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To change horizontal text alignment:

1. Select the cells you want to modify.

2. Select one of the three horizontal Alignment commands on the
Home tab.

o Align Text Left: Aligns text to the left of the cell
o Center: Aligns text to the center of the cell

o Align Text Right: Aligns text to the right of the cell

X

Home Insert Page Layout Formulas Data Review View

% 4 BritannicBold  * 16 ~ A AT = | &~ = Wrap Text
Pafte ¥ B I U- H-~-|&- A~ iE £5 | A Mergeace
Clipboard 1 Font I | Alignment

Al - - 5 | Fitnessy align Text Left

A Align text to the left. [

1 |Fitness Progress Chart

B

To change vertical text alignment:

1. Select the cells you want to modify.

2. Select one of the three vertical Alignment commands on the
Home tab.

o Top Align: Aligns text to the top of the cell
o Middle Align: Aligns text to the middle of the cell

o Bottom Align: Aligns text to the bottom of the cell
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Using the Format Painter

If you want to copy formatting from one cell to another, you can use the
Format Painter command on the Home tab. When you click the Format
Painter, it will copy all of the formatting from the selected cell. You can

then click and drag over any cells you want to paste the formatting to.

Watch the video below to learn two different ways to use the Format
Painter.

Formatting numbers and dates

One of Excel's most useful features is its ability to format numbers and
dates in a variety of ways. For example, you might need to format
numbers with decimal places, currency symbols ($), or percent symbols
(%).

To format numbers and dates:

1. Select the cells you want to modify.

2. Click the drop-down arrow next to the Number Format

command on the Home tab.

EwW
- 1
Text lGeneraI <
eBcCenter =) % + % » | %9 ;08 || Conditional
Formatting =
I Mumber P '
Mumber Format

7T

H Choose how the values in a cell are

displayed: as a percentage, as
currency, as a date or time, etc.

a Press F1 for more help.
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Select the number format you want. For some number formats, you
can then use the Increase Decimal and Decrease Decimal
commands (below the Number Format command) to change the

number of decimal places that are displayed.

Click the buttons in the interactive below to learn about the different

number formats.
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To rename worksheets:

1. Right-click the worksheet tab you want to rename. The

worksheet menu appears.

2. Select Rename.
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3. The text is now highlighted by a black box. Type the name of
your worksheet.
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To insert new worksheets:

Click the Insert Worksheet icon. A new worksheet will appear.
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To delete worksheets:

Worksheets can be deleted from a workbook, including those containing
data.

1. Select the worksheets you want to delete.

2. Right-click one of the selected worksheets. The worksheet menu
appears.

3. Select Delete. The selected worksheets will be deleted from your
workbook.
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To copy a worksheet:

1. Right-click the worksheet you want to copy. The worksheet
menu appears.

2. Select Move or Copy.
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3. The Move or Copy dialog box appears. Check the Create a copy
box.
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4. Click OK. Your worksheet is copied. It will have the same title as
your original worksheet, but the title will include a version
number, such as January (2).

34
35
M4 4 » M| January | January (2) ]

Ready |




Microsoft Excel 2010

To move a worksheet:

1. Click the worksheet you want to move. The mouse will change to

show a small worksheet icon L_[iL

2. Drag the worksheet icon until a small black arrow -appears where
you want the worksheet to be moved.
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To color code worksheet tabs:

You can color worksheet tabs to help organize your worksheets and
make your workbook easier to navigate.

1. Right-click the worksheet tab you want to color. The worksheet
menu appears.

2. Select Tab Color. The color menu appears.

3. Select the color you want to change your tab.
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4. The tab color will change in the workbook. If your tab still
appears white, it is because the worksheet is still selected. Select

any other worksheet tab to see the color change.
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To freeze rows:

1. Select the row below the rows you want frozen. For example, if
you want rows 1 and 2 to always appear at the top of the

worksheet even as you scroll, then select row 3.
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2 Bills Payment Date Due Paid

3_,|_Fiwed Expenses

4 |Cable [ Internet | S 89.99 15-Jan|Visa
Click the View tab.

Click the Freeze Panes command. A drop-down menu appears.
Select Freeze Panes.

View
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Fi Save

m 100% Zoomto | Mew Arange|Freeze | i . »
Selection | Window Al |Panes »| ] Unhide | 414 Reset Window Position | workspace
Zaom | Freeze Panes
Ebkeep rows and columns visible while the rest of
the worksheet scrolls (based on current selection).

E F G Freeze Top Row

ﬁ Keep the top row visible while scrolling through
the rest of the worksheet.
Freeze First Column

EED Keep the first column visible while scralling
through the rest of the worksheet,

5. Ablack line appears below the rows that are frozen in place.
Scroll down in the worksheet to see the rows below the frozen

rows.
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I A B C D E F G
| Monthly Budget - January
2 |Bills Payment Date Due Paid
12 |Gas S 160.00 6-Jan|Discover
13 |Pets S 65.00 10-Jan|Visa
14 \Water S 28.23 21-Jan|Visa |
15 Other
16 |Clothes 5 18.54 8-Jan|Store CreditCard [ Rows 1and 2 are
17 Misc. 5 98.06 6-Jan|Discover frozen above this
12 Restaurants S 156.71 6-Jan|Discover blackline
19 .
20 [Credit Payment |
21 | Discover [§ 110831 6-Jan[ves |

To freeze columns:

1. Select the column to the r
For example, if you want

the left of the worksheet e

ight of the columns you want frozen.
columns A and B to always appear to

ven as you scroll, select column C.

A B
1
2 Variable Expenses January
3 [
4 Cell Phone s 47.99 | & 53.62 | § 55.64 | § 52.31 | §
5 clothes S 55.24 | $ 10.24 | § - s 157.44 | §
6 |Gas S 100.00 | S 120.49 | S 125.30 | $ 153.00 | § 1
7 | Groceries 5 23023 | 5 203.50 | 5 189.35 | & 125.00 | § P
8 Home Phone $ 30.50 || § 32.68 || § 3167 [ § 3255 | §
9 Power s 57.22 | & 68.65 | 52.65 | § 55.98 | §
10 Restaurants 5 2445 | § 78.24 | 5 50.21 | § 60.24 | §
11 |Water S 4488 | S 52.84 || § 50.36 | § 32.41 | §
12 Total 5 590.51 | & 620.26 | § 555.18 | § 668.93 | § €
13 Total Year $ 550.51 | 1,210.77 $1,765.95| § 2,434.88 | $ 3,1

To unfreeze panes:

Click the View tab.

Select Unfreeze Panes. T

line will disappear.
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Click the Freeze Panes command. A drop-down menu appears.

he panes will be unfrozen, and the black
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1 Hide

&5 synchronous Scrolling |
+4 Reset Window Position |
Unfreeze Panes

Unlock all rows and columns to scroll
through the entire worksheet.
Freeze Top Row

Keep the top row visible while scrolling
through the rest of the worksheet.

Freeze First Column

Keep the first column visible while scrolling
through the rest of the worksheet. p




