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rmatting Cells (continued)

» Setting Font Formats:

» The Font group on the Home tab on the Ribbon
includes options for selecting fonts, font size,

underline, and font color.
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rmatting Cells (continued)

Using the Format Painter:
You can use the Format Painter to copy multiple formatting characteristics at once to other cells.
Adding and Removing Cell Borders:

Borders can be applied to any side of a cell using predefined styles or by creating custom borders.
Changing Fill Color:
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To change a cell’s background color, use the Fill Color button in the Font group on the Home tab.
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rmatting Cells (continued)

Changing Cell Alignment:

» Use the buttons in the Alignment group on the Home tab. More options are
located on the Alignment tab of the Format Cells dialog box.

» Clearing Cell Formats:

» Remove all the formatting from a cell or range by clicking the Clear button on
the Home tab in the Editing group and then clicking Clear Formats.
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rmatting Cells (continued)

» Applying Number Formats:

» To change a number format, use the buttons found on
the Home tab in the Number group.
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» Applying Themes:

» A theme is a set of predesigned formatting elements—
including colors, fonts, and effects.

» Use the commands in the Themes group on the Page
Layout tab.
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oplying Themes and Styles (continued)

Working with Table
Styles:

£ 2 'O d ADI1C

button in the Styles group
on the Home tab to
display a gallery of table
styles.

Click to open gallery
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‘Applying Themes and Styles
(continued)

» Applying Cell Styles:

» A defined combination of formatting characteristics—such as
number, alignment, font, border, and fill—is called a cell style.

» Click the Cell Styles button in the Styles group on the Home
tab to display a gallery of cell styles.
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ing Conditional Formatting

» Click the Conditional Formatting button on the
Home tab in the Styles group.

FORMAT DESCRIPTION OPTION EXAMPLE

Highlight Cells Formats cells containing text, numbers, or date/time values Greater Than

Rules based on criteria that you specify

Top/Bottom Rules Formats the top or bottom values in a range based on criteria Top 10%
you provide

Data Bars Indicates relative values of cells; data bar length represents Blue Data Bar
‘the value in the cell

Color Scales Visually compares data using shades of two or three colors Green-Yellow-Red
that represent higher or lower values Color Scale

lcon Sets Classifies data into three to five categories where an icon 3 Arrows (Colored)

represents a range of values
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» The commands for

inserting, deleting, and
resizing rows and
columns are located in
the Cells group on the
Home tab.
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Working with Rows and Columns
{continued)

» Adjusting Column Width:

» Use the mouse to drag the right border of the
column heading to the width you want. Or specify an
exact width in the Column Width dialog box by
clicking the Format button in the cells group on the
Home tab.
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Rows and Columns

» Adjusting Row Height:
» Excel changes the row height automatically to
accommodate the data and font size.

» When necessary, you can click the row heading
border and drag up or down to a new height.
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Working with Rows and Columns
{continued)

» Inserting a Row or Column:

» Click the Insert button arrow in the Cells group on
the Home tab to display a menu with options for
inserting a row or a column.

» Deleting a Row or Column:

» Click the Delete button arrow in the Cells group on
the Home tab to display a menu with options for
deleting rows or columns.
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Click the Find & Select button in the Editing group on the
Home tab to access the Find and Replace commands.
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opying and Moving Worksheet Data

To move or copy data, you can use the Clipboard or the
drag-and-drop method.
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The Cut, Copy, and Paste buttons are located in the
Clipboard group on the Home tab.
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Moving Worksheet Data
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Click the Spelling button in the Proofing group on the
Review tab to open the Spelling dialog box.

Potential
misspelling

Options for
correcting errors

S uggESted Baseball
corrections
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How to apply themes and styles.

Conditional formatting can help highlight and interpret
data.
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mmary (continued)

The processes for adjusting column widths and row
heights.

- Y

deiceting rows and UTY

1S.

How to find, replace, copy, and move worksheet data.
It is a good idea to check spelling.
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