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Formatting Cell/Range/Row/Column

Select Cell/Range/Row/Column
Select from Format/Cells Menu Bar or 

right-click on selected block and choose Format Cells

Number Tab
Options:  General / Number / Currency / Percent / Fraction

Alignment Tab

Options:  Horizontal / Vertical / Text Control

Subnote: Merge Cells

Font

Subnote: Font color can be select here for from the Formatting Bar

Border

Patterns (Cell Shading)

Subnote: Both border and cell shading can be selected here for from the
Formatting Bar

Conditional Formatting

Select Cell/Range/Row/Column
Select Format/Conditional Formatting from Menu Bar to control Font, Border, Patterns
based on a cell content condition 

Paste Special
1. Used to paste values to alternate parts of a spreadsheet where the values are

determined by formulas which would not apply
2. Used to transpose ranges so that rows and columns are interchanged

File/Save As
Allows the spreadsheet to be saved to a format readable by alternate programs.  
Caution: Loss of formulas usually occurs



Printing
Worksheet vs Range

Print area by default is worksheet
Can be changed by selecting File/Pint Area

Header Rows & Columns
Can be set by selecting File/Page Setup and choosing the Sheet tab

Fit to (force printout to be on a specified number of pages - usually one)
Can be set by selecting File/Page Setup and choosing the Page tab

Margins, Centering
Can be set by selecting File/Page Setup and choosing the Margins tab

Portrait vs Landscape
Can be set by selecting File/Page Setup and choosing the Page tab


