To change several columns or
rows (contiguous or not) to the
same size, first select them,
then click on the right column
heading boundary (1) or row
number boundary of any se-
lected row or column, and drag
toresize. All selected columns
or rows will be set to the same
size.

Y ou can a so resize selected
rows or columns with the For-
mat menu, Row (2) or Column
(3) selection.

- Select Width (for columns)
or Height (for rows) to en-
ter anumber setting the de-
sired size.

Select AutoFit Selection to
automaticaly set the sizeto
fit the largest data value.
For columns, you can set a
default numeric width (4)
for al columns that are not
manually resized.

1. Toformat one or more
worksheet entitiesin the
same way, first select them
with one of the foregoing
techniques, then use the For-
mat menu, Cells selection.

2. The Format Cells dialog has
six tabs. Thefirst five will
be covered in this module.

3. The Number tab has many
categories for formatting
numeric entries and formula
results, including integer and
decimal numbers, currency,
date/time, percentages, frac-
tions, scientific, and special
formats (such as zip codes).

- The*“Genera” category
when used for numbers
usually means a number
will be displayed exactly
asentered. Text infor-
mation is also displayed
with the General format.
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Formatting cells for numbers

and currency are similar.

1. For both formats you can
select the number of decimal
placesto show. Vaueswill
be rounded if necessary.

2. For the number format you
can choose to insert commas
to separate thousands. This
isautomatic for currency.

3. For the currency format you
can choose a symbol from
thelist. Thisisuseful for
foreign denominations.

4. For both formats, you can
select how negative results
should be displayed (minus
sign, inred, in parentheses,
or red and parentheses).

5 The accounting format al-
lows you to align selected
monetary entriesin a col-
umn. Select the number of
decimal places and the sym-
bol.

A cell containing a date and/or
timeisinternally stored asthe
number of elapsed days after
December 31, 1899 with deci-
mal places representing the
time. You can choose from
many display formats:

1. Choose adate format, with
optiona time format. If no
timeis entered, it defaultsto
“12:00 AM”.

2. Choose atime format, with
an optional date format. If
no date is entered, it defaults
to “January 0, 1900”.

3. For both date and time, you
can choose alocation from
the drop down list. Thiswill
change the list of available
formats to those that are cus-
tomary in the chosen country
and language.

12




