Formatting New Student Hires


Auto-fit all columns

Change all rows to a row height of 20

Change the vertical alignment for the cells to the bottom

Change the department codes to all numbers with no decimals
	Use “Convert to Number”
	Enter a 1 in an empty cell and copy (ctrl C)
Click on the Dept Code and select Paste Special (right mouse click) and then select the bubble for multiply

Center Dept Title and Department Names Column using Format on the Cell dialogue

Create extra space between the ID and Student Name

Split the First and Last Name into 2 columns using Text to Columns and change titles

Change the Date Format of the Job Begin Date

Bold and Increase Font size of Title Row and add double bottom border
	Re-adjust the column width again if necessary

Change the Page Layout to Landscape and Change the Scale to 1 page wide and 4 pages tall

Add a Header, centered and font size 14 “Student New Hires”
Adjust the top margin to allow for a Header
Add the Page number to the footer and adjust the bottom margin

Add Gridlines

Set up the Title on Row 1 to repeat on each page

Copy this spreadsheet right after the first page

On the first sheet, sort by ID #

On the second sheet (the copy) sort by the Dept followed by Last name then First name

Print Preview to check everything

Copy the second sheet to a third sheet

On the third sheet remove duplicates by not checking “job begin date”

Open a new window of sheet 3 and switch first window to sheet 2…. 
Do a side by side comparison
Freeze top row




