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. Using Microsoft Excel, create a new blank workbogk.

. Save the document as Project E-3 Employee Roster in the “Excel Projects” folder within the
“Lawn Enforcement Projects” foider.

Key the data into the spreadsheet as it appears in Spreadsheet E-3. Unless otherwise noted,
the font should be set to grial 10 point.

Change the font size of cell Al to 16 point,

Format cells A1 — E4 as bold.

Select all cells (Shortcut: <CTRL>+A) and format cells to text.

Format the width of columns A — C to 15, and format the width of columns B — E to 18.
Reﬁa:re the file.

Carefully proofread your work for accuracy.

. Set the Print Area to include all cells containing data in thespreadsheet.

. Use Print Preview and adjust the Page Setup so that the spreadsheet fits on one page.  *

. Print a copy of the spreadsheet if required by your instructor.
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