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Microsoft Excel Exercise #9: Borders
An important aspect of working with data entered into a workbook is ensuring that the data is easy to read.  Excel gives you a wide variety of ways to make your data easier to understand.  We’ve talked about and worked with many of these already in previous exercises.  For example, we learned how to change font attributes, justification and column width.
In today’s exercise, we will first learn how to copy values from one range of cells to another.  Then you will make a cell stand out from adjacent cells by adding a border around it.  We will add borders to our budget by using the options available in the Borders and Shading dialog within the Format menu.  In tomorrow’s exercise, you will see how most every technique you learned in Excel thus far comes together in cash forecasting using a file which your teacher created.
1. Power up the computer.

2. Log in to Windows 2000.

3. Watch and listen to the teacher’s demonstration.

4. Launch Excel by clicking on the Start menu, point to the Programs folder and click Microsoft Excel. 

5. Open your budget worksheet.
6. Calculate totals within column “N” for each category (income and expense) in your budget if you have not already done so.
7. Make certain that every dollar amount entered in each of your expense categories is entered as a negative number for the month of January only.

8. Highlight all expense dollar amounts in column “B” (January).

9. Select Copy from the Edit menu.  If done correctly, an animated dotted line appears around the range of cells.

10. Now highlight the entire range of expenses February through December.
11. Click the Paste command from the Edit menu.  If done correctly, you will have pasted January’s values over all of those from February through December.

12. In column “N”, derive totals for all expense categories.  Each total should be a negative number.

13. At this point, save your work to your floppy diskette and/or hard drive.
14. Highlight all of your negative dollar amounts.
15. Click the Format menu and select the cells option.  The Format Cells dialog appears.

16. Click the Number tab and select the currency category.

17. Click the fourth option in the Negative Numbers pane so that all negative numbers appear parenthetically in red type.

18. Select all of the non-empty cells in column “N”.

19. Select the Cells command from the Format menu.  The Format Cells dialog appears once again.
20. Click on the Border tab.

21. Choose a line style from those available within the line pane on the right.

22. Click on the Outline button.

23. Click OK and click on cell O1.  The range of totals in column “N” is now enclosed within a border.
24. EXTRA CREDIT #1

a. Repeat steps #18-#23.

b. Change the color of the border.
25. EXTRA CREDIT #2

a. Repeat steps #18-#23

b. Somewhere in the Format Cells dialog, there is a tab which allows you to change the fill pattern of range selection.  Change both the fill color and pattern.

26. Save your work once again.

27. Call your teacher for a grade.

