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Lab 12 – Microsoft Excel _ D 

 

 

Topics covered in this lab 

 Check the spelling in a worksheet 
 Set margins, headers and footers in Page Layout View 
 Preview and print versions of a worksheet 
 Rotate text in a cell 

 

Start 

 Open Microsoft Excel 2010  

 
Exercise 1  
 

 Do the following: 

 
 

 In row 1, to enter a new line in the cell press ALT+ENTER from the keyboard 
o For example, in cell B1, after typing Costs for (press ALT+Enter) then type this year 

 
 In cell B6, calculate the total  
 In cell D2, type the following formula   
 Use the same formula for D3, D4, and D5 
 In cell D6, calculate the Total  

 
Set margins, headers and footers in Page Layout View 
 

 From the status bar (at the bottom), click on the Page Layout View button 

 
 Go to Page Layout 



 

Prepared by Asma’a Ahmad - 2011 

 

Pa
ge

2 

 Click on  
 Choose Narrow 
 In the header area type Expected Costs 

 
 
 
Exercise 2  

 Go to Sheet2 
 Do the following: 

 
 

 Make the text in cell A11 bold and right aligned (use the Align Text Right button  from the 
Home tab) 

 Calculate the Total in cell B11 
 
Rotate text in a cell 

 
 Click on cell A11  
 Right click the mouse, choose  
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 Choose the Alignment tab, then change the Degrees to 45 

 
 

 Click Ok 
 
 
 
Check the spelling in a worksheet 

 From the Review tab, click on the Spelling button  
 Fix any spelling mistakes you might have 

 
 
Preview and print versions of a worksheet 

 Click on File, click Print 
 First you have to choose the Printer that is connected to your computer before you click on Print 

(for this lab, please don’t print) 
 
Save a workbook 
 

 Click on File, choose Save As 

 
 

 From the Save As dialog window, click on the Q drive from the Computer category 

 Save the worksheet inside the ITE100 folder, inside , name it 
lab12_yourName 

 


