2. Checking that the data is displayed correctly

Adjusting column width

Column width can be adjusted to make space for the contents of each cell. Figure 4.12 shows the word Temperature in cell A1.It has spilled over into B1.If you are planning to enter numbers in column B, the overspill may spoil the look of your spreadsheet.
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To adjust the column, move the white cross over the dividing line between A1 and B1.A double-headed dividing arrow appears as in figure 4.13.
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Double-headed dividing arrow. Hold the left mouse button
down and drag to left o right to adjust the column width as
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automaticall to the size of the data entered.





Figure 4.14 shows cell A1 enlarged to contain the word temperature without overspill.
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Here are three example worksheets with exactly the same data but with changes made to column widths, heights, borders, shading and font sizes.  It is easy to make the changes to improve the look of your worksheet.

Click the links below to look at the spreadsheets:

Example 1 – before any changes were made
Example 2 – after column width, row height and font size was changed
Example 3 – after shading and borders were added
