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Microsoft Excel Exercise #7: Making Data Easier to Read
In the last exercise, you will learned how to (1) insert rows, (2) delete rows, (3) insert columns, (4) delete columns, (5) hide columns, (6) unhide columns and finally, (7) merge the contents of a range of cells into a single cell.  After you have modified the worksheet so it is easier to work with, you can make the data within it easier to read.  One case in which you might want to change how data is presented occurs if the data doesn’t fit in a cell’s boundaries and you don’t want to go through the drudgery of merging cells and changing column widths.

One way around this problem is to wrap the text so that it occupies more than one line in a given cell.  You can also ensure readability by freezing the data labels at the top of a column so that regardless of how far down the workbook you scroll, the top row is still visible.  Finally, an important part of establishing continuity and readability in your workbooks is to create a memorable corporate identity.  Adding graphics to your Excel documents can help achieve this.  So by the end of this exercise, you will learn how to (1) wrap text, (2) freeze the top row of a workbook and (3) add a graphic.
1. Power up the computer.

2. Log in to Windows 2000.

3. Place your floppy diskette in the disk drive.
4. Open your budget file from your floppy diskette.

5. Cell O2 should contain the word “Total”.  Edit the contents of this cell so that it reads “Total for 2003”.
6. Type <ENTER> when finished and select this cell again.
7. You will find that the cell is not wide enough to fully display the label.  With the cell still selected, click the Cells command from the Format menu.

8. Click the Alignment tab.

9. Click the Wrap Text checkbox so that it’s checked and click OK.

10. In the space below, describe the change which took place.

11. Using the down arrow of the vertical scroll bar on the right side of the screen, scroll down so that row #100 becomes visible.  You should be looking at lots of blank cells.

12. Now scroll back up to the top of the workbook.

13. Cell A3 should read “Income”.  Click on this cell.

14. Select the Freeze Panes command from the Window menu.

15. Scroll back down to row #100 as before.

16. In the space below, indicate which rows in the workbook are visible.

17. Scroll back up to the top of the workbook once again.

18. Select the Unfreeze Panes command from the Window menu.  The frozen portion of the worksheet is now disabled.

19. Select the Picture submenu from the Insert menu.

20. Click the ClipArt command.

21. Type the word “money” in the “Search text” field and click the Search button.  The computer will display the results of the search.

22. Click on any graphic object.  The graphic now appears on your workbook.

23. Drag it to the right so that it occupies the center of your workbook but immediately below the last row of data.

24. If the Picture toolbar isn’t displayed, click this option in the Toolbars submenu which is located within the View menu.  On the Picture toolbar, click the Washout button (which may be found on most Office installations by clicking on the color button in the toolbar).  The graphic now becomes much lighter in brightness and color saturation.
25. On the bottom of the Insert Clip Art task pane on the right side of the screen, click the Clip Organizer link.  A Favorites dialog appears.

26. On the left side of this dialog, click the plus sign immediately to the left of the Office Collections branch.  It expands revealing all of the directories beneath.

27. Insert at least two more graphics in your workbook from any of these directories.  Feel free to experiment with alignment, color, brightness and so forth.

28. Call your teacher for a grade.

