KEY SKILLS
MODELLING: TASK 2
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MODELLING : TASK 2 - CONTENTS

e Printing to one sheet only

e Displaying gridlines on printouts

e Displaying column letters and row numbers on printouts
¢ Inserting name onto printouts

e How to use custom headers/footers

e Changing margins/page orientation

e How to print a certain area of the sheet

e How to hide/unhide columns

e Changing formats e.g. decimal places, currency
e Adding borders

e Sorting data

. :
a Wherever you see this symbol, make sure you remember to save your work!

© www.teach-ict.com All Rights Reserved




MODELLING : TASK 2

It is essential to have a look at what
your document will look like when
printed before actually printing it.

You need to make sure that the correct

range of cells will be printed, that it fits
neatly onto the page, and that you have

selected the correct orientation
(Portrait or landscape).

On the teach-ict.com website, open the

‘ski.xls’ file and save it to your area.

PRINTING TO ONE SHEET ONLY

To make sure that your work is only
printed over one page, you should do
the following:

e Go to ‘File’

e Go to ‘Page Setup’

e Make sure that the Page tab is
selected

e Under ‘scaling’

e Click ‘Fit to 1 page’
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DISPLAYING GRIDLINES ON PRINTOUTS

To display gridlines when you print your

work, go to file > Page Setup.

e Select the Sheet tab
e Click ‘Gridlines’

Page Setup

Page Margins | Header/Footer Sheet
Print area:
Print titles
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DISPLAYING COLUMN LETTERS & ROW
NUMBERS ON PRINTOUTS

Ensure that the ‘sheet’ tab is selected.
Click ‘row and column headings’.
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HOW TO USE HEADERS/FOOTERS

Headers and footers contain information
that will appear on every page of a
worksheet, such as page number,
current date, file name, author etc. In
Excel you can find the Header and
Footer option under ‘File’ > “‘Page
Setup’. The following window will
appear:

Page Setup E]@
Page ) Margins | HeaderfFooter | Sheet
=
b By

@ pdjusttar (100 %% normal size

OFicto: |1 % | page(s) wideby |1 < |tal
Paper sige: At A4
Print guality: | 600 dpi -
First page number: ko

Custom Headers/Footers

Ensure that the Header/Footer tab is
selected in the page setup window.
To add your name to the header or
footer click on the ‘Custom header’ or
‘Custom footer’ button. The following
dialog box will be displayed:
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To format kext: select the text, then choose the Font button.
Taoinsert a page number, date, time, file path, filename, or tab name: position the
inssrtion paint in the edit box, then chaose the appropriats buttan, B

Toinsert picture: prass the Insert Picture button, To format your picture, place the
cursor in the edit box and press the Format Picture: button.

Left section: Center section: Right section:

In this box you have the choice to enter
your information into the left section,
centre section or right section.

Once you have entered your
information, click OK.

You will not see the information you
have just entered on your worksheet.
To view the information, look at the
print preview.

Pre-Set Headers/Footers

In page setup, when you have the
Header/Footer tab selected, there are
two drop down boxes. Here, Excel
suggests various options that it thinks
you might like to have in your header or
footer. There are three tab positions,
separated by commas. Have a look at
these and select different options.

CHANGING PAGE ORIENTATION

There are times when it is more
appropriate to set your page up to be
landscape orientation, rather than
portrait.

To change your page orientation, go to
‘File’ > ‘Page Setup’, select the ‘Page’
tab and click your chosen orientation.

CHANGING MARGINS

In Excel it is possible to change the
distance between your data and the
edge of the paper. These are your
margins. To change page margins,
select ‘File’ > “Page Setup’ select the

margins tab.
Page Sotup [2]%]
Fage || Marpns | resder(Focter | Shest
l=l; TT" = [ e,
= : — [Pk Erevien
_ [
Left: = EI-D;K 5
Bottom: Footer
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At the bottom of this window the
alignment of data can be changed. The
default alignment is left-aligned. It can
be changed to horizontal or vertical
alignment.




MODELLING : TASK 2
HOW TO PRINT A CERTAIN AREA OF
YOUR SHEET

Sometimes, you do not want to print
the whole of your spreadsheet.

To only print an area of your worksheet,
you should set the print area:

e Highlight all cells with content
you wish to print

e Click on ‘File’

e Select ‘Print Area’

e Select ‘Set Print Area’

Now print preview again.

HOW TO HIDE/UNHIDE COLUMNS

If there are columns that you do not
want to display, you can hide the
column by doing the following:

e Click a letter at the top of a
column (this will highlight the
column)

e Select ‘Format’ > ‘Column’ >
‘Hide’

e Alternatively, right-click in the
column header and select Hide
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To unhide a column, click the letters at
the top of the columns on either side of
the column you wish to unhide. This will
highlight the columns.

Then select ‘Format’ > ‘Column’ >
‘Unhide’, or alternatively right-click in
the header and select Unhide.

CHANGING FORMATS E.G. DECIMAL
PLACES, CURRENCY

To change the format of cells, highlight
the cells you want to format, right-click
and select ‘Format Cells...’. The
following window will appear:

Format Cells ﬂ )

Aligrirment Fant Border | Patterns | Protection

Sample

Currency

Accounting General farmat cells have no
Date specific number Format,
Time

Percentage

Fraction

Seientific

Text
Special
Custam

With the number tab selected, you can
look through the options to see which is
most appropriate for the data.

Some categories offer additional
choices, for example if you choose
number, the number of decimal places
needs to be determined.

ADDING BORDERS
To add borders to a spreadsheet:

e Highlight the cells that you want
to add a border to

e Right-click in the cells

e Select ‘Format Cells...

e The following window will be
displayed:

e Click on the lines you wish to
add, style and colour

el Wder
5|
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The selected border style can be applied by clicking the presets, preview
diagram or the buttons above.
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SORTING DATA

Simple sorts can be performed using the
Sort tool. Data can be sorted either in
ascending order or descending order.

To sort your data:

e Highlight the data you wish to
sort (as in the example)

z = |
N

4 Unit Unit Cost Number Total
| 5 |Airfare Ticket £ 99.00 1£ 29.00
| 6 |Bus Transfer Ticket £ 20.00 2 £ 40.00
| 7 |Accommadation Week £ 70.00 1T £ 70.00
| 8 |Ski Pase (local rate) Ticket £ 90.00 1£ 90.00
| 8 |Equiprment rental Waek £ 70.00 1£ 70.00
|10 |Food Day. £ 12.00 7E 84.00
| 11 [Entertainment Night £ 2400 B £ 144000

12
113 | Total i 597.00
4]

(5

e Click ‘Data’ on the main menu
e Select ‘Sort’

s | Data | Window Help

21 sert.. l
Eilter » i

Farm...
Subtatals. ..

Validation..,

L Jol |

Table...

Text to Columns, .. k

Consolidate. ..
Graup and Cutline »
]| PivotTable and PivokChart Repart...
Impart External Data »
List 3

EML »

© www.teach-ict.com All Rights Reserved

The following window will be displayed.
In this you should select the column you
want to sort by, followed by whether
this should be sorted in ascending order
or descending order.

It is then possible to sort by another
column, and then a 3".

Sort @E

Sart by
atal w| (@ ascending
() Descending
Then by
w | (¥ ascending
() Descending
Then by

v | (@ ascending
() Descending
My data range has

(%) Header row () No header row

[thions... ] [ [o]4 ] [ Cancel




