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Lesson 5
Formatting Worksheets
Learning Objectives

Students will learn to:
· Work with rows and columns
· Use themes

· Modify a worksheet’s onscreen and printed appearance

· Inserting headers and footers

· Preparing a document for printing

MOS Skills

· Construct headers and footers

1.2.3

· Apply printing options

1.2.4

· Use Paste Special

2.1.1
· Print row and column headings

3.3.1

· Print rows to repeat with titles

3.3.2

· Configure titles to print only on odd or even pages
3.3.4

· Configure titles to skip the first worksheet page
3.3.5

· Hide or unhide a column

3.4.1
· Hide or unhide a row

3.4.2

· Hide a series of columns

3.4.3

· Hide a series of rows

3.4.4

· Manage page scaling

3.5.2

· Configure page margins

3.5.3

· Change header and footer size

3.5.4

· Apply color to worksheet tabs

4.1.8

· Use Page Break workbook view

4.3.3

Lesson Summary – Lecture Notes
This lesson provides students with a wide range of tools for formatting worksheets and altering both their on-screen and printed appearance.
Begin the lesson by explaining that many of the commands used in worksheet 
formatting are contained in the Page Layout group on the Home tab. You may want to have students refer to Figure 5-1 as you give an overview of these commands.
On the Home tab, click Insert and use Insert Sheet Rows and Insert Sheet Columns to modify an existing worksheet. Also show how Merge and Center in the Alignment group can be used to merge cells.

Explain that there are a number of reasons you may wish to change the height and width of worksheet cells, including making data more readable and increasing the attractiveness of worksheets. Before demonstrating changing row height, introduce the concept of a point being equal to 1/72 of an inch. Row height is measured in points, with a default height of 15 points. Column width is measured in characters, with a default width of 8.43 characters. Demonstrate using Format in the Cells group to change both heights and widths. Remind students that they have previously used the AutoFit Column Width option when they double-clicked the right boundary of a column to make its contents visible.
Demonstrate hiding and unhiding rows and columns by using the commands in Hide & Unhide under Format in the Cells group. Point out the slightly thicker boundary line that appears when a row or column is hidden and the fact that the corresponding label is missing.
Excel’s predefined document themes provide an easy way to give worksheets an attractive, professional appearance. Go to the Page Layout tab and click Themes to display the 20 built-in themes (see Figure 5-8) and apply several of them in turn to a worksheet. Customize a theme by Colors in the Themes group and then opening the Create New Theme Colors dialog box (Figure 5-10). Change both the Text/Background and several accent colors. Also demonstrate changing the fonts and effects used by a theme. Make certain students understand they can return to a theme’s original colors by clicking Reset before they save.
Ask students why they think worksheets typically contain gridlines when displayed on-screen. Discuss that rows and columns of numbers can be difficult to read without these lines. Explain that while gridlines appear on-screen by default, they will not be printed unless Print is selected under Gridlines on the Page Layout tab. Demonstrate these options along with the related ones that allow you to control whether column and row headings appear on-screen and whether they are printed.

With the students, make a list of the kinds of information that might be useful in document headers and footers, such as a file’s name, the current date, and a worksheet’s page number. Go to the Insert tab and click Header & Footer to demonstrate using the Header & Footer Elements group to create predefined headers and footers. Show how the Tab key is used to move from one text box to the next.
Discuss vertical and horizontal page breaks. Show a worksheet having both vertical and horizontal page breaks in Page Layout view. Demonstrate using the margin markers to change the size of its margins (see Figure 5-12). Go to the View tab and click Page Break Preview. Change the positioning of a horizontal page break and point out how the break switches from an automatic to a manual page break.
Explain the difference between horizontal (landscape) and vertical (portrait) orientations and show how Orientation in the Page Setup group can be used to change worksheet orientation.
Key Terms
boundary
The line between rows or columns.
column heading 
The identifying letter of a column.
column width
The left-to-right width of a column. 
document theme 
A predefined set of colors, fonts, lines, and fill effects.
footer
A line of text that appears at the bottom of each page in a document.
gridlines
The lines that display around worksheet cells.
header
A line of text that appears at the top of each page in a document.
orientation
The way a workbook or worksheet appears on the printed page.
page break
A divider that breaks a worksheet into separate pages for printing. 

Page Break Preview
A command on the View tab to control where page breaks occur.
Paste Special
A function that performs irregular cell copying.
Print Preview
A window that displays a full-page view of a worksheet just as it will be printed.
row heading
The identifying number of a row.
row height
The top-to-bottom height of a row.
scaling
Shrinking or stretching printed output to a percentage of its actual size.
Solutions for Step-by-Step Exercises
The Verve Theme solution file is located in the Solutions/Lesson05 folder and is referenced in the following step-by-step exercises:
· Insert or Delete a Row or Column
· Modify Row Height and Column Width
· Format an Entire Row or Column
· Hide and Unhide a Row or Column
· Choose a Theme for a Worksheet
The Opulent Theme solution file is located in the Solutions/Lesson05 folder and is referenced in the following step-by-step exercises:

· Insert or Delete a Row or Column

· Modify Row Height and Column Width

· Format an Entire Row or Column

· Hide and Unhide a Row or Column

· Choose a Theme for a Worksheet
· Customize a Theme by Selecting Colors

The Background solution file is located in the Solutions/Lesson05 folder and is referenced in the following step-by-step exercises:

· Insert or Delete a Row or Column

Customize a Theme by Selecting Colors

Customize a Theme by Selecting Fonts and Effects

Format a Worksheet Background

The Cruises solution file is located in the Solutions/Lesson05 folder and is referenced in the following step-by-step exercises:

· Change the Color of a Worksheet Tab

· View and Print a Worksheet’s Gridlines

· View and Print Column and Row Headings

· Add Page Numbers to a Worksheet

· Insert a Predefined Header or Footer
· Insert Text and Graphics into a Header or Footer
The Client List solution file is located in the Solutions/Lesson05 folder and is referenced in the following step-by-step exercises:

· Set a Worksheet’s Orientation
· Scale a Worksheet to Fit on a Printed Page
Answers Key 

Knowledge Assessment

Fill in the Blank
Complete the following sentences by writing the correct word or words in the blanks provided.

1.
The __________ option allows you to enlarge or shrink worksheet data to achieve a more logical fit on the printed page.
Answer: scaling

Section Ref: Preparing a Document for Printing
Difficulty: Easy

2.
There are ____________ header and footer text boxes on a workbook page where you can enter information.

Answer: six or 6

Explanation: There are three for each header and footer.

Section Ref: Inserting Headers and Footers
Difficulty: Medium

3.
You can manually adjust page breaks in the _____________ view.

Answer: Page Break Preview

Section Ref: Preparing a Document for Printing
Difficulty: Medium

4.
You can mimic a watermark on printouts by adding a(n) __________ to a header or footer.

Answer: graphic or picture

Section Ref: Modifying a Worksheet’s Onscreen and Printed Appearance
Difficulty: Easy

5.
Applying a(n) ______________ will override any formatting styles that have been applied to a data range.

Answer: document theme

Section Ref: Using Themes
Difficulty: Medium

6.
To format an entire row or column, you must select its _____________.

Answer: header or column letter or row number

Section Ref: Inserting Headers and Footers
Difficulty: Easy

7.
A(n) ____________ is a block of text that appears at the top of each printed page.

Answer: heading

Section Ref: Modifying a Worksheet’s Onscreen and Printed Appearance
Difficulty: Medium

8.
Row ____________ will automatically expand to accommodate increased font size.

Answer: height

Section Ref: Working with Rows and Columns
Difficulty: Medium

9.
Document themes are used to apply sets of styles, including colors, fonts, and ____________.

Answer: effects

Section Ref: Using Themes
Difficulty: Medium

10.
___________ is a setting that specifies the direction a worksheet appears on the printed page.
Answer: Orientation

Section Ref: Preparing a document for Printing
Difficulty: Medium

True / False

Circle T if the statement is true or F if the statement is false.

T
F
1.
You can insert a graphic in the header or footer of a worksheet.
Answer: True

Section Ref: Inserting Headers and Footers
Difficulty: Medium

T
F
2.
Column width and row height can be changed.

Answer: True

Section Ref: Working with Rows and Columns
Difficulty: Easy

T
F
3.
After you enter a manual page break, you cannot remove it.

Answer: False

Section Ref: Preparing a document for Printing
Difficulty: Medium

T
F
4.
You can center a worksheet’s data horizontally, but not vertically.

Answer: False

Section Ref: Working with Rows and Columns
Difficulty: Medium

T
F
5.
You can hide a column by setting its width to zero.

Answer: True

Section Ref: Working with Rows and Columns
Difficulty: Easy

T
F
6.
Hidden rows are not displayed onscreen, but they will appear when the page is printed.

Answer: False

Section Ref: Working with Rows and Columns
Difficulty: Medium

T
F
7.
You can change page endings in Page Break Preview view.

Answer: True

Section Ref: Preparing a document for Printing
Difficulty: Medium

T
F
8.
You can use one of Excel’s predefined Header & Footer elements to enter the name of a worksheet’s author.

Answer: False

Section Ref: Inserting Headers and Footers
Difficulty: Medium

T
F
9.
You cannot make changes to a worksheet in the Print Preview window.

Answer: True

Section Ref: Preparing a document for Printing
Difficulty: Easy

T
F
10.
By default, gridlines will print in an Excel worksheet.
Answer: False

Section Ref: Preparing a document for Printing
Difficulty: Easy

Solutions for Competency Assessment 

Project 5-1

The solution for Project 5-1 is named SFA Enrollment 5-1 and is located in the Solutions/Lesson05 folder.

Project 5-2

The solution for Project 5-2 is named Client Update 5-2 and is located in the Solutions/Lesson05 folder.

Solutions for Proficiency Assessment

Project 5-3

The solution for Project 5-3 is named Client Update 5-3 and is located in the Solutions/Lesson05 folder.

Project 5-4

The solution for Project 5-4 is named SFA Enrollment 5-4 and is located in the Solutions/Lesson05 folder.

Solutions for Mastery Assessment

Project 5-5

The solution for Project 5-5 is named SFA Enrollment 5-5 and is located in the Solutions/Lesson05 folder.

Project 5-6

The solution for Project 5-6 is named Anticipated Travel 5-6 and is located in the Solutions/Lesson05 folder.
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