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 Home Elements 

Wrapping or shrinking text to fit the cell 

If you have text too wide to fit the column width but you don’t want that text to spill 

over into adjacent cells, you can use either the Wrap Text option or the Shrink to Fit 

option to accommodate that text. 

The Wrap Text option displays the text on multiple lines in the cell, if necessary. 

Use this option to display lengthy headings without having to make the columns too 

wide and without reducing the size of the text. 

The Shrink to Fit option reduces the size of the text so that it fits into the cell without 

spilling over to the next cell. 

 

Merging worksheet cells to create additional text space 

A handy formatting option is the ability to merge two or more cells. When you merge 

cells, you don’t combine the contents of cells. Rather, you combine a group of cells 

into a single cell that occupies the same space. The worksheet shown in Figure 1. 

contains four sets of merged cells. Range C2:I2 has been merged into a single cell, 

and so have ranges J2:P2, B4:B8, and B9:B13. In the latter two cases, the text 

direction has also been changed 

 

 

Figure (1): Merge worksheet cells to make them act as if they were a single cell. 
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To merge cells, select the cells that you want to merge and then click the Merge & 

Center button. The cells will be merged, and the content in the upper-left cells will 

be centered horizontally. 

 

 

Displaying text at an angle 

In some cases, you may want to create more visual impact by displaying text at an 

angle within a cell. You can display text horizontally, vertically, or at any angle 

between 90 degrees up and 90 degrees down. 

From the Home ➪ Alignment ➪ Orientation drop-down list, you can apply the most 

common text angles. For more control, use the Alignment tab of the Format Cells 

dialog box. In the Format Cells dialog box. 

 

 

Figure (2): Rotate text for additional visual impact. 

Controlling the text direction 

Not all languages use the same character direction. Although most Western 

languages are read left to right, other languages are read right to left. You can use 

the Text Direction option to select the appropriate setting for the language you use. 

This command is available only in the Alignment tab of the Format Cells dialog box. 

 

Using Colors and Shading 

Excel provides the tools to create some colorful worksheets. You can change the 

color of the text or add colors to the backgrounds of the worksheet cells. 
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You control the color of the cell’s text by choosing Home ➪ Font ➪ Font Color. 

Control the cell’s background color by choosing Home ➪ Font ➪ Fill Color. Both 

of these color controls are also available on the Mini toolbar, which appears when 

you right-click a cell or range. 

 

Adding Borders and Lines 

Borders (and lines within the borders) are another visual enhancement that you can 

add around groups of cells. Borders are often used to group a range of similar cells 

or to delineate rows or columns. Home ➪Font ➪ Borders drop-down list shown in 

Figure 3. 

 

 
 

Figure (3):  the Borders drop-down list. 
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You may prefer to draw borders rather than select a preset border style. To do so, 

use the Draw Border or Draw Border Grid command from the Home ➪ Font ➪ 

Borders drop-down list. 

 
 

Figure (4): The Border tab of the Format Cells dialog box. 

 

Before you display the Format Cells dialog box, select the cell or range to which you 

want to add borders. First choose a line style, and then choose the border position 

for the line style by clicking one of the Border icons. 

 

Adding a Background Image to a Worksheet 

 

In some situations, you might want to use a graphics file to serve as a background 

for a worksheet. This effect is similar to the wallpaper that you may display on your 

Windows desktop or as a background for a web page. 

To add a background to a worksheet, choose Page Layout ➪ Page Setup ➪ 

Background. Excel displays a dialog box that enables you to select a graphics file. 
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Figure (5):  Adding any image file as a worksheet background image. 

 

Keep in mind that using a background image will increase the size of your workbook 

because the image is stored in the workbook file. 

 

 

  

 


