Designing a Worksheet
with Excel

Introduction

Microsoft Office Excel 2003 offers several tools that make your
worksheets look attractive and professional. Without formatting,
a worksheet can look confusing with meaningless data. To high-
light important information, you can change the appearance of
selected numbers and text by adding dollar signs, commas, and
other numerical formats, or by applying attributes such as bold-
face and italics. You can change font and font size, adjust the
alignment of data in cells, and add colors, patterns, borders, and
pictures. By using AutoFormats and styles to apply multiple
changes, you can speed up the formatting process and ensure a
greater degree of consistency among your worksheets.

You can also modify the look of your printouts by adjusting a
variety of print settings, including page orientation, margins,
headers and footers, and other elements that enhance the read-
ability of your worksheets and workbooks. When you're ready to
print your workbook, you can choose to print all or part of the
worksheets.

Format Text and Numbers
Change Data Alignment

Change Data Font and Color
Design Conditional Formatting
Add Color and Patterns to Cells
Add Borders to Cells

Format Data with AutoFormat
Create and Apply Styles to Cells
Format Tabs and the Background
Insert Page Breaks

Set Up the Page

Add Headers and Footers
Customize Worksheet Printing
Set the Print Area

Preview a Worksheet

Print a Worksheet
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FOrmattlng Text Sometimes you want to format cells with Iabels'dn‘ferently from ce.IIs with
totals. You can change the appearance of data in selected cells without
and Numbers changing its actual label or value. Format text and numbers by using font
attributes, such as boldface, italics, or underlines, to enhance data to
3012;5"““ catch the readers’ eye and focus their attention. You can also apply
UMICe | x1 03531 : i '
numeric formats to values to better reflect the type of information they
present—dollar amounts, dates, decimals, or percentages.
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Format Text Quickly

Select a cell or range with the text
you want to format.

B Microsoft Office Excel 2003 VendorSupplies &3
. (9] Fle Edic Wew Insert Format Tools Data Window Help Type aquestion forhelp [« . 8 X
Click one of the buttons on the ErEIeaEn Te ) O|El= =S % LA
. 22 < A TnT Lighting —
Formatting toolbar to apply that - e T T e
. X i
attnbUte tO the Se|80t9d range' 2 |TnT Lightin, Price SKU Number!—°
3
| 4 [Interior anity Strips
¢ Bold =
| 6 [5-Light Chrome and Brass Vanity Strip 99.97 LT9203
7 |4-Light Pulished Brass Bath Light 9368 LTa743
¢ ltalic | B [4-Light Brushed Nickel Bath Light 93.00 LT9732
|5 [3-Light Mirrored Chrome Bath Light 9.57 L1694
| 10 |4-Light Chrame Bath Light 9458 L1829
. 11 [3-Light Pear Nickel Bath Match Vanity Strip 83.03 LT9275
¢ Underline 12|
13 [Fans
14
. . . 15 |20° White Remote Control Pedestal Pan 3309 LT5991
Click the Font or Font Size list [ 16 [52° Ceiling Fan in Rustic Bronze Finish 14899 LT4443
| 17 [56" Flernish Brass Antique Ceiling Fan 19999 L5722
arrow, and then select a font or 18 |44 Antiue Brass Ceiling Fan 69.97 LT4329
. 719 [52° Black Ceiling Fan with Light Ki 5406 LT5458
size. | 20 |42° White Gazeho Ceiling Fan 5399 LT5520
| 21 [Brass Ball Pull Chain 196 LT3383
| 22 |White Sguare Pull Chain 1.9 LT38
. . 23 |Ceramic Ball Pull Chain 239 113329
You can apply multlple attributes to | 24 |Universal Thermostatic LGD Remote 2997 LT3002 L
the range. <"« v Lumber ) Lighting / Giosats 7 Blectic / I¢ |
Ready UM
B Microsoft Office Excel 2003 VendorSupplies =X
H 4] He Edk ew Insert Format Tods Data Windew Help Type & question for help (= @ x
SE|eCtace” or range Wlththe g o0 = eel S0 -|B 7 U|ESEES e WAMFE| DO A
numbers to format. B Rwe —
A =R | s - | B v g |
i
H 2 |TnT Lightin. Price SKU Number
Click one of the buttons on the £ 1o Hanting Frice KU Bumbet
. | 4 [Interior Vanity Strips
Formatting toolbar to apply that =
. |6 |5-Light Chrome and Brass Vanity Strip T 9907 |3
attribute to the selected range. 7 |4-Light Pulished Brass Bath Light $ 9555 | 1743
B |4-Light Brushed Nickel Bath Light §  gam0 |er32
5 [3-Light Mirrored Chrome Bath Light § 9657 | Toaaa
10 |4-Light Chrome Bath Light § 9488 o
* Currency Style 17 [3-Light Pear Nickel Bath Match Yanity Strip § 8993 | s
2
|13 |Fans
¢ Percent Style 1]
15 [20° White Remats Control Pedsstal Pan $ 3999 | 091
16 |52" Ceiling Fan in Rustic Branze Finish § 12299 | Tasa3
17 |56" Flernish Brass Antique Ceiling Fan § 19899 | 15722
¢ Comma Style |18 [44" Antique Brass Ceiling Fan § 6997 |
18 [52° Black Ceiling Fan with Light Ki § 6496 | 15458
q 20 |42" White Gazeho Ceiling Fan $ 5899 | 1520
L 2 Increase DGCImaI | 21 |Brass Ball Pull Chain $ 1.96 | T3389
| 23 |White Sguare Pull Chain § 196 [ Tame
23 |Ceramic Ball Pull Chain $ 239 | 13329
* Decrease DeCimal %Umversawhevmnstauc LCD Remate § 29,97 || T3002 -
14> wif\ Lumber } Lighting { Closets { Eiectric / l< ]
Ready sum=§  1,417.55 UM

You can apply multiple attributes to
the range.
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Apply Numeric, Date, and
Time Formats 3

Select a cell or range with the
numbers to format.

Formiat Cells

Number | Alignment " Font ” EBorder " Fatterns " Frotection ‘
2 Category: Sample
Click the Format menu, and then el e 0
1 R
click Cells. e
Account\ni
Click the Number tab. Time
Percentage
Fraction
Click a numeric, date, or time scenific e
© ateg 0 ry. ?Ei?nar:, Locale (location):

|Eng\ish {United States) v

Select the formatting type options
Date format$ display date and time serial numbers as date values, Except For
yO uwa nt tO a p ply. items that have an asterisk (*), applied formats do not switch date orders

with the operating system.

Preview the sample.

Click OK.

i

00 © 00 ©0 ©

(" Did You Know? A

Excel has formatting intelligence. As
you type at the end of a column or row,
Excel extends the formatting and for-
mulas you are using in that column or
row.

You can use AutoFormat to save time.
An AutoFormat is a combination of
ready-to-use, designed formats. Select
the cell or range you want to format,
click the Format menu, click
AutoFormat, click a format style, and
then click OK.

- J
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Changlng Data When you.enter data in a cell, Excel aligns I'abels on the left edge of the
cell and aligns values and formulas on the right edge of the cell.

Allgl‘lment Horizontal alignment is the way in which Excel aligns the contents of a
cell relative to the left or right edge of the cell; vertical alignment is the
Dl Microsore way in which Excel aligns cell contents relative to the top and bottom of
ca.y 'Ce XL03S-3-3 the cell. Excel also provides an option for changing the character flow
Shecdlist and rotation of text in a cell. You can select the rotate text in horizontal
orientation up or down. The default orientation is 0 degrees—the text is
level in a cell.
Change Alignment Using the
Formatting Toolbar ) &
Select a cell or range containing B3 Microsoft Office Excel 2003 VendorSupplies (BN
the data to be rea”gned_ Eﬂ Hle Edt Wew Insert .Fgrmal Tools Dats  Window Help Type a questionforhelp = - B X
== TN - R -0 - B 7 U ||E[EE|E S % o 8w S A
. . ca - A (T5203
Click the Align Left, Center, or B A T c o W
TnT Lighting Price  SKU Number 5

Align Right button on the
Formatting toolbar.

Interior Yanity Strips

99.97 LT5203
9968 LTB743

99.00 LT9732
96.57 LTE944
9465 LTE929
8993 LT9275

5-Light Chrome and Brass Yanity Strip
4-Light Polished Brass Bath Light

4-Light Brushed Nicksl Bath Light

3-Light Mirrared Chrame Bath Light

4-Light Chrome Bath Light

3-Light Pear Nickel Bath Match Vanity Strip

sfw[N[ofo]=]ww

To center cell contents across
selected columns, click the Merge
And Center button on the
Formatting toolbar.

=

S

(=

Fans

Change Alignment Using the
Format Dialog Box 3 4

Select a cell or range containing
the data to be realigned.

Format Cells

Wumber | Alignment | Fort | | Border | Patterns | Protection

Click the Format menu, and then et e
click Cells. Center A
Vertical; o || "
Click the Alignment tab. [poen | : ; Q
-
. . . Text contral +
Click the Horizontal list arrow or Wap ek —
o o o et - % | Degress
the Vertical list arrow, and then g;"g“{t il
select an alignment. RighETo BT
Text direction:
Select an orientation. Click a point

on the map, or click the Degrees L=
up or down arrow.

If you want, select one or more o o

Text Control check boxes.

Click OK.
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Changing Data Font
and Color

Dn Microsoft®
[

. a.0ffice
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XLO3S-3-1

Change Font Color Using the
Formatting Toolbar

Select a cell or range that
contains the text you want to
change.

Click the Font Color list arrow on
the Formatting toolbar.

Click a color.

Change Font, Font Style, and
Font Size

Select a cell or range that
contains the font you want to
change.

Click the Format menu, and then
click Cells.

Click the Font tab.
Select a font.
Select a font style.
Select a font size.

Select any additional formatting
effects.

Click OK.

You can change the color of numbers and text on a worksheet. The
strategic use of font color can be an effective way of visually uniting
similar values. For example, on a sales worksheet you might want to
display sales in blue and returns in red. The Font Color button on the
Formatting toolbar displays the last font color you used. To apply this
color to another selection, simply click the button. To apply a different
color, click the Font Color button list arrow, and then select a color.

B3 Microsoft Office Excel 2003 VendorSupplies [AEE]
i) Pl Edi View Insert| Format Tools Data  Window Help Type a question for help [ = _e
== IR - FL 210 B UIEE=EE]S % o BB E| - SoJA
Ad - 7| Interior Vanity Strips
A I B T 3

I
| 2 |TnT Lighting Price SKU Number

3

4 [Interior Vanity Suips 1

5
| B [5-Light Chrome and Brass Yanity Strip § 99.97 LT9203
| 7_|4-Light Polished Brass Bath Light $ 99.68 LTE743
| 8 |4-Light Brushed Nickel Bath Light 5 99.00 LT9732
| 9 [3-Light Mirrored Chrome Bath Light $ 96.57 LTE944
| 10 |4-Light Chrome Bath Light $ 9468 LT8929
| 11 [3-Light Pearl Nickel Bath Match Vanity Strip $ 89.93 LT9275

12
| 13 [Fans
|14
| 15 [20" Yhite Remote Control Pedestal Pan $ 39.99 LT5991
| 16 [52" Ceiling Fan in Rustic Bronze Finish § 14999 LT4443
| 17 [56” Flemish Brass Antique Ceiling Fan § 19999 LT5722
| 18 |44" Antique Brass Ceiling Fan $ 69.97 LT4329

18 |52 Black Ceiling Fan with Light Kit $ 64.95 LT5458

Format Cells
turber | Aligrfent | Fort | Border || Patterns | Protction
Eant: Font style:
[avial Bold Italic
I Agency FB A
Algerian =
T Arial Black, ~
Underline: Color: —
[1one ) ] Ot font
Effects Preview
[ strikethraugh
[ superscript AaBbCcYyZz
[ subscript
This is a TrueType font. The same font will be used on bath your printer
and yaur screen.

Designing a Worksheet with Excel
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Designing Conditional
Formatting

Establish a Conditional Format

Select a cell or range you want to
conditionally format.

Click the Format menu, and then
click Conditional Formatting.

Select the operator and values you
want for condition 1.

Click the Format button, select the
attributes you want applied, and
then click OK.

Click Add to include additional
conditions, and then repeat steps
3and 4.

Click OK.

Delete a Conditional Format

Click the Format menu, and then
click Conditional Formatting.

Click Delete.

Select the check box for the
condition(s) you want to delete.

Click OK.
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You can make your worksheets more powerful by setting up conditional
formatting. Conditional formatting lets the value of a cell determine its

formatting. For example, you might want this year’s sales total to be dis-
played in red and italics if it's less than last year's total, but in green and

bold if it's more.

Conditional Formatting

Condition 1

I
Cellvaluz Is | | [Iess than or equal to

v ‘ |=¢ms2n

Preview of format to use
when condition is brue:

AaBhCcYyZz

Condition 2.

Cellvalug Is | v | ‘betwaen

v |

o | =

Presiew of format to use
when condition is true:

Mo Format Set

|

[ adi>> | [ Delete.. | [ ok

][ Cancel ]

o

Delete Conditional Format E|

dition{s) to delete:

[ condition 2
[ condition 2

—r—




Addlng color and Colors and patter'ns addeq to the work.sheets light gray grid help identify
data and streamline entering and reading data. If your data spans many

Pattel'ns to ce"S columns and rows, color every other row light yellow to help readers fol-
low the data. Or add a red dot pattern to cells with totals. Color adds
Cla Microsoft: background shading to a cell. Patterns add dots or lines to a cell in any
_ S 0ffice’ 103531 color you choose. Y the Format Cells dialog box to add col
Specialist you choose. You can use the Format Cells dialog box to add color
and patterns to a worksheet. However, if you want to add color to cells

quickly, you can use the Fill Color button on the Formatting toolbar.

Apply Color and Patterns

Select a cell or range to which you
want to apply colors and patterns.

Format Cells

Click the Format menu, and then umber | Aignment | Font | Border | LFatters. | Protection
click Cells. Ch
Mo Color

Click the Patterns tab. EEEEEEEE

AEEEEEEER
To add shading to the cell, click a N o
color in the palette. @ i

|
To add a pattern to the cell, click =1
the Pattern list arrow, and then s
click a pattern and color in the
alette.
P ——
Click OK.
Apply Color Using the

Formatting Toolbar

Selecta cell orra nge. B Microsoft Office Excel 2003 VendorSupplies
i4] Fle Edt Wew Inset Format Took Data Window Help
H 1 1 H 100% -  Arial -1z - = %
Click the Fill Color list arrow on the TR B [olp =l
22 - A TnT Lighting
Formatting toolbar. . a LBt
mm N
2 |TnT Lightin. Price SKU Number !— EEEENENN
H 3 n || LA
If necessary, click the Toolbar & {imerior Vaniy Sirps - -
. . . 5
Optlons list arrow to dISplay the B |5 -Light Chrome and Brass Vanity Strip $ 99.97 LT9203
7 |+-Light Palished Brass Bath Light § s (Te713
button. | 8 |4-Light Brushed Nickel Bath Light § 9900 19732
| 9 |3-Light Mirrored Chrome Bath Light $ 96.57 LTa944
|10 |4-Light Chrome Bath Light §  oueg LTe3os
. 11 [3-Light Pearl Nicks| Bath Matoh Vanity Strip 5 mw (To075
Click a color. |
(13 |Fans
|14
15 [20" Whits Remate Control Pedestal Pan 5 m (T390
| 16 |52" Ceiling Fan in Rustic Branze Finish ¥ 149.93 LT4443
| 17 |56" Flemish Brass Antique Ceiling Fan $ 199.93 LTa722
18 44" Antique Brass Ceiling Fan § o L4309
15 52" Black Cailing Fan with Light Kit 5 ROE (TRa5a
| 20 |42" WWhite Gazebo Ceiling Fan ¥ 5993 LTa520
| 21 |Brass Ball Pull Chain $ 1.96 LT3383
| 22 |white Sguare Pull Chain 5 1.9 REFE]
[ 23 | Coramic Ball PUll Chain § 23 (Ta39
| 24 |Universal Thermastatic LCD Remote ¥ 2997 LT3002 2
=
W < » »i\ Lumber % Lighting / Closets £ Electric / |¢ | Sl
Ready UM
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Adding Borders
to Cells

[l Microsoft:
caOffice|  xioss34
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Apply a Border

Select a cell or range to which you
want to apply borders.

Click the Format menu, and then
click Cells.

Click the Border tab.
Select a line style.

Click the Color list arrow, and then
click a color for the border.

If you want a border on the outside
of a cell or range, click Outline. If
you want a border between cells,
click Inside. If you want to remove
a border, click None.

To set a custom border, click a
Border button, or click the Preview
Border box where you want to add
a border.

Click OK.

(" Did You Know? )

You can apply a border using the
Formatting toolbar. Select a cell or
range to which you want to apply a
border, Click the Borders button list
arrow on the Formatting toolbar to
select a border. The most recently
selected style displays on the Borders

The light gray grid that appears on the worksheet helps your eyes move
from cell to cell. Although you can print these gridlines, sometimes a
different grid pattern better emphasizes your data. For example, you
might put a decorative line border around the title, a double-line bottom
border below cells with totals, or a thick border between sections of a
complicated worksheet. You can add borders of varying colors and
widths to any or all sides of a single cell or range.

[ Microsoft Office Excel 2003 VendorSupplies EExX
i) Pl Edi View Insert Formst Tools Data  Window Help Typeaquestionforhelp v o & X
== T - 212 -|[B]L U|EE]EE]S % | 5B EE - S A
c2 - A SKU Number
A | o CE L7 &
3 4
2 |TnT Lightin: Price SKU Number !— 3
E
| 4 |interior Vanity Strips
5
| B [5-Light Chrome and Brass Yanity Strip § 99.97 LT9203
| 7 |4-Light Polished Brass Bath Light $ 9866 LTa743
| 8 |4-Light Brushed Nickel Bath Light ] 93.00 L9732
| S |3-Light Mirrored Ghrame Bath Light [ 9657 LTe944
| 10 |4-Light Chrome Bath Light $ 9468 LTe929
| 11 3-Light Pearl Nickel Bath Match Vanity Strip $ 88.93 L1925
12
| 13 [Fans
| 14]
15 [20* White Remote Cantrol Pedestal Pan $ 38.99 LT5991
| 16 52" Ceiling Fan in Rustic Branze Finish § 14999 LT4443
| 17 |56" Flemish Brass Antique Ceiling Fan § 19399 L5722
| 18 |44" Antique Brass Celling Fan $ 69.97 LT4328
| 18 52" Black Ceiling Fan with Light Kit $ 64.96 LT5455
| 20 |42" White Gazeho Cailing Fan § 53.99 LTE520
| 21 |Brass Ball Pull Ghain [ 1.96 LT3383
| 22 |White Square Pull Chain $ 1.96 LT3318
| 23 |Ceramic Ball Pull Chain $ 2.39 LT3328
| 24 |Universal Thermastatic LCD Remote § 2997 LT3002 -
e *
K< b w\ Lumber % Lighting ¢ Closets / Electric / | ] 31|
Ready NUM

Format Cells
Nurber | Alignment | Fork | Border | Patterns | Probection
Presets Line:

Style:

Mone --—--

Earder

bon Text Text

The selected barder style dan be spplisd by licking the prasets, preview
diagram of the buttons abdve.

button.
J
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Formattlng Data Formatting wgrksheet data cap l?e a lot of f.un but also very intensive. To
make formatting data more efficient, Excel includes 18 AutoFormats. An

Wlth AutOFormat AutoFormat includes a combination of fill colors and patterns, numeric
formats, font attributes, borders, and font colors that are professionally
Da M‘C")igté designed to enhance your worksheets. If you don’t select any cells
"Specialist XL03S-3-4 before choosing the AutoFormat command, Excel will “guess” which
data should it should format.
Apply an AutoFormat
AutoFormat El
Select a cell or range to which you TB——¢

Ton Fab Wiar Total
& 19

7 E 24
A5 H & [_gptions...

want to apply an AutoFormat, or
skip this step if you want Excel to
“guess” which cells to format.

@ o~
-

e 6o

Colorful 3 List 1
Click the Format menu, and then g feb Wt _Total
click AutoFormat. T | o T

Total 21 18 21 60| Totas 21 18 21 60

List 2 List 3

Click an AutoFormat in the list.

Jan Feb Mar Total Jan Feb Mar Total
o o East | 7 7 5 f 7 7 5 W
West B S 17 e A
Click Options. R - R
Total 2 18 2 B0 Total pd 18 21 B0
Select one or more Formats To 3D Effects 1 D Effects 2 Il
Apply check boxes to turn a Formats o apoly
Hurnber Font Alignment
featu re on or Off- [] Border [¥] Patterns [#] width Height:
Click OK.

(" Did You Know? )

You can copy cell formats with Format
Painter. Select the cell or range whose
formatting you want to copy, double-
click the Format Painter button on the
Standard toolbar, select the cells you
want to format, and then click the
Format Painter button.

N J
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A style is a defined collection of formats—font, font size, attributes,

creatlng and Applylng numeric formats, and so on—that you can store as a set and later apply

styles to ce"S to other cells. For example if you always want subtotals to display in blue
14-point Times New Roman, bold, italic, with two decimal places and

[y Microsoft: commas, you can create a style that includes all these formats. If you
Co0ffice|  xi03s32 plan to enter repetitive information, such as a list of dollar amounts in a

Specialist et . .
e s row or column, it's often easier to apply the desired style to the range

before you enter the data. That way you can simple enter each number,
and Excel formats it as soon as you press Enter. You can also copy styles
from one workbook to another. Once you create a style, it is available to
you in every workbook.

Create a New Style

Select a cell or range that you
want to create a style.

Click the Format menu, and then stvlename: | [Froduct category —|

c | | C k Styl (& Style includes

Humber General

Type the name of the new style. [7] alignment | Genera, Bottam algned
Eort: arial 10, Bold Italic Red

Clear the check boxes with the
options you do not want.

Barder Mo Borders

Patterns Mo Shading

CI ick Mod Ify, Protection| Mo Protection

Click any of the formatting tabs,
and make additional formatting
changes to the style.

Click OK. Format Cells
C|ICk OK I Mumber | Alignment | Font ‘ Border || Patterns | Protection I
. Font: Fornt style: Size
Arial Sold Italic 10
T Agency FB
a Alﬁerian
é Did You Know? N T vl eck
Undetline:
You can merge a style from another [ere
: F .
workbook. Click the Format menu, S proves
click Style, click Merge, click the [ superscript | AaBbCovyzz  __|
workbook that contains the style you Dl subseriet
wa nt, Clic k 0 K, and then C|iCk 0 K This is a TrueType font, The same font will be used on both your printer

\ J and your screen,

e
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Apply a Style

Select a cell or range to which you
want to apply a style.

e Click the Format menu, and then
click Style.

0 Click the Style Name list arrow,
and then select the style you want

to apply.

) Click OK.

Delete a Style

Click the Format menu, and then
click Style.

) Click the Style Name list arrow,
and then click the style you want
to delete.

) Click Delete.
(1 Click OK.

E_VMicrnsnﬂ Office Excel 2003 ''endorSupplies

i) Fle Edit Wew [nsert Format  Tools Daba  Window Help

Type aquestion forhelp = _ 8 X

=N = NIELE -0 =B I O|EESEHES % WS
AT3 - % Fans
A [ B | € | o = [ e et [ G
] ]
2 |TnT Lighting Price SKU Number | b |
3
| 4 |interior Vanity Strips
5
| B [5-Light Chrome and Brass Yanity Strip []
| 7 |4-Light Palished Brass Bath Light [ i o}
| §_[4-Light Brushed Nickel Bath Light § | styleincludes —
| 9 |3-Light Minared Chrame Bath Light § [Plnurber  General
| 10 [4-Light Chrome Bath Light $ [(edrv.
| 11 [3-Light Pear Nickel Bath Match Vanity Strip § | [Ealgment  Genera, Bottom Algned IFEEE
2
[v] Forit
o 1 [¥] Fort Arial 10, Bold Italic Red Add
| 14| [] Border o Borders Delet
| 15 [20" White Remote Control Pedestal Pan $
| 16 [52" Ceiling Fan in Rustic Bronze Finish § | Eeattems  NoShading
| 17 [55” Flerish Brass Antique Ceiling Fan ]
| 18 | 44" Antique Brass Ceiling Fan § | [Pmtecton  oProtection
| 19 [52" Black Ceiling Fan with Light Kit $ L TS
| 20 [42" White Gazebo Ceiling Fan $ 59.99 LT5520
| 21 [Brass Ball Pull Chain [ 198 LT3389
| 22 [white Square Pull Chain [ 196 LT3318
| 23 |Ceramic Ball Pull Chain $ 239 LT3329
24 |Universal Thermostatic LCD Remate $ 2897 LT3002
K4 v v\ Lumber  Lighting { Closets / Electric IG | 3
Ready NUM

Style niame:  |Froduct Category

Skyle includes
humber General

Alignment General, Bottomn Aligned
Eonit arial 10, Bold Itaiic Red
Border No Borders

Patherns No Shading

Protection Mo Protection

=€
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Formatting Tabs and
the Background

[l Microsoft:

..a.0Office
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XLO3S-3-4

Add Color to Worksheet Tahs

Click the sheet tab you want to
color.

Click the Format menu, point to
Sheet, and then click Tab Color.

Click a tab color.

Click OK.

Add or Remove a Background

Click the sheet tab you want to add
a background to.

Click the Format menu, point to
Sheet, and then click Background.

Select the folder with the graphic
file you want to use.

Select the graphic you want.
Click Insert.

To remove the background, click
the Format menu, point to Sheet,
and then click Remove
Background.
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Depending on your screen size, the sheet tabs at the bottom of your
workbook can be hard to view. You can add color to the sheet tabs to
make them more distinguishable. If you want to add artistic style to your
workbook or you are creating a Web page from your workbook, you can
add a background picture. When you add a background to a worksheet,
the background does not print, and it's not included when you save an
individual worksheet as a Web page. You need to publish the entire
workbook as a Web page to include the background.

' Microsoft Office Excel 2003 | endorSuppli

{a] Hle [dt Wew Insert Fomet ook Data Window Hep Type aquestionforhel = o & X
== ETEETEN - R cu0 cB[L]u|E = =58 % o il E - B A
A13 - £ Fans
A [ B | € C @ L B L & L &
i A
2 |TnT Lighting Price SKU Number | 1
3
| 4 |interior Vanity Strips
5
| 6 |5-Light Chrome and Brass anity Strip ] 99.97 LT9203 Format Tab Color X
| 7 |4-Light Palished Brass Bath Light ] 9968 LTe743 pe——
| 8 |4-Light Brushed Nickel Bath Light $ 99.00 LT9732
9_|3-Light Mirrored Chrame Biath Light $ 957 LTag44 Mo Calor |
10 |4-Light Chrome Bath Light ] 9458 LTE929
| 11 |3-Light Pearl Nickel Bath Match Vanity Strip $ 89.93 LT9275
2
3 [Fans 1
| 14|
| 15 |20" White Remote Gontrol Pedestal Pan $ 39.99 LT5991
| 16 52" Ceiling Fan in Rustic Branze Finish § 11399 LT4443 N EEN
| 17 56" Flemish Brass Antique Ceiling Fan § 19999 LTa722 T EEEN
| 18 |44" Antique Brass Celling Fan ] 69.97 LT4329
| 13 52" Black Ceiling Fan with Light Kit $ 64.96 LT5458
| 20 |42" White Gazeho Cailing Fan $ 59.99 L5520
| 21 |Brass Ball Pull Chain $ 1.96 LT33a88
| 22 |White Square Pull Chain [ 1.96 LT3318
| 23 |Ceramic Ball Pull Chain [ 239 LT3328 4
| 24 |Universal Thermastatic LCD Remote $ 2997 LT3002
4 v i\ Lumber ) Lighting { Clossts / Electric / |« ] 3|
Ready UM

Sheet Background

Look in:

"|@'L3|Q1XL'_.|E|E|‘TDU[5'

=

My Recent
Docurnents

9 HOME SENSE

Deskkop e
2,

My Docurnents

My Computer

; File name:
My Network lepme: | v [ st l-_e

Flaces Files of bype: |AI\ Pictures w | Cancel




Inserting Page Breaks If you want to print a worksheet that is larger than one page, Excel

divides it into pages by inserting automatic page breaks. These page
AT breaks are based on paper size, margin settings, al?d scaling options you
GaoOffice| xo03s55 x103857 _set. Yc_)u can _change whlch_ rows or columns are printed on the page by
Specialist inserting horizontal or vertical page breaks. In page break preview, you
can view the page breaks and move them by dragging them to a different
location on the worksheet.

Insert a Page Break

Ele Edt Yiew [ [nsert | Formst Jooks Dats  Window Help Ty a qusstion For help [+ & X

To insert a horizontal page break, T v o Erlu s EEEs % WIS oA
click the row where you want to R
. b K Colurns [ & 2 SR R I el
7 |4-Light Palished [} 99.63 LTa743 -
insert a page break. |8 |4-Light Brushed erishest $ 3800 L9732 4
| 9 |3-Light Mirrored O ill| Chert § 96.57 LTB944
g g | 10 |4-Light Chrome B| | symbal $ 94,68 LTe929
To insert a vertical page break, 13-t Poan Nio— - s wos  lmas e
. 12 o
click the column where you want 13 ans P
15 120" White Remot; = § 39.99 LTE291
to insert a page break' | 16 52" Ceiling Fan irl ) comen: [] 149.93 LT4443
| 17 |56" Flemish Bras: Picture N § 199.99 LT5722
. 18 [44" Antigue Brasq - ¥ 69.97 LT4329
o Click the Insert menu, and then 15 52" Black Ceilng | 27" T 7]
. | 20 |42" WWhite Gazeh Object. 5 59.99 LTa520
click Page Break. [ 21 |Brass Ball Pull Cf @) typerip . cirbek $ 198 [T3385
| 22 |\White Square Pulrcrran ¥ 1.96 LT3318
| 23 [Ceramic Ball Pull Chain § 239 LT3329
| 24 |Universal Thermaostatic LCD Remote 5 29.97 LT3002
25
amps
77
28] 1-Light Black Halogen Desk Larp 5 9.99 LTeE23
| 29]/1-Light Satin Gold Table Lamp $ 19.89 LTe498
| 30||Antique Silver Table Lamp ¥ 19.96 LTB799
119" Conner Decorative Table Lamn § 15.99 TE110 L |
K § v W\ Lumber 3 Lighting { Closets { Electric j« I I i ¥

Reafty HUM

Preview and Move a
Page Break 1

0 Click the View menu, and then

B Microsoft Office Excel 2003 ¥endorSupplies
oE

click Page Break PreVieW i3] Fle Edt Wew Insert Formeb Iools Data Window Help Type a question for help 7] = @ X
= T - 210 B ZU|SEEEES % o w80 DA
B80 - A
v

o Drag a page break (a thick blue - =
line) to a new location.

0 When you're done, click the View
menu, and then click Normal.

ss3 | Lrsers

trsast

R T

i

A\ Lumber Lighting { closets £ Electric /
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Setting Up the Page
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Change Page Orientation

Click the File menu, and then click
Page Setup.

Click the Page tab.

Click the Portrait (8.5 x 11 inches)
option (the default) or click the
Landscape (11 x 8.5 inches) option
to select page orientation.

Click OK.

Change the Margin Settings

Click the File menu, and then click
Page Setup.

Click the Margins tab.

Click the Top, Bottom, Left, and
Right up or down arrows to adjust
the margins.

Select the Center On Page check
boxes to automatically center your
data.

Click OK.
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You can set up the worksheet page to print just the way you want. With
the Page Setup dialog box, you can choose the page orientation, which
determines whether Excel prints the worksheet data portrait (vertically)
or landscape (horizontally). You can also adjust the print scaling (to
reduce or enlarge the size of printed characters), change the paper size
(to match the size of paper in your printer), and resize or realign the left,
right, top, and bottom margins (the blank areas along each edge of the
paper). Changes made in the Page Setup dialog box are not reflected in
the worksheet window. You can see them only when you preview or print
the worksheet.

Page Setup

CFage |Marg|ns HeaderjFooter | Shest

— m
[ . () Portyait - ) Landscape Pnnt B
@ adiustto: 100 | 3% normal size

OFfttor pagelshwideby (1 %t

Paper sige: ‘Lattar A |
Print guality: |60 dpi ]
et peparti

|

Page Setup

Page ‘ Marains © |HaadertFunter Sheet

-
Options...

Left:

=
o
=
—

Bottom:

1 >

o =2
mlg =
o |
43 o

Center on page
LI__| Horizankally q wertically
T

o o



Addlng Headers and Adding a header or footer to a workbook is a convenient way to make

your printout easier for readers to follow. Using the Page Setup com-
FOOterS mand, you can add information such as page numbers, the worksheet
title, or the current date at the top and bottom of each page or section of

a worksheet or workbook. Using the Custom Header and Custom Footer
e ST buttons, you can include information such as your computer system’s

Specialist X i
proved Couserars date and time, the name of the workbook and sheet, a graphic, or other

custom information.

Change a Header or Footer

Cl|ck the F|Ie menu, and then C|ICk To Farmat text: select the text, then choose the font buttan, 6
Pa ge Setu p Toinsert a page number, date, time, file path, filename, or tab name: position the

- insertion point in the edit box, then choose the appropriate button, . |

Toinsert pickure: press the Insert Picture button, To format your picture, place the
CI | c k th e H ea d e r/FOOte r ta b cursor in the edit box and press the Format Picture button, e
o p

If the Header box doesn’t contain (et secton Gt sectons Fight section:
the information you want CIiCk Vendor Suppliers List &[Date] Home Sense, Inc|
Custom Header.

Type the information in the Left,
Center, or Right Section text boxes,
or click a button to insert built-in
header information. If you don't
want a header to appear at all,
delete the text and codes in the

text boxes. | page | Margng | HesderiFooter | sheet
Yendiar Suynnlens List BA3IZ00% Home Sense, Inc. Prink...

Select the text you want to format, -
C|ICk the Font button,make font |VB;vdor‘ Suppliers Lisk, 6i3/2003, Home Sense, Inc. vl
changes, and then click OK. Excel ; 0
will use the default font, Arial, [ T | o roner, ]

. Faoter:
unless you change it. F 3] e
Click OK. | ‘ |
If the Footer box doesn't contain
the information that you want,
click Custom Footer.
Type information in the Left,

Center, or Right Section text boxes,
or click a button to insert the built-
in footer information.

Click OK.
Click OK.
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Customizing
Worksheet Printing
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At some point you'll want to print your worksheet so you can distribute it
to others or use it for other purposes. You can print all or part of any
worksheet, and you can control the appearance of many features, such
as whether gridlines are displayed, whether column letters and row
numbers are displayed, or whether to include print titles, columns and
rows that are repeated on each page. If you have already set a print
area, it will appear in the Print Area box on the Sheet tab of the Page
Setup dialog box. You dont need to re-select it.

Print Part of a Worksheet

Click the File menu, and then click
Page Setup.

Click the Sheet tab.

Click in the Print Area box, and
then type the range you want to
print. Or click the Collapse Dialog
button, select the cells you want to
print, and then click the Expand
Dialog button to restore the dialog
box.

Click OK.

Print Row and Column Titles on
Each Page

Click the File menu, and then click
Page Setup.

Click the Sheet tab.

Enter the number of the row or the
letter of the column that contains
the titles. Or click the Collapse
Dialog button, select the row or
column with the mouse, and then
click the Expand Dialog button to
restore the dialog box.

Click OK.
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Page Setup

Page | Margins | Headerjfiooter | Shest |

3 2 Collapse Dialog button

Print area: [ §ag1:$0437] —

-

Brint...

Prink titles

Rows to repeat at top:

Print
[ Gridines
[ Black and white
[ oraft gualicy

Page order

(3 Down, then aver
O Over, then down

Options..
Calumns ko repeat at left: _ q

i

]

[ Row and column headings

Cell errors as:

Page Setup

Page | Margins | HeaderjFaoter | Shest

Print area: |$A$l $D$37

a [ Brink... ]

Print titles

Rows bo repeat at bop:

Print
[ Gridines
[ Black and white
[] Draft gualicy

Page order

() Down, then ower
) Over, then down

EH

Print Previeg

Cell errors as: displayed e

Collapse Dialog
button



Print Gridlines, Column Letters,
and Row Numbers

0 Click the File menu, and then click
Page Setup.

1) Click the Sheet tab,
0 Select the Gridlines check box.

o Select the Row And Column
Headings check box.

() Click OK.

Fit Your Worksheet on a Specific
Number of Pages

1) Click the File menu, and then click
Page Setup.

) Click the Page tab.
o Select a scaling option.

¢ Click the Adjust To option to
scale the worksheet using a
percentage.

¢ Click the Fit To option to force a
worksheet to be printed on a
specific number of pages.

) Click OK.

Page Setup

| Page | Margins | HeaderjFooker ‘ Sheet ‘

Prink area: | $A4 140437 [ e ]
Print: titles
Rows to repeat at top: 242 6|
Options...
N
Frint.
ridines ——— [7]iRow and rolumn headings. o
[ Black and white | Comments:
[ oraft gualiey e dplayed
Page arder
(& Down, then over EE EJE E8
A
) Over, then down EE =l =2

°_

Page Setup

Page | Margns | HeaderfFagter | Sheet |

Orientation

Scaling Opkions...
O adjustta: (100 |3 [% normal size e
() Fit ko: page(s) wide by tall

Paper size: ‘Letter W |

Print quaiity: |60 dpi v

First page number :

o
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setting the Print Area When you're ready to print your worksheet, you can choose several

printing options. The print area is the section of your worksheet that
: Excel prints. You can set the print area when you customize worksheet
[338015??& GESES printing or any time when you are working on a worksheet. For example,
Specialist you might want to print a different range in a worksheet for different
people. In order to use headers and footers, you must first establish, or
set, the print area. You can design a specific single cells or a contiguous
or non-contiguous range.

Set the Print Area

Select the range of cells you want

to prlnt.
e Window  Help Type a question forhelp =
Click the File menu, and then point = G dfo cim s ulEEEE s 0 s O A
. | open.. O
to Print Area. ] e 5 T — gL E B
g s S R
—{ | swve ks -
. . 2 . Price SKU Number
— ave fs...
Click Set Print Area. =il
4 | File Search,
L 51 Permssion »
6| |~ Vanity Suip $ 99.97 LTo203
7 (R o ath Light § 9968 LTa743
|6 pritara VT setprint Area —1 ] % 99.00 L1972
% S me ke Gepmeess | g oot M
1] | sendTo » IMatch Vanity Strip $ 89.93 LTo275
% 1 ¥endorSupplies
14 2 vendorinfo
15| sProductorders || Pedestal Pan $ 39.99 LT5391
16 Bronzs Finish § 14999 LT4443
weR 4 OrdertChart
7| 2T L Ceiling Fan § 19999 L6722
E Fan $ £9.97 LT4329
19| y Light Kit $ 64.95 LT5458
| 20 [42"VWhite Gazebo Ceting Fan $ 59.99 LT5520
21 [Brass Ball Pull Chain § 1.98 LT3388
22 |White Square Pull Chain $ 196 LT3318
| 23 [Ceramic Ball Pull Chain $ 239 L7329
| 24 [Universal Thermostatic LCD Remote $ 2997 LT3002 2
W4 » A\ Lumber 3 Lighting { Closets £ Electric / |« ] =l
Ready SUm=1417.55 UM

Clear the Print Area

Click the File menu, and then point
to Print Area.

E Window  Help Type 3 questionfor help ¢ o @ X
H 1 : Hew... Chrkh - - === o «0 .00 | = - - -
Click Clear Print Area. =5 el 3 el B S el SR
5 open.. w0

I = A i e e e s ) G s el | o |
Ll el save Curl+s -

2 Price SKU Number |
[ Save fis

4 |1 Fie Search,

| 5| Permission »

| B | | ————% vanity Strip $ 93.97 LT9203

7 e th Light 5 99.68 LT8743

ER Frint Area » et PHiRE Area ‘ 3 99.00 LT9732

i s Geprtaa— | & arm s

EEE > [Match Vanity Strip $ 89.93 LT9275

% 1 vendorSupplies

7 2 WendorInfo

(15| 3Produtorders || Pedestal Pan ] 39.99 L7598

|16 | Bronze Finish § 14999 LT4443

7| 2™ L Ceiing Fan § 19399 15722

18| e Fan $ 69.97 LT4329

13| ¥ Light Kit 5 64.95 LT5453

| 20 42 VVhite Gazebo Celng Fan $ 59.99 LT5520

| 21 |Brass Ball Pull Chain $ .96 LT3389

| 22 |[White Square Pull Chain $ 1.98 LT3318

| 23 |Ceramic Ball Pull Chain 5 239 LT3329

| 24 |Universal Thermostatic LCD Remote $ 2997 LT3002 @
1<+ > " Lumber ) Lighting { Classts £ Eiectric / ¢ | -
Ready UM
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Previewing a Before pripting, you should verify that th.e page Iogks the way you Yvant.
You save time, money, and paper by avoiding duplicate printing. Print
WOI'kSheet Preview shows you the exact placement of your data on each printed
page. You can view all or part of your worksheet as it will appear when
[la Microsoft you print it. The Print Preview toolbar makes it easy to zoom in and out to
_ o DTICE)  xL03sss view data more comfortably, set margins and other page options, pre-

Specialist X i
view page breaks, and print.

Preview a Worksheet

() Click the Print Preview button on
the Standard toolbar, or click the

B Microsoft Office Excel 2003 VendarSupplies

F|Ie menu, and then c”‘-‘rk Print $:] Fle Edit |View Inset Format Took Data  MWindow Help Typeaquestionforhelp = o @ X
Preview. ErER LN < -|B 7 U|= s % o R -0 a- [
. . ; [ B I B C® L E L F B
0 C|ICk'the Zoom button on the Print 2 [TnT Lighting Price  SKU Number | I
Preview toolbar, or position the -
Zoom pointer anywhere on the & 5.t Chrores an Brass variy Sip A N
worksheet and click it to enlarge a 45t Evned kel ot Lo A
specific area of the page. ATy T a— T
11 [3-Light Pearl Mickel Bath Match “anity Strip ¥ 89.93 LT9275
e If you do not want to print from %F
Print Preview, click the Close i 2" Calng Fan i st oo Fin §ime (T
button to return to the worksheet. AT a—— T e
| 19 |52" Black Ceiling Fan with Light Kit ¥ 64.95 LTa458
) . | 20 [42" White Gazeho Ceiling Fan § £5.93 LT&520
o If you want to print from Print 2ot Bone Pl G R a—
Preview, click the Print button on o Tomrl T 55 Rems T T A
the Pl’int PrevieW t00|bar. :E;dy» w1\, Lumber Y Lighting / Closets £ Electric ¢ I NJM 0

() Cclick OK.

\ Hext | |Previous

" Did You Know?

You can preview your work from the
Print dialog box. In the Print dialog
box, click Preview. After previewing
you can click the Print button on the
Print Preview toolbar to print the work-
sheet or click the Close button to
return to your worksheet.

\- J

Preview: Page 1 of 1
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Printing a Worksheet

) Microsoft®
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Print a Worksheet Quickly

Click the Print button on the
Standard toolbar.

Excel prints the selected
worksheet with the current Print
dialog box settings.

Specify Print Options

Click the File menu, and then click
Print.

If necessary, click the Name list
arrow, and then click the printer
you want to use.

Select whether you want to print
the entire worksheet or only the
pages you specify.

Select whether you want to print
the selected range, the active
worksheet(s), or all the worksheets
in the workbook with data.

Select the number of copies you
want.

Click OK.
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Printing a paper copy is a common way to review and share a document.
You can print a copy of your worksheet by clicking the Print button on the
Standard toolbar or on the Print Preview toolbar. When you use the Print
button, Excel prints the selected worksheet with the current Print dialog
box settings. You can open the Print dialog box to specify several print
options, such as choosing a new printer, selecting the number of pages
in the worksheet you want printed, and specifying the number of copies.

[ Microsoft Office Excel 2003 VendorSupplies
(] Pl Edic Wew Insert Format Tools Data  Window Help Typeaquestionforhelp &0 @ X
éjg\dg\wu%vaémal -0 -|B 7L U|E=S=EE6 % 0 W85 A
Ad2 - 3
A [ EI] c LB L E L F 1B
7 o)
2 |TnT Lighting Price SKU Number |
3
| 4 |interior Vanity Strips
5
B_|5-Light Chrame and Brass Yanity Strip $ 98.97 LT9203
| 7 |4-Light Palished Brass Bath Light ] 9968 LTE743
| 8 |4-Light Brushed Nickel Bath Light ] 99.00 LT9732
| S |3-Light Mirrored Chrame Bath Light $ 96.57 LTe944
10 |4-Light Chrame Bath Light $ 94.68 LTag28
| 11 |3-Light Pearl Nickel Bath Match Vanity Strip § 89.93 LT9275
12
13 |Fans
| 14|
| 15 |20" White Remate Control Pedestal Pan ] 39.99 LTE391
| 16 52" Ceiling Fan in Rustic Branze Finish § 14399 LT4443
| 17 |56" Flemish Brass Antique Ceiling Fan § 19399 LT5722
| 15|44 Antique Brass Celling Fan $ 68.97 LT4328
| 19 52" Black Ceiling Fan with Light Kit ] 64.96 LTE458
| 20 42" White Gazeho Geiling Fan $ 59.99 L5520
Printer
Mame: |<§HP Laserlet 4000 v| [ Propertiss... ]
Status:  Tomer Low e
Type: HP LaserJek 4000 Series PCL 6
Where:  Front Offics
Comment: HP 4000 6PCL
[ Print to file
Prink range Copies
ou Nunber o copes _e
Ovearts eom [ 8 o0 3]
Prink vwhat
rink whal ] Calte
(O selection ) Entire workbook 1 1
(%) Active sheet(s)




