Lecture Notes
Chapter 6
Advanced Workbook Formatting
Overview
In this chapter, learners will apply themes and use other methods to improve the appearance of their worksheets. They will then work with custom number formatting, customize a page by adding a worksheet background image, and modify the document properties.
Chapter Topics
	Formatting with Themes
Customizing Themes
	Cell Styles
	Using the Format Cells Dialog Box
Cell Borders and Fill

	Creating Custom Number Formats
International Formatting
	Customizing the Page Setup
Adding a Worksheet Background Image
	Editing Document Properties


Chapter Timing
The following table lists the estimated time to complete this chapter:
	Develop Your Skills
	Self-Assessment (online)
	Reinforce Your Skills
	Apply Your Skills
	Project Grader
	Extend Your Skills
	TOTAL

	1 hr 30 mins
	20 mins
	40 mins
	30 mins
	1 hr 30 mins
	1 hr 30 mins
	[bookmark: _GoBack]6 hrs


Preparing for This Chapter
A complete installation of Microsoft Excel 2019 and an Internet connection are required for successful completion of this chapter.
A customizable PowerPoint presentation is available to support this chapter.
Lecture Plan
	Major Topic
	Subtopic(s)
	Notes

	Formatting with Themes
	· Customizing Themes
	Discussion
· Share that themes consist of three elements: unique sets of colors, fonts, and effects.
· Explain themes are applied to the whole workbook, so all worksheets are consistent.
· Customize a theme by changing each of the three elements individually.
· Choose options from a gallery or by choosing each color or font individually.
· Explain that changes can be saved to the theme in order to use it in other documents.
· Point out the theme being used for the current document.
Questions/Activities
· Ask: When you customize a theme, what is it applied to?
· Ask: What fonts are part of a theme? (Answer: heading and body font)
· Ask: How can you use a customized theme in another document? (Answer: Save the changes made.)
· Activity: Have learners open a workbook, apply a theme, and then make changes to it.

	Cell Styles
	
	Discussion
· Explain how using cell styles helps keep styles consistent throughout the workbook.
· Display the Cell Styles on the Home tab.
· Explain that the Cell Styles option combines the font, color, fill, and alignment formatting.
· Show how to create a new cell style.
· Demonstrate how to modify an existing cell style.
· Explain that new or modified cell styles only affect the current workbook.
Questions/Activities
· Ask: Why would you use a built-in cell style? (Answer: to ensure a worksheet has a uniform design)
· Ask: What does a cell style consist of?
· Activity: Using the workbook from the previous section, apply a cell style.

	Using the Format Cells Dialog Box
	· Cell Borders and Fill
	Discussion
· Explain that you can use the Format Cells dialog box for more options than the Ribbon offers.
· Show how the Format Cells dialog box can be quickly launched from the Font, Alignment, or Number groups on the Home tab of the Ribbon.
· Discuss the contents of the six tabs in the Format Cells dialog box.
· Explain that the starting tab depends on which method was used to open the 
dialog box.
· Show that the Borders tab in the Format Cells dialog box has a gallery of cell border styles and colors.
· Demonstrate how to apply a variety of fills from the Fill tab.
Questions/Activities
· Ask: When do you think it would be useful to use the Format Cells dialog box? (Answer: if a range requires several specific formatting adjustments not available from the Ribbon)
· Ask: How is a gradient different from a pattern fill?
· Activity: Using the workbook from the previous section, have learners explore each of the six tabs in the Format Cells dialog box.

	Creating Custom Number Formats
	· VIDEO: “Custom Number Formatting”
· International Formatting
	Discussion
· Explain how you can customize a number format by adding text or symbols to a number, such as 99USD, or display preceding zeroes, such as 000395.
· Display the international formatting options.
· Show the video and discuss the contents: 
· Difference between the # and 0 codes in a custom format
· Common symbols used
· Creates a custom format
Questions/Activities
· Ask: What code would you use as a digital placeholder that is always displayed?
· Ask: What is required to display text in a custom format? (Answer: The text must be enclosed in quotation marks.)
· Activity: Using the workbook from the previous section, let learners create custom format codes using the Format Cells 
dialog box.

	Customizing the Page Setup
	· Adding a Worksheet Background Image
	Discussion
· Explain the default page settings:
· Normal margins 
· Letter size (8.5 x 11)
· Portrait orientation
· Discuss how the default page settings can be customized.
· Show how to modify page setup settings on the Page Layout tab.
· Display Page Layout View and Print Preview to show learners the page settings that are not fully visible in Normal view.
· Explain that background images add visual interest on the screen—they do not print.
· Show how to add a background image.
Questions/Activities
· Ask: Why might you manipulate the margins on a worksheet?
· Ask: Why would you add a background image to a worksheet if it doesn’t print?
· Activity: Using the workbook from the previous section, have learners change the page settings, add a background image, and then view how the worksheet will print.

	Editing Document Properties
	
	Discussion
· Explain that document properties contain important file information.
· Standard document properties include:
· Creation Date
· Date Last Modified
· Author
· File Size
· Discuss other information that can be added, such as:
· Title
· Subject
· Keywords
· Comments
Questions/Activities
· Ask: Where do you find the document properties list? (Answer: Backstage view: FileInfo)
· Ask: Which of the “other” information fields do you think would be useful for your files? Why?
· Activity: Using the workbook from the previous section, have learners modify the document properties.
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