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To change the font size:

1.Select the cell(s) you want to modify.

A B

C D

1 |FITNESS PROGRESS CHART

2 |Date Weight
3 5/3/13 140

4 5/11/13 140

Chest Waist
32 31
32 31

2.0n the Home tab, click the drop-down arrow next to the Font Sizecommand, then
select the desired font size. In our example, we will choose 24 to make the text larger.

&D ?E’ Calibri ‘2 PA s ===
Path;E:. s ru- 3 LA - B==Es
Clipboard & Font ;C' Ia Alignment
Al 7 1;-I. FITMESS PROGRESS CH
A B . C | D
18
1 FITNESS » {OGRESS
| 24
2 Date Weight ;5% lest Waist
3 5/3/13 140 - 31
4 5/11/13 140 31

3.The text will change to the selected font size.



A | B | C | D | E | F

i |FITNESS PROGRESS CHAR

2 Date Weight Chest Waist Hips Forearm
3 5/3/13 140 32 31 40 11.5
4 |5/11/13 140 32 31 39.5 11.5

To change the font:

By default, the font of each new workbook is set to Calibri. However, Excel provides many other fonts
you can use to customize your cell text. In the example below, we'll format our title cell to help
distinguish it from the rest of the worksheet.

1.Select the cell(s) you want to modify.

A B | C D

i |FITNESS<PROGRESS

2 Date Weight Chest Waist
3 5/3/13 140 32 31
4 5/11/13 140 32 31

2.0n the Home tab, click the drop-down arrow next to the Font command, then select
the desired font. In our example, we'll choose Century Gothic.




= J—

N e Je - = =E
bae BT T k-
€ ¢ O candars E2

-

Clipboard ru 0 CASTELLAR ient
O Centaur

Al » CH
O Century

A O Century Gothic
O Century School@aok

1 ﬁ O chiller E

() Colonna KT
2 Date O Comic Sans MS

3 5{311 O Consolas

— O Constantia
4 5/11, O Cooper Black

3.The text will change to the selected foht.

B C

| FITNESS PROGRE

2 Date Weight Chest Waist
3 5/3/13 140 32 31
4 |5/11/13 140 32 31

To change the font color:

1.Select the cell(s) you want to modify.

B C

i | FITNESSePROGRESS

2 Date Weight Chest Waist Hips

3 |5/3/13 140 32 31 40

4 5/11/13 140 32 31 39.5




2.0n the Home tab, click the drop-down arrow next to the Font Colorcommand, then
select the desired font color. In our example, we'll choose Green.

=y X

D Century Gothic - 24 - A A == — - E
E -
Paftef B I U- - H-fAr E===3= [
Clipboard T Font B Automatic

| Theme Colors
— M /'H EEEENEE

y |

[FITNESS PF!!!.I&!E"I'

More Colors
: | Green |

2 Date Weight Che-

3.The text will change to the selected font color.

4 A | B | ¢ | b | E

1 |FITNESS PROGRESS

2 Date Weight Chest Waist Hips
3 5/3/13 140 32 31 40
-’-1_5/11/13 140 32 31 39.5
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To use the Bold, Italic, and Underline commands:

1.Select the cell(s) you want to modify.
C D E

1 | FITNESS:PROGRESS

2 Date Weight Chest Waist Hips
3 5/3/13 140 32 31 40

4 5/11/13 140 32 31 39.5

2.Click the Bold (B), Italic (I), or Underline (U) command on the Home tab. In our
example, we'll make the selected cells bold.

-

ﬂ -
D % Century Gothic - (24 -~ A A
Eg -

Paste N e | O A

Clipboard Font ]

Bold (Ctrl+B)
Make your text bold.

A ' B ' C
3.The selected style will be applied to the text.

Al



. B c D

A | E
1 |FITNESS PROGRESS

2 Date Weight Chest Waist Hips
3 5/3/13 140 32 31 40
4 5/11/13 140 32 31 39.5

Cell borders and fill colors

Cell borders and fill colors allow you to create clear and defined boundaries for different sections of
your worksheet. Below, we'll add cell borders and fill color to our header cells to help distinguish them
from the rest of the worksheet.

To add a fill color:

1.Select the cell(s) you want to modify.

4 ~ | 8 | ¢ | b | E | F | 6 \ H | ! !
1 |[FITNESS PROGRESS CHART

2 |Date |Weight |Chest ‘Waist ‘Hips ‘Forearm |Estimated Lean Body ‘Estimated Body Fat |Estimated Bodyq'} Fat % |
3 |5/3/13 140 32 31 40 11.5 103.8 36.2 0.259

4 |5/11/13 140 32 31 39.5 11.5 103.9 36.1 0.258

5 |5/19/13 139 32 31 39.5 11.5 103.2 35.8 0.258

6 |5/26/13 138 31 30 39 11 103.4 35.6 0.256

7 6/1/13 138 31 30 39 11 103.4 35.6 0.256

2.0n the Home tab, click the drop-down arrow next to the Fill Colorcommand, then
select the fill color you want to use. In our example, we'll choose a dark gray.



Calibri 12 A A== -
B I U- H- DA~ E== &3
Font Theme Colors ilign

HE EEEETHE
I Date

: @JI'IIII'I
SS P RC White, Background 1, Darker 50%
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Recent Colors
HNE

No Fill
0 32

% More Colors...

3.The selected fill color will appear in the selected cells. We've also changed the font
color to white to make it more readable with this dark fill color.
Al B | ¢ | b | E | F | G H I

1 FITNESS PROGRESS CHART

Date Weight Chest Waist Hips Forearm Estimated Lean Body Estimated Body Fat Estimated Body Fat %

M

3 |5/3/13 140 32 31 40 11.5 103.8 36.2 0.259

4 5/11/13 140 32 31 395 115 103.9 36.1 0.258

5 |5/19/13 139 32 31 395 115 103.2 35.8 0.258

6 5/26/13 138 31 30 39 11 103.4 35.6 0.256

7 6/1/13 138 31 30 39 11 103.4 35.6 0.256
To add a border:

1.Select the cell(s) you want to modify.

A | B | C | D | E | F | (€] H I

+ FITNESS PROGRESS CHART

2 Weight Chest Waist Hips Forearm Estimated Lean Body Estimated Body Fat Estimated Body Fat %
3 |5/3/13 140 32 31 40 11.5 103.8 36.2 0.259
4 |5/11/13 140 32 31 39.5 11.5 103.9 36.1 0.258
5 |5/19/13 139 32 31 39.5 11.5 103.2 35.8 0.258
6 |5/26/13 138 31 30 39 11 103.4 35.6 0.256
7 |6/1/13 138 31 30 39 11 103.4 35.6 0.256

2.0n the Home tab, click the drop-down arrow next to the Borderscommand, then
select the border style you want to use. In our example, we'll choose to display All
Borders.
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3.The selected border style will appear.

4 A | B | C |

D

E

F

%]

 FITNESS PROGRESS CHART

3 5/3/13 |140 32 31 40 11.5 103.8 36.2 0.259
4 5/11/13 (140 32 31 39.5 11.5 103.9 36.1 0.258
5 |5/19/13 |139 32 31 39.5 11.5 103.2 35.8 0.258
6 5/26/13 |138 31 30 39 11 103.4 35.6 0.256
7 6/1/13 |138 31 30 39 11 103.4 35.6 0.256

Cell styles

Instead of formatting cells manually, you can use Excel's predesigned cell styles. Cell styles are a

Draw Borders

i}
%

e
£

H

Draw Border

Draw Bord er%rid

Erase Border

Line Color

Line Style

More Borders...

quick way to include professional formatting for different parts of your workbook, such

as titles and headers.

To apply a cell style:

In our example, we'll apply a new cell style to our existing title and header cells.

1.Select the cell(s) you want to modify.




A

B | ¢ | o | E

1

[\

L L F Ll
FITNESS PROGRESS CHART

~N o v AW

5/3/13 140 32 31 40 11.5 103.8 36.2 0.259
5/11/13 |140 32 31 39.5 11.5 103.9 36.1 0.258
5/19/13 |139 32 31 39.5 11.5 103.2 35.8 0.258
5/26/13 |138 Sl 30 z 11 103.4 35.6 0.256
6/1/13 |138 Sl 30 Es 11 103.4 35.6 0.256

2.Click the Cell Styles command on the Home tab, then choose the desired style from
the drop-down menu.

Conditional Format as
Formatting ~

Calculatlon

Headlngl Heading 2 Heading 3

N 36.2 20%- Accentl 20%- Accent? | 20% - Accent3
A0% - Accentl  40% - Accent2  40% - Accent3
36.1
358 ' 40% - Accentl
358 e Lo |
356 MNumber Format
N Comma Comma [0] Currency
35.6
——— [E Mew Cell Style...
|i| Merge Styles...
3.The selected cell style will appear.
A B | ¢ D | E | F
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Good, Bad and Neutral

Mormal Bad

Data and Model

Output Warning Text

Titles and Headings

Themed Cell Styles

Good

heck Cell Explanatory ...

> AutoSum - A
%] Fill -

= & Clear~

oy £

Sort & Find &
Filter = Select -

Meutral

Input Linked Ce

Heading 4

20% - Accentd

40% - Accentd

Currency [0]

Mote
Title Total
20% - AccentS  20% - Accent6
A0% - AccentS  40% - Accent6

Percent
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FITNESS PROGRESS CHART

~N o n e w

Date Weight Chest Waist Hips Forearm Estimated Lean Body Estimated Body Fat Estimated Body Fat %
5/3/13 140 32 31 40 11.5 103.8 36.2 0.259
5/11/13 [140 32 31 39.5 11.5 103.9 36.1 0.258
5/19/13 |139 32 31 39.5 11.5 103.2 35.8 0.258
5/26/13 |138 31 30 39 11 103.4 35.6 0.256
6/1/13 [138 31 30 39 11 103.4 35.6 0.256




Text alignment

By default, any text entered into your worksheet will be aligned to the bottom-left of a cell, while any
numbers will be aligned to the bottom-right. Changing the alignment of your cell content allows you to
choose how the content is displayed in any cell, which can make your cell content easier to read.

To change horizontal text alignment:

In our example below, we'll modify the alignment of our title cell to create a more polished look and
further distinguish it from the rest of the worksheet.

1.Select the cell(s) you want to modify.

4 A | 8B | c | b | e | F | G | H | ! |
1 |[FITNESS PROGRESS CHART
at ‘ ht st Waist  Hips Forearm Estimated Lean Body Estimated Body Fat Estimated Body Fat %

2.Select one of the three horizontal alignment commands on the Home tab. In our
example, we'll choose Center Align.

- = Wrap Text

= 3= Merge & Center -

Alignment a

Center

Center your content,

3.The text will realign.
d A | B | ¢ | D | E | F | G | H |

: FITNESS PROGRESS CHART

ro

3 | 5/3/13 140 32 31 40 11.5 103.8 36.2 0.259
4 | 5/11/13 140 32 31 LS 11.5 103.9 36.1 0.258
5 | 5/19/13 139 32 31 39.5 11.5 103.2 35.8 0.258
6 | 5/26/13 138 31 30 39 11 103.4 35.6 0.256
7 | 6/1/13 138 31 30 39 11 103.4 35.6 0.256

To change vertical text alignment:

1.Select the cell(s) you want to modify.



4 A | 8 | c | b | E | F | G | H | ! |

: FITNESS PROGRESS CHART

Hips Forearm Estimated Lean Body Estimated Body Fat Estimated Body Fat %

2.Select one of the three vertical alignment commands on the Home tab. In our
example, we'll choose Middle Align.

— - %WIEPTM

= [€= 3= Merge & Center -

Alignment P
Middle Align

Align text so that it is centered
between the top and bottomn of the
cell.

3.The text will realign.

A A | B | ¢ | b | E | F | G | H I

FITNESS PROGRESS CHART

1

2 Date  Weight Chest Waist Hips Forearm Estimated Lean Body Estimated Body Fat Estimated Body Fat %
3 | 5/3/13 140 32 31 40 115 103.8 36.2 0.259

4 | 5/11/13 140 32 31 395 115 103.9 36.1 0.258

5 | 5/19/13 139 32 31 395 115 103.2 358 0.258

6 | 5/26/13 138 31 30 39 11 103.4 35.6 0.256

7 | 6/1/13 138 31 30 39 11 103.4 35.6 0.256

Format Painter

If you want to copy formatting from one cell to another, you can use the Format Paintercommand on
the Home tab. When you click the Format Painter, it will copy all of the formatting from the selected
cell. You can then click and drag over any cells you want to paste the formatting to.

sile %Cut

D B Copy ~
Paste B8 ~-opy
- ~ Format Painter

Clipboard M
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