II. Creating a Parent Sign-in Sheet Using Excel                   
Template File Name: excel_1(Sheet 3)
Preparing the Sheet         
1. Click and drag the Sheet 3 tab in between Schedule and Sheet 2
2. Right click on tab to rename it Parent Sign-in and choose a color.
3. Click Page Setup. Click Landscape
4. Click the Margins tab. Choose .5 for each margin

5. Click View / Page Break Preview then View / Normal. This will get the page break dotted lines to appear.
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Column Width / Row Height
1. Highlight the columns B, C, and D. 
2. Click and drag the line between B and C until you get 275 pixels. This should stretch the columns to reach the dotted page break lines. 

3. Click in any cell to deselect all the cells. 
4. Select Rows 5 through 31. Click and drag the line between rows 5 and 6 until you get 40 pixels.
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Merging Cells

1. Highlight Cells A1 – D1
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On the menu bar, click Format/ Cells /Alignment tab or Right-click on the highlighted cells and click Format Cells, then alignment tab.

3. Click the Merge Cells box under Text Control. Click Ok. Click the center alignment button.
4. Highlight the cells A2- D2. Use the Merge and Center icon on the formatting tool bar. 
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Editing Text 
1. Select A1. Change the formatting of the title to bold, size 20, font Verdana, any color, and center alignment.
2. Select A2. Type Staying Connected – August 16, 2006. Change the formatting to Italics, size 18, font Verdana and center alignment. Change text color.
3. Highlight all the cells A4 to D4. Change font to Verdana, bold, center alignment and size 18.
4. Highlight cell A4. Change to right alignment.

5. Highlight A5. Change font to Verdana, size 18, and bold. Leave left alignment.
[image: image5.png]Copy Cells

Fill Series

Fill Eormatting Only
Fill Without Formatting




[image: image6.png]g e
O wrap text
O shrink to fit
[ Merge cells



Fill Down Text
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Select Cell A5. 

2. Place you cursor on the bottom right corner of the cell.  

3. Drag the single line cross down to cell A31
4. Click the Smart tab icon to select Fill Series.
Borders

1. Highlight cells A4 – D31. 
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Click the Border tab. Click the All Borders Preset buttons. 
3. Highlight Cells A4 – D4 to place a thicker border around the titles.
Inserting Clipart
1. Select the title cell.
2. Click Insert/ Picture / Clip Art
3. Type games in the Search for box.
4. Find the puzzle piece. Click on the picture once. 
5. Click and drag in the center of the clip art to position and click and drag corner handles to resize.
Previewing and Printing
1. On the standard Menu Bar Click Print Preview  icon 
2. If you do not see the margins, click the Margins button.

3. Move the margins by placing your cursor on one of the vertical black lines until you get a 4-headed arrow. Move the line until you get your information centered.

4. If there is a next button, then you have extra pages.  


If you do not see the Standard menu bar, click View/ Toolbars / Standard. 





Any toolbar that is missing can be viewed this way.





Numbers automatically align to the left. Letters align to the right.





To add extra rows with the same formatting, highlight cells A31 – D31. Grab the bottom right corner of the cell and drag the cross line down two more rows. Formatting and numbering are automatically added.








