The Drawing Tools

Chapter

9

Graphics can be used to enhance the appearance of spreadsheets. The DRAWING
TOOLS can be used create the graphics or graphics can be imported from a file or
clip art. In this chapter you will create the following spreadsheet. The logo at the
top of the page will be created using the DRAWING TOOLS and the pet sketches

will be imported.

Stock Inventory

Pet Type
f;; m?;} Cats Adult Female
N Adult Male
he ot s Kitens
PeEt g
S TOTAL

o f_'{l"-

Dogs Adult Female
Adult Male
Fups
TOTAL

Henry's Pet Store

Instock
5
K]

12
26

1 Dec, 2007
Sale Price

$25.00
320 00
31500

%3500
§30 00
$25 00

Opening the Prepared Template

A spreadsheet has been prepared for you and it will need to be opened from the

Excel 2007 Support Files.

1 Load Microsoft Excel 2007 and click on the OPEN icon in the QUICK ACCESS

TOOLBAR or in the OFFICE BUTTON.

2 Access the EXCEL 2007 SUPPORT FILES folder and open the CHAPTER 9

folder.

3 Open the PET STORE template, selecting YES to the READ-ONLY dialogue

box.
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Learning Microsoft Excel 2007

Creating the Logo
The TEXT BOX tool will be used to create the logo

A Inserting a Text Frame
I E,, 1 = Pel Store [Read-Cnly] — Microsofl Excel Dirawing Toals
- Hame Inser Page Layout Formulas Data Rewiew View Format:
=] 5 T B & .
i = T WOJNLQ Q |Jj4‘ﬂ Vil
PivotTabile Tabile Picture {Clip Shapes Smarté&rt || Coluw Pie Bar Area Scatter Other Hyperiink | Text | Header WardArt Signature
|« Art -] x > Charts ~ Box & Foater Y Line =
Tables Mustrations I ) T ) S _uni::_ \ Text
TextBox 1 - {0 f:__| \
) A | B | € | D | = | = G \F\ Insert 3 Rl box that can be
E. | anmywhere on the page;
2 7
1 Open the INSERT tab in the
RIBBON and select the TEXT BOX

tool.

—Microsoft Excel Draw
Fq

Pe| Store [Read-Cnly)

E@ el %= @ =)=
Hame Inser Fage Layout Formulas Data Faview Wiz
|4~ ™| uu |_U,J 2:“{ “ 2 Click the pointer (now an [-Beam)
PivotTable Table | Picture Clip Shapes SmartArt | Column L near cell B2 and enter:
r A - = ’
Jables Mustrations Henry s Pet Store
TextBox 1 i £ | /
& B | D | E F
s e
2 2 Henry'sPet Store [
3 O—=——0=—=0
4

NOTE: i The text frame is not part of a cell
The text frame will adjust in size as you enter the text
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Oy o9~ - Pel Store [Read-Cnly] — Microsofl Excel Draw
L
—-") Home Inzer Page Layout Formulas Data Raview View F
dh

Times NewRom = 18 _~ (A 47| ==

B (3 Highlight the text by dragging the
— [-Beam over it and, in the HOME

Pastr: B g o -
“pmm“’r — : tab of the RIBBON, change the
— = —”| FONT to TIMES NEW ROMAN,
= 5 = = the SIZE to 18 POINT and the
1 e  a— STYLE to BOLD.
£ - Henry' sdPet Store i
4 e e}
-'nﬂ i o9~ ¥ Pel Store [Read-Cnly] —Microsoft Excel Draw|
JE
| ome | e Poymiayng Pt D 4 Move the pointer over the centre
W [Fimes New Rom - 118 - |40 || Fl= =[50 right ‘handle” and drag it to the
paste 'J_ VBE Ui A== EHE = right a little to increase the width
o == = - of the text frame.
TextBox1 < | &
, A B | & ] 0 ] &
= 1 Henry's Pet Store -+
4 2 E P

B Adjusting the Text Box Shading

We can change the fill shading of the text box and the text colour.

i ﬁg j 49 - . Pet Store (Read-Coly| - Micros{ 1 Re-highlight the text and click

.—'/I Home Inzer Page Layout Farmulas Data on the arrow next to the FILL

B ((|imes New Rom < 118~ | A= a7 I COLOUR icon in the FONT

e =l a.a' P —F section of the RIBBON and select
e I et /.|| DARKBLUE. The text box should
S e e fill with the selected colour.

TextBox 1 - | Theme Colors
= H EEEN = -

Standard Cn| Blue, Accent’), Darker 255% |

nm NEEN R
7 | NeFin
g | Stock Inventory LI 1-DecO7
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ﬁ;u H 9= = Pef Store. [Read-Cnly] —Microsoft Excel Diau4
i
— | Home | inset  Pagelayout  Formulss  Dats 2 Click on the arrow next to the
B (Fimes NewrBom - 115~ [ AZ 2| FONT COLOUR icon in the
~I' 3 RIBBON and set the FONT
Paste 7 15 AP -||_.||ﬁ-_ﬁi
Tl add COLOUR to WHITE.
Clypbgard ™ Fourt -
TextBox 1 - | f= e =
. A B |y . - E F
; E | White. Background 1 -
. I
2 u 1]
L | Standard Colors
B En JEEEEN
7 32 | More Colors..,
g | Stock Inventory 1-DecO7

3 To add a shadow to the text box
open the DRAWING TOOLS'
FORMAT tab in the RIBBON.

EU Ha - o Pe| Store [Read-Cnly] — Microsoft Bxcel meinngV
Wy
— Home [nser Page Layout Formulas Rewiew View Format
[ N i [ | 2 Edif Shape - gsmpe Fill = o
S [ATA] AR
AL 3 sl ElTeanox Shapefﬂms : = B
InseriThapes hap ty’ie Warddrt Siyles
— - .- | [ —
TextBox 1 - £
| A B g€ I D I 2N Shadow

1 _J >

= Henry's Pet Store — \

1 |_ Reflection )

5 | — ey

5| || ciow . -

7 = J

8 |Stock Inventory o o
o Soft Edges
_‘Tﬁ- Pet Type Instock Sal I

11 ] Bevel T

12 Cats Adult Female 5 m— JDH hin)

414 n
5 itk | 3| () s | (Y
15| TOTAL % 4 Select the SHAPE EFFECTS icon,

highlight SHADOW and select an
OUTER shadow.

NOTE:

You can click outside the text box to turn the ‘handles’ off to see
how the shadow looks, then click back on the text box to re-
select it and change the shadow style if need be.
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'E_'S) [ L B x Pel Store [Read-Cly] — Microsoft Excel Drawing Tools
Hame Inzer Page Layout Formulas Data Rewiew View Format

Eha v em : . 4 Shape Fill = =

.ﬁ—L—L.EDJJ'I} = f_?'EdrtShp . . v D’Shapt{)uﬂme @\ A L &

S d 3 A s ElTeaso [ Shape Efferts - |§ = 2

- [rl_i:rr El‘hﬂ)ei - S‘laE:ith el | £ Siyles

TextBox 1 - (3 5| —l & it ) e
< m— e———Ta——| ). |5 Clickon the SHAPE EFFECTS
2 Henry's Pet Store [ icon again, highlight BEVEL and
| Reflection  » .

3 - select a bevel to give the text box a
8| Ly 3-D effect.
8 | Stock Inventory

8
10 Pet Type

41

12 Cats Adult Female

12| Adult Male

14| Kittens

18| TOTAL

16
_Tfj Dogs Adult Female
14 Adult Male
15| Pups
20 TOTAL
|

Centring the Text

The text needs to be centred in the text box.

C R

:oo' —..lfm:m'r-.m:m'_.i

Stu ck Inventory

1-Dec07

) pel Stare [Read-anly] - Microsoft Excel o .
£3) B i 1 Open the HOME tab and click on
-~ Home (kpage Layout Fn:mu_las Data Review View A . .
=" - the CENTRE TEXT icon. This will
b Times NewRom * 18~ || A" o™ || D= §||@)"| = WIan T .
e e | centre the text both horizontally
=] | | - = == == = | 24 Meyge A . K
e - [ S and vertically within the text box.
TextBox 1 i fe Canter
i A B € Center text: f
=
1
3 |
4 |
5 i
.‘E‘;\ ﬂ L B = Pe| Store (Read-Cnly] — Microsoft Excel Crawing To
—Ij) Home Insed Page Layout Formulas Dsta Raview View Format
& Times Mew Rom = 18 = IA Al B== ? j i f ( 0
4 |El= B 2 Move the pointer over the border
Bt 7 L1 2 O vll_g__v A= EEEEE tet .
T e -~ ; = of the text box until an arrowed
Mt Lkt i 3 T p - : :
TextBoxl v & 7| crosshair is added to it and drag it
A B C

so that it is centred over the table.
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