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Susan Bauer is an Associate in AdZ’s Human Resources Department and she’s been 

coordinating our internal training classes.  AdZ offers professional development courses for 
employees to improve their computer and management skills, and she’ been using an Excel 
worksheet to track attendance.  Now her boss, Kathryn Wong, wants to present the worksheet at 
a meeting.  Susan knows I do a lot of work in Excel, and has asked me to find her some help in 
improving the appearance of the worksheet.  I thought that would be a perfect job for you.  Susan 
has already entered all the data – it just needs to be formatted. 

 
 

Perform these steps: 
1. Start Excel and open the Training Classes.xls file from the Excel Tutorial 3 Portfolio 

Project working folder. 
2. Format the values in F23:G27 using the Currency format.  Show dollar signs and no 

decimal places. 
3. Format the dates H23:H25 to show the day followed by the abbreviated month name, as 

in 14-Mar. 
4. Increase the width of column H to 8 and the width of column A to 25. 
5. Center the column titles in columns B, C, D, and E. 
6. Wrap the text in cell H22. 
7. Center the worksheet title in cell A1 across columns A-H. 
8. Bold the course category text (i.e., Computer Graphics, Management, Other Tools). 
9. Apply your choice of borders to separate the column titles and totals from the data. 
10. Type your name in cell A29 and save the worksheet as Training Classes1.xls in your 

folder; then print a copy for your portfolio. 
11. Apply a background color to all the cells related to External Courses (cells A22:H27). 
12. Add a text box that calls attention to the increase in attendance in the Print vs. Online 

course (row 8).  For example, the text box can include the words “Print vs. Online is our 
most popular course.” 

13. Apply 3 – 4 other formatting changes to enhance the appearance of the worksheet.  
Remember to avoid over-formatting!!! 

14. Hide gridlines and hide column F and G. 
15. Save the worksheet as Training Classes2.xls in your folder; then print a copy for your 

portfolio. 


