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Course Overview 
 

Discussion 

This is the second course in the Excel 2007 series. In this course, you learn specific 
techniques to create well-designed, professional worksheets in Excel. Formatting, 
creating headers and footers, and printing are reviewed through hands on exercises 
and instructor-led presentation and demonstration. 
 

Course Topics 

Format cells: Fonts - Font face 
  Font size 
  Bold, italics or underline 
  Font color 
  Borders 
  Fill color 
Format cells: Alignment - Horizontal alignment 
  Vertical alignment 
  Rotate text 
  Format painter 
  Wrap text 
  Merge cells 
  Indent text 
Format cells: Numbers - Currency and Accounting 
  Comma 
  Percentages 
  Decimal places 
  Dates 
Format cells: Other Commands  - Insert cells, rows, columns or worksheets 
  Delete cells, rows, columns or worksheets 
  Modify row height or column width 
  Organize worksheets  
Format cells: Styles - Conditional formatting 
  Format as table 
  Cell styles 
Themes - Select a theme 
  Modify a theme 
  Create and save a custom theme 
Headers and Footers - Built-in header or footer 
  Custom header or footer 
Printing - Print Preview 
  Page Setup 
  Page Breaks 
  Print Options 
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Tip ï Open a 
File 

The shortcut 

CTRL + O 

will display 

the Open 

dialog box. 

Conventions Used in This Manual 

In each lesson, there can be: 

 A list of topics  

 A general discussion of the lesson topics 

 A review of several topics  

 One or more exercises 

 One or more tips 

 One or more notes 
 

 

A triangular bullet is used for the list of lesson topics. 

A topic heading is denoted by the Steps graphic, if a list of general Steps is 

given. Back at your desk, you may refer to these Steps as a basic outline of 

what to do. 

 

A Tip box is available to offer a helpful hint or a caution about the topic that is 

being reviewed. 

 

 

A Note provides supplementary information about the current topic. 

 

  

Ʒ 
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Lesson 1: Format Cells - Fonts 
 

Discussion 

For the majority of your needs, the Home tab of the Ribbon contains the tools that 
format the cells in a worksheet.  
 
There are seven groups of tools on the Home tab, as shown in the list below. The first 
six groups contain tools used to format cells. In this lesson, you review tools in the Font 
group. 
 
Clipboard - Cut, copy, paste and format painter 

Font - Type face, size, color, attributes, cell fill 

Alignment - Horizontal and vertical alignment, word wrap, rotation, merge, indent 

Number - Number formats (general, currency, comma, percentage, etc.), decimal 
places, dates 

Styles - Conditional formatting, table format, styles 

Cells - Insert or delete cells, rows, columns, sheets. Format cell size, 
hide/unhide, organize sheets, protection, format cells. 

Editing - AutoSum, AutoFill, clear, sort and filter, find 

 

 
 
The basic steps for formatting are: 

1. Select what is to be formatted. 

2. On the Home tab of the Ribbon, use the appropriate formatting tool. 

 

Topics 

 Font face 
 Font size 
 Bold, italics and underline 
 Font color 
 Borders 
 Fill color 
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To prepare for the lesson: 

1. Open Excel. 
2. Open the file. 

 Click on the Office Button. 

 Click on Open. The Open dialog box displays. 

 Navigate to the appropriate disk and folder.  
In class, follow the instructorôs directions. 

 Double click on the file name.  
In class, select Excel102-Lesson 1.  
The file opens in Excel. 

3. On the Home tab of the Ribbon, review the tools in the Font group by pointing to 
each of the tools with the mouse and reading the tool tip.  

 

4. While pointing to a tool, press F1 for additional help. 
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Tip ï Cell Contents 
A cell can contain three things: 

typing (contents), formats and 

comments. When formatting 

cells, remember that the cells 

without typing will not be truly 

empty. The cells will contain the 

formats that you apply. 

Font Face  

1. Select the cells or characters to be changed. 
In class, select all the cells in this worksheet by clicking on the Select All object. 
 
 

 
All the cells in the active worksheet are selected. 

2. Click on the down arrow of the Font face list  and select a Font. 
In class, select Arial. 

Font Size 

1. Select the cells or characters to be changed. 
In class, select all the cells in this worksheet. 

2. Click on the down arrow of the Font size list  and select a point size. 
In class, select 10. 
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Tip ï Underline Tool 
The underline tool has two 

parts. Click on  and the 

selected text is underlined. 

Click on the down arrow  

part of the tool to select 

double underline. 

Bold, Italics and Underline 

1. Select the cells or characters to be changed. 
In class, select row 5 by clicking on row 5ôs header. 

 
 
All the cells in row 5 of the active worksheet are selected. 

2. Click on the bold, italics or underline tool .  

In class, select bold . 

Font color 

1. Select the cells or characters to be changed. 
In class, select A1:B3. 

 

2. Click on the down arrow of the Font color tool . A list displays. 

 
In class, select one of the standard colors. 

3. Click in a cell that is not selected to view the change. 
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Borders 

Add a Border 

Two methods are presented for using cell borders: 

 Border toolôs list  

 Border drawing option 

Here is the first method for adding a border to a cell or group of cells ï the list on the 
Border tool. 

1. Select the cells or characters to be changed.  
In class, select A5:F5. 

 

2. Click on the down arrow of the Border tool . A list displays. 

 
3. Select a border from the list. 

In class, select Thick Bottom Border. 
4. Click in a cell that is not selected to view the change. 
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Here is the second method to add a border to a cell or group of cells ï draw it. 

1. Click on the down arrow of the Border tool . 
2. Select Line Style and choose a line from the list that displays. 

 

The mouse pointer looks like a pencil . 
3. Place the mouse pointer where the border is to be drawn. 

In class, draw a border on the bottom of cells A1:B1. 
4. Hold down the mouse button and drag to draw the border. 
5. To turn off the pencil:  

 Click on the down arrow of Border tool . 

 From the list that displays, click on the Draw Border tool .  
The mouse pointer is no longer a pencil. 

Erase a Border 

1. Click on the down arrow of the Border tool . 
A list displays. 

2. Select the Erase Border tool  from the list. 

The mouse pointer looks like an eraser . 
3. Place the pointer over the border to erase. 
4. Hold down the mouse button as you drag across the border to erase. 

In class, erase the border at A1:B1.  

Click on the Undo tool  so that the border returns. 
5. To turn off the eraser:  

 Click on the down arrow of the Border tool. 

 Click on the Erase Border tool. 
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Fill color 

1. Select the cells to be changed. 
In class, select A2:A3. 

2. Click on the down arrow of the Fill tool  . A list displays. 

 
3. Select a color from the list to be the background color in the cell(s). 
 
 
 
 
 
The worksheet looks similar to this. 
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Lesson 2: Format Cells - Alignment 

Discussion 

As reviewed in Lesson 1, the Home tab of the Ribbon contains the tools that format the 
cells in a worksheet. 

There are seven groups of tools on the Home tab, as shown in the list below. The first 
six groups contain tools used to format cells. In this lesson, you review tools in the 
Alignment and Clipboard groups. 

Clipboard - Cut, copy, paste and format painter 

Font - Type face, size, color, attributes, cell fill 

Alignment - Horizontal and vertical alignment, word wrap, rotation, merge, indent 

Number - Number formats (general, currency, comma, percentage, etc.), decimal 
places, dates 

Styles - Conditional formatting, table format, styles 

Cells - Insert or delete cells, rows, columns, sheets. Format cell size, 
hide/unhide, organize sheets, protection, format cells. 

Editing - AutoSum, AutoFill, clear, sort and filter, find 

 

 
 
The basic steps for formatting are: 

1. Select what is to be formatted. 

2. On the Home tab of the Ribbon, use the appropriate formatting tool. 

 

Topics 

 Horizontal alignment 
 Vertical alignment 
 Rotate text 
 Format painter 
 Wrap text 
 Merge cells 
 Indent text 
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To prepare for the lesson:  

1. Make the Home tab active on the Ribbon. Review the tools in the Alignment group 
by pointing to each of the tools with the mouse and reading the tool tip. 

 
2. On the Home tab of the Ribbon, locate the Format Painter tool in the Clipboard 

group. 

 
3. While pointing to a tool, press F1 for additional help. 
4. Use the Save As command on the Office Button to save the current workbook to My 

Documents as Excel102-Lesson 1 XXX, where XXX are your initials. 

 

Horizontal Alignment  

1. Select the cells to be changed. 
In class, select cell A1. 

2. Click on the appropriate horizontal Alignment tool. 

left    

center   

right   
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Tip ï Row Height 
Changing row height can 

mimic double spacing.  

Vertical Alignment  

In this example, you will increase the height of row 5 to 70 points and change the 
vertical alignment of the cellsô contents. 

1. Click on the row header  to select row 5. The cells in row 5 are highlighted. 
2. Click on the Format tool in the Cells group. 

 
A list displays. 

 

3. Click on . 
A dialog box displays. 

 
4. Delete the number in the Row height box and enter 70. 
5. Click on OK. 

 

6. Select the cells to be changed. 
In class, select cells A5:F5. 

7. Click on the appropriate vertical Alignment tool. 

top   

center   

bottom   
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Rotate Text 

1. Select the cells. 
In class, select cells A5:F5. 

2. Click on the Orientation tool . A list displays. 

 
3. Select the appropriate orientation from the list. 

In class, select Angle Counterclockwise. 

 

4. To revert to text that is not rotated: 

 Select the cells to be changed. 

 Click on the Orientation tool. 

 From the list that displays, select . The Alignment tab of 
the Format Cells dialog box displays. 

 
 Delete the number in the Degrees box and type a 0 (zero). 

 Click on OK. 

5. In class, click on the Undo tool . The text looks like it does in step 3 above. 

  

Degrees box 
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Tip ï Format Painter 
After selecting the cell with 

the format to copy, do one of 

the following. 

Click on the Format Painter 

tool . Drag across the 

cells in which to paste the 

format.  

OR  

Double click on the Format 

Painter tool to perform 

multiple pastes. Click on the 

cells in which to paste the 

format. Click once on the 

Format Painter to turn it off. 

Format Painter 

This tool copies the formatting in a cell, rather than 
copying the contents. 
 
1. Select the cell that has the format to copy. 

In class, select cell F5. 

2. Click on the Format Painter tool .  

 
 

3. Click in the cell in which to copy the format. 
In class, click in cell G5. 
In class, type Notes in cell G5.  
Complete the entry by pressing the ENTER key. 
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To prepare for the next part of the lesson: 

1. In cell G6, type: 

Need to compare this amount to the hard copy of the original budget. 

2. Complete the entry by pressing the ENTER key.  

Wrap Text 

1. Select the cells to be changed. 
In class, select G6. 

2. Click on the Wrap Text tool . 

 
Wrapped text appears similar to this: 

 
3. Click on the Office Button. Then, select Print > Print Preview. 

Note that the wrapped text format can make it difficult to identify the rows of data 
when the worksheet is printed.  

 

4. Click on the Close Print Preview tool .  

Row 6 



Excel 102: Formatting Excel 2007 Series The University of Akron 

 

Ver. 2008.03.07 Page 19 pstrain@uakron.edu 
©2008 The University of Akron. These materials may not be reproduced in whole or in part without the express 

written permission of The University of Akron. 

5. To make the rows of data easier to read, when using word wrap: 

 Select the cells in the row. 
In class, select A6:G6. 

 Click on the Top Align tool. 

 
At Print Preview, the worksheet looks similar to this. 

 

  

Row 6 
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Tip ï Merge & Center tool 

This is a two part tool . Click on the left 

side of the tool to merge the selected cells and 

center align the contents. Click on the down 

arrow to choose Merge Cells and then choose 

an alignment tool from the Home tab. 

Merge Cells 

This command will combine two or more cells to create one large cell. Frequently, it is 
used to center titles or labels over more than one column. 

1. Select the cells to merge. 
In class, select B1:F1. 

2. Click on the down arrow of the Merge and Center tool . 

 
A list displays. 

 

3. Click on either Merge & Center or Merge Cells, as appropriate. 
In class, select Merge & Center. 
 
The selected cells become one cell.  
The cell reference for this one cell is the reference for the first cell on the left. 

 
In this example, the cell reference is B1.  
Check the Name Box on the formula bar to verity this.  
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Indent Text  

1. Select the cells to be changed. 
In class, select A2:A3. 

 

2. Click on the decrease indent tool  or increase indent tool . 
In class, select the increase indent tool. 

 
 
The text is indented within the cell. 
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Lesson 3: Format Cells - Numbers 

Discussion 

As reviewed in previous lessons, the Home tab of the Ribbon contains the tools that 
format the cells in a worksheet. 

There are seven groups of tools on the Home tab, as shown in the list below. The first 
six groups contain tools used to format cells. In this lesson, you review tools in the 
Number group. 

Clipboard - Cut, copy, paste and format painter 

Font - Type face, size, color, attributes, cell fill 

Alignment - Horizontal and vertical alignment, word wrap, rotation, merge, indent 

Number - Number formats (general, currency, comma, percentage, etc.), decimal 
places, dates 

Styles - Conditional formatting, table format, styles 

Cells - Insert or delete cells, rows, columns, sheets. Format cell size, 
hide/unhide, organize sheets, protection, format cells. 

Editing - AutoSum, AutoFill, clear, sort and filter, find 

 

 
 
The basic steps for formatting are: 

1. Select what is to be formatted. 

2. On the Home tab of the Ribbon, use the appropriate formatting tool. 

 

Topics 

 Numbers ï Currency, comma, percentages 
 Decimal places 
 Dates 
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To prepare for the lesson: 

1. Make the Home tab active on the Ribbon.  

2. Review the tools in the Number group by pointing to each tool with the mouse and 

reading the tool tip. 

 
3. While pointing to a tool, press F1 for additional help. 

4. Click on the Save tool  to save the changes you have made to the current 

workbook. 
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Tip ï Select a Cell Range 
Click on the first cell in the 

range. Hold down the shift 

key and click on the last cell 

in the range. 

Numbers  

When a new, blank worksheet is opened, the cells contain a format named General, 

which has no specific number format.  

Currency 

There are two number formats available for currency: 

 Currency 

 Accounting 

The formats differ in the placement of the currency symbol (ex: dollar sign). 

1. Select the cells to be changed. 
In class, select cells D6:D28.  
This is the number data in the column labeled Budget Amount. 

 

  


