Chapter

10

The Drawing Tools

Graphics can be used to enhance the appearance of spreadsheets. The DRAWING TOOLS
can be used to create the graphics or images can be imported from a file or clip art. In this
chapter you will create the following spreadsheet. The logo at the top of the page will be
created using the DRAWING TOOLS and the pet sketches will be imported.

Henry's Pet Store

Stock Inventory 29-0ct-10
Pet Type Instock  Sale Price
Faan Cats  Adult Female 5 $25 00
1 § Adult Male 9 $20.00
Y -1.3'.;*' . Kittens 12 515.00
2%, iy TOTAL 26
g A

Dogs Adult Fernale 15 535.00
Adult Male 10 $30.00
Pups 18 525.00
TOTAL 43

Opening the Prepared Template

A spreadsheet has been prepared for you and it will need to be opened from the EXCEL
2010 SUPPORT FILES.

1  Load Microsoft Excel 2010 and click on the OPEN icon in the QUICK ACCESS TOOLBAR
or from within the FILE tab.

2 Access the EXCEL 2010 SUPPORT FILES folder and open the CHAPTER 10 folder.
3 Open the PET STORE template, selecting YES to the READ-ONLY dialogue box.
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Creating the Logo

The TEXT BOX tool will be used to create the logo. The text box created using the TEXT
BOX tool is an object that can be moved anywhere within the worksheet.

A Inserting a Text Box

FII | o #et Store [Read-Only] - Microsoft Excel
“ Hamr grlapmd  Fosmulad Data  Peview Virw Sl

o B e @B Syl QD = e = @,
| - .ru &

A 3] c 1] = F
L — |
|3
1 Open the INSERT tab in the RIBBON
and select the TEXT BOX tool.

EHD-6-1E|= Pet Store [Read-Only] - Microsoft Excel |_ 1_;__-,_-“_.]
Home Insert Page Layout Farmulas Data Review View Add-Ins Format

I_-::‘ _( . .

E & Cut catbrigodyy - 11 - A~ 4 [=] 2 Click the pointer (now an |-Beam)
— 3 copy = .
— s near cell B2 and enter:
Past - - - - | =
o # Format Painter B Ll & - A
Clipboard i Font “ Henry’S Pet Store
TextBox1 - £ 7
[ A B c D E B G H

el .

2 | Y S R o)

3 O Henry'sPetStore O

4 0

5

i The text frame is not part of a cell.

ii The text frame will adjust in size as you enter the text.
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™ A OQEI= Pet Store [Read-Only] - Microsoft Excel |_'_|
Home Insert Page Layout Formulas Data Review View Add-Ins Farmat
& & e Times New Roman - 18 ¥ A- A E: = = f 3 Highlight the text by dragging the
Baste ﬁjiz:’m"alpam Bl oo, = I-Beam over it and, in the HOME
Clipboard Font tab Of the RIBBON or in the MINI
 TextBox1 - | , TOOLBAR, change the FONT to
# A B . D TIMES NEW ROMAN, the SIZE to 18
2 O e e 5 POINT and the STYLE to BOLD.
3 !
5 ‘Henry si’et
b
EHD-®-DE= Pet Store [Read-Only] - Microsoft Excel ra '_l
Home Insert Page Layout Formulas Data Review 4 Move the pointer over the centre
= o Times NewRoman =18 = A" A" [=|= = right ‘handle’ and drag it to the right
53 Copy = - q q
paste ﬁjﬁ:’ﬂpaimer Blzu- —- &-A- === about 1 cm to increase the width of
Clipboard Font the text frame.
_ TextBox1 - £
_ A B c | D E F H
4 (7]
2 T - i
a i Henry's Pet Store T
5 - el -

B Adjusting the Text Box Shadin

g

We can change the fill shading of the text box and the text colour.

@ EH2-~-DEE=

B X cut

Pet Store [Read-Only] - Microsoft

Insert Page Layout Formulas Data

Review

j Times Mew Roman = 18 = A A
- 53 Copy ~ Lo
Paste 5 - « || Jhal
= # Format Painter . SR |{%: L
Clipboard
w

TextBox 1

A

1. |

2 '|II=

2 Z AEAE
5 Standard Colors

G| HE EEEEN
il Mo Fill

(1 Re-highlight the text and click on
the arrow next to the FILL COLOUR
icon in the FONT group of the
RIBBON and select DARK BLUE. The
text box should fill with the selected
colour.
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-0 E= Pet Store [Read-Only] - Microsoft Excel |_.'Lﬂ_|
. 2 Click on the arrow next to the FONT

EE ¥ ot E : . = . .

15 o ooy - e NeivRaman <[ A & COLOUR icon in the RIBBON and set

Pute o nter B 2 U | T | (AT the FONT COLOUR to WHITE.

Clipboard Fant B ot
~ TextBox1 " __i - Th
| A B & : E G H

1 4

: II

i. Henrv'sP IIIIII

5 | | Standan:l Colors

= EEEEE

i | -:5; More Colars...

3 To add a shadow to the text box
open the DRAWING TOOLS’ FORMAT
tab in the RIBBON.

-S| pet Stare [Read-Only] - Microsoft Excel | D ‘.-L--‘.‘-‘-“V
Home Insert Page Layout Farmulas Data Review View Add-Ins | Format
OO O - L EditShape - L shape Fill - A Text Fill -
AL LG - ElTetbox . . - L2 shape Outline - A A - | & Text Qutline ~ | B Send Backward
RTYNA T HlE . Shape Effects ¥ [ TextErfects ~ | %y Selection Pane
Insert Shapes Shape Styles L Wordrt Styles i Armang
TeSol - R| -
T A B € D = P J K L
1 Shadow rl
i \t] Shad |
2 Henry's Pet Store [ ren
5| g [
6 ow 3
& : | |&
B  Stock Inventory F|
g Soft Edges
10 | Pet Type Instock  Se
1| o] e v

4 Select t.he SHAPE EFFECTS icon,
highlight SHADOW and select an
OUTER shadow.

You can click outside the text box to turn the ‘handles’ off to see how
the shadow looks, then click back on the text box to re-select it and

change the shadow style if need be.
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- B Tent Outse +

5 Click on the SHAPE EFFECTS icon
again, highlight BEVEL and select
a bevel to give the text box a 3-D
effect.

da-0- 5= Pet Slore [Fuead-Onpky] - Microsol Excel Mitwa! o Tivni]

B SO0 s eoc pe==r B Shape Fill - e BTt P -
- | [l et Bow E] Nﬁ-] B2 | - L Shape Outioe = 'l;ﬁ\ A

% = < | Shaps Ertech < 7

. _ JE. s | preset
A B c o] G

1 Shaderm

1 =

3 Henry's Pet Store Peection s

S -

& [

7

8 . Srock kwvirmory .

] pree

10 Pet Type Jristock  S¢

" ) o | o e

12 Cats Adull Female 5

3 Adult Mals g

i Kittens 12 | Hizmotiben\

15 TOTAL 26 Dewel

16 [
1T Degs Aduli Female 15 £35.00 - -

L] Adult kale 10 £30.00

13 Pups 18 525.00 I | I
20 TOTAL L &) . J ‘—-I

2]

Centring the Text

The text needs to be centred within the text box.

p
_ 1 Open the HOME tab and click on the
EEH9-&- A= Pet Store [Read-Only] - Microsoft Excel 2 CENTRE ICOI’\S |n the ALIGNMENT
Home (—k Baginlauo it Formulas Data Review View Add
e group to centre the text both
" Times New Roman ~ 18+~ A A7 . q . .
S G cony - B i N ~ horizontally and vertically within the
- jFormat Painter | | = =
Clipboard Font Alignment teXt box°
TextBox 1 - |
| A B [ D E F & H I
o | 2 Drag the bottom centre handle of
2 ; the text box down a little to increase
z| the height of the text box.
EHD-8-QE = Pet Store [Read-Only] - Microsoft Excel ‘_ g \L-._-‘.-_.‘
Home Insert Page Layout Formulas Data Review View Add-Ins Format
[ ( .
s g Times NewRomen = 18 - A" A" »-  ==| 3 Move the pointer over the border
53 Copy ~ s — ' .
Paste o Farmatpainter | B £ W <[ Bl [ B~ A = | H Mo of the text box until an arrowed
Clipboard Font Alignment e e .
——— = - crosshair is adde.d.to it and drag the
A B c 5 T text box so that it is centred over the
1 o
2 g : table.
2 ¢ Henry's Pet Store
- ) -y
7]
|
B  Stock Inventory 28-0ct-10
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