Learning Objectives

After reading this chapter, you will be able to:

· Indent, align, wrap, and shrink a cell entry

· Create and apply number formats and styles to maintain consistency and to speed worksheet formatting

· Use drawing tools to create and format lines and shapes for enhancing a worksheet’s appearance

· Insert WordArt objects, clip art, photographs, and other embedded objects into a worksheet

· Create, modify, and format chart sheets and elements

