Chapter

Further Formatting

To practice your formatting skills and to look at some different types of formats, an
unformatted workbook has been prepared for you. Its worksheet will display the income
earned from agriculture by some countries.

1 Load Microsoft Excel 2011 and cancel the EXCEL WOOKBOOK GALLERY dialogue box,
or close the current workbook.

2 Display the FILE menu and select OPEN.

OOA : Open_
S || 75 3 Access the CHAPTER 3 folder of the
= EXCEL 2011 SUPPORT FILES and
Bie open the AGRICULTURE file.
B ceins
Enable: | Al Readable Documarits  #51)
Open: | Griginal ]
‘Agriculture.xlsx’ should be opened as read- 4 SeleCt YES to the READ-ONLY
x el e message. This will ensure that
(Gancel ) (Mo ) (Ve f— you won't be able to save over the

original document.

Formatting the Values

The values, which are fictitious, represent billions of dollars so we will just format the
values to one decimal place. The Billion $ label at the top of the sheet provides the unit.

® Excel File Edit View Insert Format Tools Data Window @ Help
®00 _ Agriculture.xlsx (Read-Only)

L ? @ S == | 1 Highlight cells B5 to D9.

| A Home

Edit B
[# A+ [calibiBoay)  |+1z |+ As A iiﬁJ abc g Wirap Text - ety
rae Poere [BI U [Ei-] (A :
85 106 &8s i e
7 A " SR | F | G | S g o S— | P—

1 |INCOME FROM AGRICULTURE

2 Billion 5, 2011

2 Click on the INCREASE DECIMAL
icon in the NUMBER group of
the HOME tab of the RIBBON to

First Quarter

8 |
[ = |unite
increased all the values to two
decimal places.
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! Excel File Edit View |Insert Format Tools Data Window & Help
®O0 B Agncuhurg xlsx (Read-Only)

=
12 -

‘Number H Format

s | 858

Meutral

Font

l_l E]F.ll ~ |calibri Body) | ~[12 [AA\A']

Paste (A Cear~ |B| I | UJ

BS

e number of decimal places’_':
L INCOME FROM AGRICULTURE
iBiHicn S, 2011
i First Quarter
Country - Weyang Orale Dary Prodacts Mt __ 3 Click on the DECREASE DECIMAL
7 B B | icon in the HOME tab and all the
L. |Russia 527 19 339 . .
R et 520 29 7 values will be set to one decimal
place.

When you increase the decimal places of highlighted cells all the

values are set to the highest number of decimal places.

Formatting the Table Headings

We can format the table headings to be vertical within their cells.

® Excel File Edit View Insert Format Tools Data Window # Hel

s

Alignment

(= abcr | SowWapText
= |E[5E [Hverge ~

| 1 |INCOME FROM AGRICULTURE 1 Highlight cells A4 to D4 and set
2 |Billion $, 2011 c

e g their STYLE to BOLD.
4 7

| 5 |Australia | ; |

| 6 |canaca | 158 65 143

| 7 |england | 46 64 210

| 8 |Russia | 527 1259 389

| 9 |United states | 92,0 829 746

10 |

11
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U—. EIFHI v

 Paste 0 Clear »

| Calibri (Body) |+ \|1z |z ||AA\Av| |E
ﬁflUI|?'I|d‘||_\||§ =

Billion §, 2011 |

5 |Australia
Canada
England
Russia |
United States

2
3
[E0 country
6|
|7 |
8|
o]
10
Py

B4 &

1 |INCOME FROM AGRICULTURE

(08 (- & Wheﬂland Grains

Gener -] CRE
| 2 Highlight cells B4 to D4 then click
on the WRAP TEXT icon in the
HOME tab and select WRAP TEXT
to wrap the text within each cell.

rt _Format Tools Data Windi

U* E‘ Fill =

Paste 0 CEtne

H ‘Callbn (Body)

EflUI|

B4 T3] Q O [ fx| Wheat and Grains

_ A =
[ 1 |INCOMEFROM AGRICULTURE
| 2 |Billions, 2011

3 First Quarter
[Ejcounty [Ecoseccomcko =au]
| 5 |Australia 188 123 189
| & |canada 158 65 143
| 7 |Engiand 45 64 210
| B8 |Russia 527 125 388
| 9 |united states | 220 829 748
| 10 |

A1

a :
B Verticg

(.

@“ Angle Counterclos
. Angle Clockwiss

Rotate Text Up 5
£ Rotate Text Down®

b
Cell Alignment Options... |

| 3 Click on the ORIENTATION icon in
the HOME tab and select ROTATE
TEXT UP to rotate the text by 90°
within each cell.

SmartArt | Formulas | Data | Review

4 Increase the ROW HEIGHT of ROW

4 to about 56 and check that the
headings are displayed neatly

1n

® Edit _ Fent Alignment Numier
'EE E A~ calibigosy) |-[12 [-]|A<|A-| .EIEi abe~ | (5 Wrap Text ~ |Cemaral
e Qo BLLY) v (S LAAL (EIE IS B e - L 2| consons
B4 T2 é _Q_ f.t\ Wheat and Grains
| A = | T V| i e e e W e |
1 |INCOME FROM AGRICULTURE |
2 _|Billion 8, 2011
3 First Quarter
| Helghs: 56.00 (198 sopuimannty B
% ; ; e .
| 4o i ¢ within their cells.
5% Austraiia 188 123 189,
6 |Canada 15.8 65 143
7 |Engiand 46 64 210
B |Russia | 527 129 389
9 | United States | 920 823 746
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_ ® Excel File Edit View Insert Format Tools
®00

Formulas | Data Review

Layout | Tables
Edit - i an Alignment Number
l_J 3 EI Fill 'iCallbrl (Body) =2 |z | |AA|Av| IE ﬁ abe - abe~ | Ell) Wrap Text = |General |:|

Pasie (Gl ~ SI|UI|11111?'||&|'|_|| |—q$-'l| = (1 Merse - [BBr| % 3 | |5R 8 Condiom

Ad !:. C) O ( fx|. Coun' =
T 3 =0 l\w D [ E | F ‘“f"“}\ H [ U [ ] [ K [ L [ ™ ]
1 |INCOME FROM AGRICULTURE
2 [Bilons,2011 : : : \ ' ' ' ' '
5 Ll ; - - - - - 5 Centre the contents of cell A4. i
i 4

| # Home

4 ! 255 g
ia | 188 123 189

158 65 143

4.6 264 21.0

527 129 383

520 825 745

_®8 Excel File Edit View Insert Format Tools Data Window #

Edit =  Font Alignment Number

=1 EI Fill 'iCallbrl (Body) =2 |z ||AA|Av| i--| = ﬁ abe - abe~ | Ell) Wrap Text = |General |_| =
e Qe (B|1|U||EN | SPAL EEEEE msn B %] (% w'gg;-;,-;g,g;'
B3 & C) O ym fx| First Quarter qe
= A E [ F [ & [ H] Me cross ET t [ ™ ]
| 1 [INCOME FROM AGRICULTURE | | | | Merge C | 1 | |
2 |Billion S, 2011 I — Urimere ol
§_2 ._>§ %
B .. | i 1R 3 | . . ! } . . |
| 5 |Australia | 188 123 189 | | | |
6 |Canada 158 65 143 . . .
| 7 |Englang | 15 64 210 [ | | I 6 nghllght cells B3 to D3 then click
| 8 |Russia 527 129 383
3 |United States | 520 825 745 _ | | | on the arrow next to the MERGE
1in

icon in the HOME tab and select
MERGE AND CENTRE to centre the
heading over the three cells.

Centre Across Selection could have been used to centre the First

Quarter heading. As it covers just one row, Merge and Centre was
used.
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