
 
WEEK  : 2 
 
TOPIC : Microsoft Excel 
 
AIM  : To understand how to use Excel to create a worksheet. 
 
 
LEARNING OUTCOMES: 
 
After completing this Unit you should able to understand: 

1. Formatting table. 
2. Creating Chart. 
3.  

TOPIC OUTLINE 
 
1.1 Formatting 
1.2 Chart 
 
 
NOTES 
 
 
1.1 Formatting of the Table. 
 

1. Click the cell A1 to make it active. 
2. Change the font size by clicking the font size box and choosing 18. 

 

 
 
 



 
 

3. Highlight cell A3 until cell E8. 
4. Select Format from the Menu bar. Choose AutoFormat 

 
 

 
 

5. Choose the Accounting 2 style and press OK button. 
 



 
 
 
Now the Accounting 2 style is being applied to the table. 
 

 
 
Let us apply the currency and percentage format onto the remaining figures. 
 

1. Highlight cell B9 to cell C11. 

2. Click the Currency Style button  . Repeat the same step for cell E9 
to cell E11. 



3. Now select cell D9 to cell D11 to apply percentage style . Click 
the percentage style button to apply.  

4. Select cell D4 to cell D8 and apply the percentage style. 
 

 
 
 
Border 
 

1. Select cell A11 to cell E11. 
2. Click the arrow on border button for the toolbar and select the thick 

bottom border. 
 
 

 
 
 



 
 
 



1.2 Adding 3-D  Column Chart to the worksheet 
 
The 3-D Column chart is called an embedded chart because it is drawn from the same 
worksheet as the data. 
 

1. Select the cell A3 to cell C7. 

2. Click the Chart Wizard button on the standard toolbar . 
 

 
 

3. With Column selected in the Chart type list, click the 3-D Column 
chart sub-type. 

 

 
 

4. Click Finish button. 



5. Point to an open area in the lower right section of the Chart Area, drag 
the chart down and to the left to position the upper left corner of the 
dotted line rectangle over the upper-left corner of cell A13. 

 

 
 

6. Point to the middle sizing handle on the right edge of the selection of 
the selection rectangle. 

7. Drag the sizing handle to the right edge of the column E. 
 
 



 
 
 
Now we have completed the worksheet. 
 

1. Save your worksheet. 
2. Print the worksheet by choosing File>Print. 
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