Further Formatting

Chapter

To practice your formatting skills and to look

at some different types of

formats an unformatted worksheet has been prepared for you. The workbook
will display the income earned from agriculture by some countries.
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2 Click on the OPEN button in the QUICK
OFFICE BUTTON.
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Load Microsoft Excel 2007 or close the current workbook.

ACCESS TOOLBAR or in the

3 Access the CHAPTER 3 folder of
the EXCEL 2007 SUPPORT FILES
and open the AGRICULTURE

file.

4 Select YES to the READ-ONLY
message. This will ensure that
you won't be able to save over

|

Formatting the Values

the original document.

The values, which are fictitious, represent billions of dollars so we will just
format the values to one decimal place. The Billion $ label at the top of the

sheet provides the unit.

il e S ¢ Agriculture [Read-Cnly| - Microsoft Exc
._a:{f Home [nsert Page tayout Formullas Data Rewisy View Zdd-ine
T \ & Anat L T R i §||?}_"I = Wrap Text Mumber
Pﬂ_ftf Y B F I~ A E = EH‘EE ‘§§| =i Merge & Center = || § - Y% 4 ||‘.'c[%4'.'33|' IEo
Ciipboard 5 \ F_nm‘ T 10 Aligroment r|u:r||PJer___ ¢ T .
B5 - S | 18.8 Iricrease Dec\
A | _H : & g E E —~ =
1 INCOME FROM AGRICULTURE g g g
s 1 Highlight cells B5 to D9, Click
i Fleet Qaartar on the INCREASE DECIMAL
4 | Country Wheat and Grains Dairy Products Meat . A
5 |Australia — = icon in the HOME tab of the
6 |Canada 15.80 6.50 14.30 9
7 |England 460 2640 21.00 RIBBON to increased the values
'8 Russia 52.70 1290 38.90 Sehinall sl
"9 |United States 92 00 8290 T4 to two decimal places.
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( C'_nl s ey 5y o+ Agricultire [Read-only| - Microsoft Bxc

-—?’J Haome Insert Page Layout Formuilas Diata Review Miewr Add-Ins

“l" Anal ot A K[ = §||‘§J'| =i Wrap Text Humber

Paste B |2 rEI b Merge & Center = | || 80~ % 4 || SR 4% . FCU
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1 INCOME FROM AGRICULTURE sFimwi
SISO 2 Click on the DECREASE
4 | Country Wheat and Grains Dairy Products Meat DECIMAL icon in the HOME tab
2 ’é;i;rj!” 1§§ 12_’2 139 _—"1 and all the values will be set to
§ [rusen 27 19 s o dlaatimal plegs
8 United States 92.0 52.9 74.6

NOTE: When you increase the decimal places of highlighted cells all the
values are set to the highest number of decimal places.

Formatting the Table Headings

We can format the table headings to be vertical within their cells.
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—:./ Home [nsert Page tayout Farmulas Data Review
| &
Past e
aitE
- F
Chiphoaard & - ]
A d flconty —~—~—__ | [1 Highlight cells A4 to D4 and set
TSR T [ — C 1S S :
1 |INCOME FROM AGRICULTURE their STYLES to BOLD.
2 Billion 5. 2007
L2 Fir
4 |Country heat and Grain Dairy Product: Meat
& |Australia 18 8 12.3 18.9
G |Canada 15.8 6.5 14.3
7 England 458 264 210
8 Russia E2 7 12.9 359
9 United States 92.0 829 T4E
10
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'ﬁ?‘ \ i e e DY BRI S Agrieiltire
'—.:"! Home nsert Page Eapout Formuilas Data Review View E
“l‘ Anal 1 -A W= = % Wiap Test|
e \
et 7 == =5 M= & Center
Chpboard "i_ Fant "i_l Ahignment
B4 - f | Wheat and Grains \ - -
0. A Do c B E =\ | 2 Highlight cells B4 to D4 and
1 INCOME FROM AGRICULTURE . . .
e click on the WRAP TEXT icon in
| st the HOME tab to wrap the text
Wheat and . .
4 Country |Graiu5 Products leat Wlthln eaCh cell.
5 Australia 16.8 123 18.9 N
& |Canada 158 6.5 143
7 |England 45 26.4 21.0
4 |Russia 52.7 12.9 38.9
9 United States 920 829 746
10
6:!. = = N3+ Agrizultire
- -f"J Haome Insert Page Layout Farmulas Diata Reyiew Mlew X
m = T 3 Click on the ORIENTATION
&ral bt ¥ 17 =1 vl e e ——| = * Wrap Text| . .
B — =—— icon in the HOME tab and select
Paste 7 B I O =] 355 = || m - '&_| == §| F  Angle Counter
so—. - A % Angie Cockuise ROTATE TEXT UP to rotate the
' 81 my e— T ) it text with each cell.
= 5 = = | 8] RotateText Up [:k
1 INCOME FROM AGRICULTURE = RewicTest Dovon
2 |Billion 5, 2007 ¥ Format Cell Alignment
= 1| First Quarter
TE ool E |
4 Country EEEUE:I:-.E‘:IUI = 1
5 Australia 18.8 123 18.9
6 Canada 158 6.5 143
7 |England 46 264 21.0
8 |Russia 52.7 129 38.9
9 |United States 820 829 746
10
11

[ NOTE:  You might also like to try some of the other orientations. .

'E;; \ (e = SRS Agrieultire

'—?’J Home [nsert Fage taypout Formuilas Data Fewview View 4

‘_‘ Anal 1 A A= EH@_}"I |§;Wlﬁp Te}dl

F‘afte e = £ | | = Merge & Center

Chpbogrd "i_ Fant "'i_ Ahgnment
B4 - S| Wheatand Grains

A likcssstiet < a E 7
1 INCOME FROM AGRICULTURE (
2 Billion 5, 2007 4 Increase the ROW HEIGHT of
= — e 2 ROW 4 to about 48 characters

- w 1

] 5 e - and check that the headings are
44 Copu £S = ! displayed neatly within their
57 Australia 18.8 123 18.9
6 |Canada 15.8 B4 14.3 cells.
1 _England 4.6 264 210 \—
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Ty i e BB K Agrieultims
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— Home Insert Page tayout Formuilas Data Review View 4
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Anal e |l x| = = Wrap Text
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e < Al B| L I~ [ A== ] Merge & Center
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A4 - S| Country \
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1 INCOME FROM AGRICULTURE Centre the contents of cell A4.
2 |Billion 5, 2007
3

First Quarter

Dairy
Products

=
4 | Country 1 =
5 |Australia 18.8 123 16.9
& Canada 15.8 6.5 14.3
7 |England 48 26.4 210
8 Russia 527 129 389
9 |United States 9520 829 746
e (e D) S ¢ Agricultimg
o
—i Home [nsert Page kayout Formulas Data Revisw View
“_i' Anal 18 - ||l& A7l = §||-’.,Pf'| erap Text

S| e—a——
aste | B 10 [ Werae & center
Clhiphogrd I F‘am "i. Alyjonment N '
B3 - J= | First Quarter \
A e c D E_[\E
1 INCOME FROM AGRICULTURE e - -
3 256 p— 6 Highlight cells B3 to D3 and
irst Quarter .
T click on the MERGE AND
g .- z3 % CENTRE icon in the HOME tab
- Country Fo S a = g
& Ausiain = e to centre the heading over the
6 |Canada 153 B5 14.3 three cells.
7 |England 4.6 26.4 21.0
8 |Russia 52.7 12.9 389
9 |United States 92.0 82.9 74.6

Centre Across Selection could have been used to centre the First

Quarter heading. As it covers just one row Merge and Centre
was used.
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