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Top Online
Shopping Sites

Controlling What Excel Prints

Lesson Overview

- Gridlines:
Gridlines R : .
This option allows you to view and print
< View the lines between rows and columns to
' make the sheet easier to read.
Print
. Headings:
Headmg-_- This option allows you to view and print
s therowand column headings.
v EW
Print

New Skills

s you may be required to take a written

Page Setup

Page Margins [ Header/Footer X

| Print area
Print tities
Rows to repeat at top:

Columns to repeat at left:

Gnidlines Comments: (None)
Black and white
Draft guality

Row and column headings

Cell grrors as: displayed

Pages=

| @ Down, then over
Qver, then down

Print.., Print Preview Qptions...

Cancel

Alternatively, you can use the Page Setup Dialog Box
Launcher to change the headings and gridlines.
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» Instructions
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Using Microsoft Excel 2013, create a new Blank workbook.
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2. Save the file as 3.4 Top Online Shopping Sites in your My Excel Projects folder.
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3. Key the data as shownin 3.4 Source Doc. A.
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©) Note: Unless otherwise noted, resize the column widths to fit cell contents.
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Make the following formatting changes:

4
~

a. Insert a blank row before row 2
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b. Change the font of cells Al through D13 to Arial

Change the font size of A1 to 18
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Change the font size of row 3 to 14
e. Center align and italicize cells A4 through A13
Change the font color of row 1 to green

g. Change the height of rows 3 through 13 to 36
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h. Select cells A1 through D2 and merge and center
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From the PAGE LAYOUT tab, Sheet Options group, do the following:

I - Gndlines
r:‘ a. Select Print Gridlines View
Print
k)
r Headings
k) b. Select Print Headings
Print
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©) Note: Alternatively, you can use the Page Setup Dialog Box Launcher to make
these changes.

G Note: These options are also accessible in the Backstage View when you select
“Print.”
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Proofread your work for accuracy and format, then resave the file.
7. Select all cells containing data and Print Preview your worksheet.

8. Your worksheet should look similar to 3.4 Source Doc. B.
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Print a copy if required.
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3.4 Source Doc. A

A B C D
1 |Top Online Shopping Sites
| 2 | Number Name Website Specialty
ER 1'/ASOS ASOS.com Style and Beauty
| 4 | 2 Nasty Gal NastyGal.com New and Vintage
ER 3 Mr. Porter MrPorter.com Men's
| 6] 4'Zappos Zappos.com Footwear
| 7| 5 Singer22 Singer22.com Celebrity Clothing
_8_ 6 Otteny Otteny.com Women's Luxury
_i_ 7 Rent The Runway RenttheRunway.com Borrow High End Brands
| 10 | 8 ModCloth ModCloth.com Independent Designers
11 9 Fitiquette Fitiquette.com Virtual Fitting Room
12 10 Shoptiques Shoptiques.com Shop Over 200 Boutiques

Learn-by-Doing: Microsoft Excel 2013
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3.4 Source Doc. B
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Number Name Website Specialty

b1
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| 4 | 1 ASOS ASOS.com Style and Beauty

)1

I . | 5 | 2 Nasty Gal NastyGal.com New and Vintage
I =
l\ | 6 | 3 Mr. Porter MrPorter.com Men's

‘
Il LY 7 | 4 Zappos Zappos.com Footwear
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I 8 5 Singer22 Singer22.com Celebrity Clothing
I »

A 9 6 Otteny Otteny.com Women's Luxury
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Rent The Runway RenttheRunway.com Borrow High End Brands
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11 8 ModCloth ModCloth.com Independent Designers
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Fitiquette Fitiquette.com Virtual Fitting Room
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10 Shoptiques Shoptiques.com Shop Over 200 Boutiques
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