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(Indtroduction)

Worksheet Excel

point

MS- Excel MS-word

(Objectives)

•

• Wordksheet

• painter

• (function)

(Using formating toolbar)

Worksheet

Excel 2007

Home tab

Format cell dialog



146

Home tab (Home tab and the formatting Tools)

Home tab

Font, Alignment Number group

drop-down

(In the mini Toolbar)

Mini Toolbar

• Font

• Font

•  Font

•  Font

•
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• Comma Style

• Font

•

•

•

• Percent style

•

•

•

•

•
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dialog (Using the format cells

dialog box)

Ribbon Home tab

Format cells dialog

dialog style

Format cell dialog

Format cell dialog

• Ctrl + 1 control

• Home  Font, Home  alignment Home  Number dialog

launcher

Excel Ribbon dialog launcher

•

Format cells

• Ribbon drop-down

Home  Number  General  More Number Formats

...... drop-down More Number formats
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Format cells dialog tab Number, Alignment, Font, Border,

Patterns Protection.

 dialog (FORMATTING CELLS

USING DIALOG BOX)

(Number Tab)

Tab

Style

General

Number
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(Alignment tab)

Format cells dialog Alignment

 (Font Tab)

Tab Font Face, Size, Style Effect

bold

Italicize Underline

dialog

tab (Border and Pattern tabs)

Shading Font

tear-off

Worksheet

Palette

drop-down

dialog

Format cell dialog Format  cells

Border tab

Preset area border None, outline Inside

Border

• Border area

• Style area line style

• palette

Pattern tab

• Palette
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• Pattern Palette Pattern

Border OK

(Dates and Times)

Worksheet “January 1, 2001” Excel

“1-January-01”

Format cell window Number

tab “Date” Type

Field “Time”

OK

(Formatting columns and Rows)

Autofit

‘C’
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Autofit (Steps of AutoFit Columns)

• Home tab

• Ribbon Cell group Format

• Auto Fit Column
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• ‘C’ Chemistry

Auto fit

•

• Home tab

• Ribbon Cell group Format

• Autofit Row Height
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• Anurag

Best Fit

best fit
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Hide Selected Column(s) or Row (s)

Hide -

‘C’

chemistry

Hide

‘C’
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(Unhide Selected Column (s) or Row (s))
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pop-up unhide

‘C’
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Hide Unhide

Style worksheet

(FORMATTING WORKSHEETS USING CELL STYLES AND

APPLYING STYLES)

style Excel 2007

style Style Worksheet

Excel Style Style

Style Worksheet

Style

Style

• Style

• Style group Home tab Style Heading

1
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Comma Commas

Comma [O]- Comma style

Currency Currency dollar

Commas

Currency [O]- Currency style

Normal-

Percent- Percent Percent

(Deleting Styles)

• Style Style

• Delete

• Style
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(FORMAT PAINTER)

Standard Format Painter

Font style, date format, number

format, border

Cursor Clipboard group Home tab Format painter

Painter Paint brush

Format painter

Format painter Esc

(AUTO FORMAT)

Excel Auto Format Table Style

Number formats, fonts, cell alignments, patterns, shading, column width Row

height

Style

Excel

Style
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Ribbon Home tab  style group  format as table

Table format
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ù ~ ù K ø Y i ò G K  i { ú K e Y  a û Q ö  G V û ù e  @ û ù c Dark

dialog

My table  header OK
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Ribbon Table tools Design

tab groups Table style group

Table format style

(Hiding / Unhiding worksheet)

(Hiding a Worksheet)

• sheet tab

• Context Hide

• sheet sheet

Unhide dialog Unhide sheet

Sheet unhide
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Sheet-1
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(Protect and Unprotect Work sheet)

(To Protect Work sheet)

Work sheet Work

sheet Password

(Steps to unprotect Worksheet) Worksheet

•  Home tab

• Cells group Format

• Drop-down Protect sheet Protect sheet dialog

Sheet Password Password

confirm password dialog
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• Worksheet

dialog

(To Unprotect worksheet)

Worksheet Unprotect
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(Step of Unprotect Worksheet) Unprotect

• Home tab

• Cells group Format

• Drop-down Unprotect sheet Unprotect sheet dialog

Unprotect sheet password password

Protecting password OK

(INTEXT QUESTIONS)

Formatting tool bar allignment Format cells dialog

Worksheet Edit

Field Category ‘time’
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unhide Format column unhide

Style dialog Edit style

___________

Excel style ___________

___________

___________

Format cells window ___________

(WHAT YOU HAVE LEARNT)

Excel

align font style effect

shade

style

(TERMINAL QUESTIONS)

Format painter Format painter Excel

Excel preset style

style

work book style

Format cells dialog tab

Nummber tab Border tab

Excel format cells dialog pattern tab
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Modify

Cell styles

Prevent /protect worksheet from

View toolbar formatting

Number tab


