
Formatting on a spreadsheet.

• Columns usually have 
a title because it 
makes the 
spreadsheet easier to 
read and understand.

• This spreadsheet 
needs a main title so 
people can know 
what the spreadsheet 
is about. 



• This is the merge and 

center tool. 

• It lets you combine 

cells with one title or 

subject line.



• Click on a cell and type the information you 

want in it. 

• In the cell A1 type in the following information: 

Yearly rainfall in the States

When you are done, select the cells you want 

combined.

So highlight cells A1-C1. Then click on the merge 

and center button.

This will set your data evenly among all your cells.



• Now that the spreadsheet has a main title for the 

rows and columns, let’s make it easier to read by 

lining up the cells and rows.

• These are called the alignment tools.

They let you align your data to the right, 

center or left of your spreadsheet.



• To align your cells, click and highlight the cells you want to 
align. Then click on the alignment tool you want.

• So click and highlight cells A2 through C 7. Then click on 
the center alignment tool.  Then click on any cell to remove 
the highlight and you will see your alignment.



Making a title stand out…

• To make a title or column stand out in your 

spreadsheet, you have to use the border 

tool.



• To use the border tool, click and highlight 
the cells you want to stand out. Then click 
on the border tool and select the border 
you want.

• Select cells A 1-D1 and highlight them. 
Then click on the border tool and click the 
underline border. 



Great! Now we want to have the 

program round off our decimal 

numbers.
• In order to remove decimals and make numbers 

whole number we have to use the increase and 
decrease decimal buttons.

• Clicking them adds or removes decimals to your 
data one decimal at a time. Each time you 
remove a decimal the program rounds up the 
numbers in your data automatically.



• This button adds decimals to your number.

• This button deletes decimals from your 

number.



Let’s try it!

• Select all the data in the total rainfall 

column.(c)

• Now, click on the decrease decimal tool to 

show only whole numbers.



Great! But what if we want to organize our 

data in alphabetical or numerical order?
• To organize your data in abc or number order you have 

to use the ascending  or descending order tool.

• To use it simply click on the cell or groups you want to 
sort and highlight them. Then click on the ascending or 
descending tool.

• The ascending lets you sort from A-Z or smallest to 
largest.

• The descending lets you sort from Z-A or largest to 
smallest.



• Click on the cell a3 and highlight all the 

data from A3 to C 7. Then press the 

descending sort tool.

If you select a cell in the column all the other information will sort as 

well.

If you select only a group only that information will sort.



Great! Now how do we add up all 

our data?
• To add up your data you need to use the 

sum tool on your spreadsheet.

• To use it, select the cells you want to add 

then click on the sum tool.



• Now type the word total in cell A8. Then 

highlight cells B3-B7 and then click on the 

sum tool.

Then do the same for columns c3-c7.



You want your totals to stand out.

• To make your totals stand out, you can 

add color. To add color you would use the 

fill tool.



• Highlight cells b8 and c8. Then click on the 

fill button and pick the color you want to 

use to make your totals stand out.


