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Lesson E-3:  Employee Roster Intro to Excel v5 
  

Instructions to MS Excel Using Office Specialist 

1.  Open the Starter Document E3 Employee Roster found on the Lesson Web Page. 

2.  Save document E3 Employee Roster to the Excel Folder in your Comp Apps Folder. 

3.  

Format Column Width: Format the width of column A – C to size 15. How? Highlight the section 

of columns (A-C), right click, select Column Width, then type in the value of 15.  Now format the 

width of columns D-E to size 18.  How? Highlight the section of columns (D-E), right click, select 

Column Width, then type in the value of 18.   
 

Why?  This function will widen the columns, allowing room for you to key the data into the worksheet. 
 

4.  Format Font & Font Size: Press (CTRL + A) to SELECT ALL, then pick font Arial and Font Size 10. 

5.  

Data Entry:  

Key (type) in the data into the spreadsheet as it appears in Data Sheet Project E-3 below or on the 

back of this sheet.  Unless otherwise noted, the font should be set to Arial and size 10 point. 

Complete the Data entry first, before going on to Step 6 

6.  Title: In Cell A1, change the font size of Lawn Enforcement to size 16 point & boldface.  

7.  Subtitle:  In cell A2, format the subtitle Employee Roster using 12-point font with boldface. 

8.  

Format Font:  Format cells A4 – E4 as boldface. (CTRL +B) How? Select A4 through E4, click the 

tool for Bold.  

** Remember, Information in row 4 should be typed using ALL CAPS – Use the CAPSLOCK Key.** 

9.  

Format Text:  Select All Cells (Ctrl + A) and format the cells to text.  

How? Right click on the gray area/selected cells, then select “Format Cells” from the menu.  

 In the Number Tab section click on TEXT from the menu.  
 

What Does This Do? This will read all characters, numbers, symbols you’ve typed as text only. 

The characters have no numerical value on this setting, they are not to be calculated. 

10.  

Format Text as Numbers: Select cells C5 – C20. Right click the gray selected area, chose Format 

Cells, Choose Number with a place value of 0.  Ask for help if needed.  Align C5 – C20 to the left of 

the column using the left alignment tool.  

11.  Re-Save this file. (Ctrl+S) 

12.  Margins: Set Margins.  How? Click Layout Tab, Go to Margins and choose Narrow.     

13.  
Page Layout: Set the Page Orientation to Landscape.  How? Click Layout Tab, click Orientation 

and choose Landscape.    

14.  Data Entry:  In cell A22 type Your first and last name.  Align text to the Left Margin of the cell. 

15.  Data Entry:  In cell A23 type the day and period of this class.  Align text to the Left Margin. 

16.  Data Entry:  In cell A24 type today’s calendar date. Align text to the Left Margin of the cell. 

17.  
Alignment:  Align Left: Align Cells A22, A23, and A24.  How?  Select A22, A23, & A24 going down 

in the column, then click the Align Left Button in the Alignment Section of the Toolbar. 

18.  Save again, ask a peer to proofread your work, carefully proofread your work for accuracy & save. 
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 Data Sheet Project E-3. 


