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3) Alignment tab:

1. Horizontal alignment: [Left, Center,

Format Cells 7
ng ht] Humber All Font  Border Fill Protection
Text alignment Orientation
2. Vertical alignment: [Top, Center, Horzontal 2
General | Indent .
ertical: I
Bottom | !B:m:n 2 5 : 4 |5 |[ret—se
Justify distributed : )
3. Text control: m—— g
. . ] Wrap text 0 2! Degrees
0 will automatically reduce ] Swiktadit
. . [ Merge cells
the font size in a cell so that the cell Righto-et
Text direction:
content fits without wrapping. Contert v
0 cell content will appear on
multiple lines without changing the column width.
0 Merge two or more adjacent cells, the merged cells become
one cell across multiple rows and columns.
4. Orientation: rotate the text diagonally or -
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vertically. You can rotate the text up, down, 6‘ .
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clockwise, or counterclockwise, or align

text vertically.

5. Specify Text direction:
0 Left —to - Right.

0 Right — to — Left.




+ Alignment group icons on Home Tab:
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1. Orientation

2. Text direction

3. Indentation

4. Wrap Text

5. Merge and Unmerge Cells

4- Border tab

+ Excel offers different types of borders that you can add to individual cells or

ranges of cells in your spreadsheet.

+ To add borders to selected cell(s):
1. Select the cell or range of cells that you want
bordered.
2. Select a line type from the Style area.
3. Select a line color from the Color area.
4. In the Border section of the format cells dialog
box, select where you want the border applied.

v None: to remove borderlines.

v Outline: borderlines will surround the entire

cell or cell range.

Foornat Cells

Number  Allgnment  Font | Border Fill  Protection

Lng Presets

Iye

Adtomatic

The selected border style can be applied by didang the presets, prevew diagram or the buttens
above,

oK Cante

v" Inside: borderlines will appear around all cell edges for each selected cell.




» Bordericon on Fontgroup on Home Tab:
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5- Fill tab:

Adding a background color or a pattern using fill effects

‘ormat Cells

Number Alignmemnt Font

Background Color:

Mo Color
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Fill Effects... More ColoTs...

Choose special pattern
Sampic effects
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Border Finl

Protection

Pattern Color:
Pattern Style:

Pick the coloras a
background for the
cell

Choose the color for the
pattern then the pattern
style
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» Fill color icon on Fontgroup on Home Tab:
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# Format Cells as Table [i.e. using the predefined table’s styles]

cells,

Q Press F1 for more help.

0 Select the Cells.
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Conditional Fermatas Cell

o Click the Format as Table
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v The table will have drop-down arrows in their headers; you can remove
these arrows by:
# Click the Convert to Range command in the Tools group on the Design

contextual tab.

H 0O « B @& X i - s Sort - Excel

Home Insert Page Layout Formulas Data Review View Load Test Team

Table Name: Summarizewith PivotTable D Properties | Header Row First Column | Filter Button =
Tablel H+H Remowve Duplicates 2 Open in Browser Total Row Last Column -
) Resize Table ey | Export REfIESh g Uniink 7] Banded Rows [ Banded Columns 5
Properties Tools External Table Data Table Style Options
Al - fx Name
A | B . c _ D E | F | G Ho L
1 |[Name ~|Faculty [+]|Computer Skills/~|Calculas [~
2 |Leena Medicine 90 89
3 Yousef Medicine 40 94
4 |Sara Science 87 93
5 |Eissa Nursing 80 82
6 |Salma Science 78 89
7 |Omar Science 78 63
s Ali Science 59 75
9 | Ahmad Nursing 54 66,

% Note: the contextual tab Design appears only when you choose one of

the styles.




