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SAMPLE
Formatting Spreadsheets 
     

 

In this activity, you will use the skills you have learned to add borders and shading to a spreadsheet. 

1. Start the spreadsheet program of your choice. 

2. Open your Mailing- [your first initial and last name] file. 

3. Select cells A2 through E2. 

4. Change the fill color of cells A2 through E2 to cyan. 

5. Select cells A3 through E7. 

6. Change the fill color of cells A3 through E7 to a color of your choice. 

7. Select cells A1 through E7. 

8. Click the Borders   tool located on the toolbar. 

9. Click All borders   . 

Your completed spreadsheet should look similar to Figure A1-6. 

 

Figure A1-6: Completed spreadsheet with formatting 






