
Personal Computer Skills 

Formatting a Worksheet 

Note sheet 

How to Change Column Width: 

If you see ###### in a cell, DON’T PANIC!  This simply means that your cell is not wide 

enough to show all the data in the cell and you need to widen the cell. 

 

You can change column width four ways: 

 

1. By placing the mouse pointer on the right edge of the column heading (the column 

letter). When the pointer changes to a double-headed arrow you can drag to the 

right until the column is the desired width. 

2. By placing the mouse pointer on the right edge of the column heading (the column 

letter). When the pointer changes to a double-headed arrow you can double click 

and the column width will change to an appropriate width for the data within the 

column. 

3. You may use the column width dialog box by clicking format in the cells group on 

the Home tab, then column, and finally click width.  In the dialog box key the 

desired width and click ok. 

4. To let Excel determine the best width of a column, you may also place the highlight 

in the cell and choose format in the cells group on the Home tab, then choose 

AutoFit Selection. 

How to Position Text Within a Cell 

 

TEXT 

POSITION 

FUNCTION EXAMPLE OF USE 

Wrapped Begins a new line within the cell 

(format/cells/alignment/wrap text) 

Moves text to a new line when it is 

longer than the width of the cell 

Rotated Displays text at an angle 

(format/cells/alignment/degrees) 

Turns the text so that it might be 

displayed in a narrower column 

Indented Moves the text several spaces to the 

right (on formatting toolbar) 

Creates subheadings below 

primary headings 

Left-Justified Begins the text on the left side of the 

cell (formatting toolbar) 

The default justification for textual 

data 

Centered Places the text in the middle of the 

cell (formatting toolbar) 

Creates column headings 

Right-Justified Begins the text on the right side of 

the cell (formatting toolbar) 

The default justification for 

numerical data 

Merge and 

Center 

Merges multiple cells into one cell 

and places the text in the middle of 

the merged cell (formatting toolbar) 

Creates a title across the 

top of a worksheet 

 



Changing Cell Appearance 

THE FORMAT CELLS DIALOG BOX – YOUR NEW BEST FRIEND! 

Fonts, Font Sizes, Font Color, Underline Style and Color, and Font Effects – Four ways to 

change: 

 On the Home tab font group you can change the font style and font size by 

clicking on the drop down arrow next to the appropriate box. 

 Click the dialog box launcher on the font group to open the format cells dialog 

box. 

 Click format in the cells group on the Home tab, choose format cells to open the 

format cells dialog box. 

 Right click on the cell, choose format cells to open the format cells dialog box. 

 

1. There are two major types of font styles: 

a. Serif – Serifs are little lines at the end of each character (this font) 

i. Dressier – used for the body of a document. 

b. Sans-Serif – No lines at the end of the characters (this font) 
i. Used for titles, headings, and page numbers 

2. Whatever font style that you choose – MAKE SURE IT IS EASILY READABLE 

3. Font Effects can include any of the following (highlight text, choose format, choose 

font, choose effect): 

Selected Font Effects Result 

Strikethrough No turning back 

Superscript The mountain is 
high

 

Subscript The pool is deep 

Shadow BByy  iinnvviittaattiioonn  oonnllyy  

Outline TThhuurrssddaayy  

Emboss DDDeeeccceeemmmbbbeeerrr   111333   

Small Caps CALYPSO STREET 

All Caps GLENMERLE 

Hidden  

Color 

You can change both the font color (the color of the words) and the cell color (the cell 

itself).  You can change color several ways: 

1. You can change color of fill and text by highlighting the text then choosing the 

appropriate icon in the font group on the Home tab. 

2. You can change color by clicking the dialog box launcher in the Font group and then 

choosing the Fill tab in the Format Cells dialog box. You then click on the color in 

the Cell shading section. You can also change the pattern by clicking on the pattern 

box. 

3. You can also locate the format cells dialog box by right clicking in the cell.  You can 

choose borders and shading to color or change the size of a cell border and shading to 

add shading to the cell. 

 



Cell Formats 

The default cell format is general.  This accommodates both text and numerical data.  You 

can change cell formats as needed by highlighting the cell and clicking the dialog box 

launcher in the number group on the Home tab.  In the format cells dialog box choose the 

Number tab and select the desired format.  A number of available formats are listed below: 

FORMAT NAME EXAMPLE DISPLAY DESCRIPTION 

General (DEFAULT) 1000 Displays text or numerical data as keyed 

Number 1000.00 Displays numerical data with a fixed number of 

places to the right of the decimal point 

Currency $1,000.00 Displays numerical data preceded by a dollar sign 

Accounting $1,000.00 

$       9.00 

Displays numerical data in a currency format that 

lines up the dollar sign and decimal point vertically 

within a column 

Date 6/8/10 Displays text and numerical data as dates 

Time 7:34 PM Displays text and numerical data as times 

Percentage 35.2% Displays numerical data followed by a percent sign 

Fraction 35 7/8 Displays numerical data as fractional values 

Scientific 1.00E+03 Displays numerical data in exponential notation 

Text 45-875-33 Displays numerical data that will not be used for 

calculation, such as serial numbers containing 

hyphens 

Special 79410 Displays numerical data that requires a specific 

format, such as ZIP codes or phone numbers 

Custom 000.00.0 Displays formats designed by the user, including 

formats with commas or leading zeros 

 

Clearing Cell Formats:  Select the cell or range of cells, choose clear in the edit group on 

the Home tab, and click clear formats on the submenu.  This removes the formatting only! 

 

Cell Styles:  Already created formats within Excel.  To apply, select the cell or range of cells 

to be formatted, choose Cell styles in the Styles group on the Home tab, choose the format 

that you would like to use and then click ok. 

 
 
 

 


