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Microsoft Excel Exercise #2: Formatting Data Lists
In our last lesson on Excel, you learned how to enter data in a spreadsheet in the form of a list.  As you undoubtedly noticed at the end, the finished product did not look presentable.  Successful businesses depend upon accurate and timely information which is easily understood.  In this lesson, therefore, we will begin a process which will make your work look more attractive and easy to read.  This process is known as formatting.
You learned many formatting techniques during your study of Word.  The interface controls you worked with in Word are identical to those found in Excel.  Now let’s begin applying the techniques.  You will begin by opening your work from the last lesson.  By the end of this lesson, you will learn to do the following: (1) justify columnar text, (2) vary column width, (3) format dollar amounts (4) change font, style and size. 
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. Do one of the following:
a. Load your work from Excel lesson #1 you saved to your floppy diskette.

b. Refer to the sample handout from Excel lesson #1 and key in the first six lines in a new worksheet file.

6. Click column heading “A” at the top of the worksheet.  The entire column is now highlighted.

7. Click the left justify button on the formatting toolbar.  Left justify columns “B” and “C” as well.

8. Highlight column “C” in the same manner.  Click the right justify button on the formatting toolbar.  All of the text within this column is now right justified.

9. With column “C” still selected, click the Format menu and select the Cells option.  The Format Cells dialog appears.

10. Click the Number tab and select the Currency category.

11. Click OK.  All of the values in this column are now formatted for currency.
12. Per the demonstration, adjust the width of each column so that all of the information contained is visible.

13. Click the “3” on the left side of the worksheet.  The third row is now highlighted.

14. Click the boldface icon on the formatting toolbar.  The column headings now appear in boldface type.

15. With row #3 still selected, click the Format menu and select cells.  Click the Font tab and experiment with three different fonts in three different sizes and styles.  In the space below, write down the fonts, sizes and styles you used.
16. Call your teacher for a grade for today.
