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Tips in Excel
Adding Borders
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 Click and drag to select the cells which you want to have borders.
2. On the Home tab, select the border tool.  Pull down to choose the picture that gives you borders around each cell.
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Formatting numbers

1.  Highlight the cell, row or column you wish to format.
2. On the Home tab, use the section labeled Number.  

You can either click on the correct symbol (currency, percentage,etc.) or use the drop down menu.

Wrap Text

1.  Highlight the cell, row or column you wish to format.  Go to the Alignment section on the Home tab, and choose Wrap Text.
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1. You can fill a column or row with identical information by typing your information only in one cell.  Choose the cell, and highlight the other cells where you want the information (column or row).

2. In the section labeled Editing, chose what you want from the drop down menu.

3. You can also fill a cell, row or column with color by using the drop down menu for the Paint Can.

**************************************************************************

Auto sum

1.Also in the Editing section , and just above the Fill button is the Autosum icon  It looks like this    ∑ .
2.  Highlight the column or row of numbers you want to add, plus one extra cell (for the total).  Click the Autosum button.

*****************************************************************************Resize Columns or Rows

To change a column width, click on the line in the cell with the letter and drag until the column is the right width.
