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Excel – Part 2 

 
Objective: Format text in an Excel document to give a document a more appealing look. 
 
1.  Open our ‘CoasterCorp.xlsx’ workbook 
 
2.  Drag to Highlight the first 4 cells in Row 1 (Row 1, Columns A-D). Go to Home => 
Alignment => Merge and Center.  This will combine the cells necessary to center the Title at the 
top. 
 
3.  Highlight ‘Ride Theme Information’.  Change the font size to 26. 
 
4.  Highlight all the text in Row 3 (the column titles for our data).  Change the font to Italics, 
size 20. 
 
5.  Highlight all of your data (Rows 4-28, Columns A-D). Change the font size to 14. 
 
6.  Highlight all your data + titles in Columns A&B (Rows 3-28, Column A&B).  Change the 
alignment to ‘Center’. 
 
7.  Highlight all your data + title in Column C (Rows 3-28).  Change the alignment to ‘Right’.  
Also, go to Home => Number, and select ‘Currency’ from the drop down box. 
 
8.  Highlight all your data + title in Column D (Rows 3-28).  Change the alignment to ‘Right’.   
 
9.  Highlight all the text in Row 3 (the column titles for our data). Go to ​
Home => Font => Fill Color, and select Black.  This will change the background color of this 
row to black.  With your Row 3 still selected, go to Home => Font => Font Color, and select 
White. 
 

10.  Highlight every other row, and change the fill color  of these cells to a grey color. 
 
11.  Highlight all your cells. Click on Borders => All 
Borders to add a border to around every cell 
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