Lesson 11 — Entering Multiple Lines of Text
and Border lines

In the last lesson the cells in the range A1-D1 they were merged
for the reason of adding a title to the worksheet. This worksheet
will have a title and a subtitle. The following will explain how you
can enter text into a cell and determine where you want the
second line of text to begin.

1.Click cell A1 .As these cells were merged, clicking cell A1 will

automatically activate the range A1-D1.Place your mouse to
the end of the title ,directly after the “A” in the word “USA”
and double-click to get a cursor (flashing-beam.)

2.Hold down the ALT key and press ENTER key. This will start
a new line of text in this cell location.

3. Type the text Retail Sales and press the ENTER key.

4. Select cell Al. Then click the Bold button in the Font group
of commands in the Home tab of the Ribbon so that the titles
are now Bold and Italics.

5. Increase the height of Row 1 to 30 points .Once the row is
increased, all the text typed into the cell will be visible. 1
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Skill Refresher
Entering Multiple Lines of Text

L. Activate a cell location.

2. Type the first line of text.

3. Hold down the ALT key and press the ENTER key.

4. Type the second line of text and press the ENTER key.

Borders (Adding Lines to a Worksheet.)

In Excel, adding custom lines to a worksheet is known as
adding borders. Borders are different from grid lines that
appear on a worksheet and that define perimeter of the cell
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locations. The Border command lets you add a variety of line

styles to a worksheet that can make reading the worksheet
much easier.

1. Click the down arrow to the right of the Borders button
in the Font group of commands in the Home page to view
border options.2 and 3

Il o msn omaseo Gomuwa DA REN  EW L
B W ALS ==l B Gv:'qul - E:mm-nn..-;u:. PR TS - T
3 .o v B forimal as Table B poets - B - B
J”.I’- ¥ 8Ty [-D ] L E e - 1] S Cell Sty = _-5'_',-'._-.‘.5'.' &
Cighoard 5 F, Herders fember o e Celk Eddnp
2 1. BofemBe
- fi7 Tog Bordir
- [i Lot Bosde
§ = k
- i NoBor
8 B ane
9 [ Ou
: F e
1 o Thi
4 T Tes
:’ i Tes
@ Tegam
Draw Borders
P DrewEBord
i Drew Eorder Grid
#  Eraws Barth
-J‘ ¢ Calnt
3 B M 4

_ Sheatl | ] i 2

Click amow for Barders
dropdewn menu
..,:l"""" T

[1 g E I

Click 10 add vertical and
horizomal ined ta selected range

A — 'RN-\ Click to add thick bottom border

lClicE to open More Barders menu I

uoLIVEWORKSHEETS



2.Select the range A1:D15. Left click the All Borders option
from the Border drop-down menu. This will add vertical and
horizontal lines to the range A1:D15.(3)

3. Select the range A2:D2.
4.Click the down arrow to the right of the Border button.

5.Left click the Thick Bottom Border from the drop-down
menu. (4)

6. Select the range A14:D14 and apply a Thick Bottom Border
from the drop-down menu. The thick border will help keep the
Excel Formatting Guidelines.

7.Select the range A1:D15.
8.Click the down arrow to the right of the Border button.
9.Click More Borders ...at the bottom of the List.(5)

10.This will open the Format Cells dialog box. You can access
all formatting commands in Excel through the dialog box.

11. In the Style section of the Borders tab, click the thickest
line style.

12. Click the Outline button in the Preset section.(6)
13.Click the OK button of the dialog box.

uoLIVEWORKSHEETS



X

ﬁ:‘h' | caibri o e =E=@% ¥

Pﬂ;ﬂ; Bru-BEf »-A- ===e+= F

Capbosre G K Bosders

2 Eoltom Border

3 Top Border

2 Left Border

: Eight Barser

s Mo Border

B Al Borders

2 Outzele Borders

:? Thick Box Barder

2 | Eottern Deuble Border

13 Thick Battoim Border

14 Top and Bottorn Border

12 Top and Thick Bottorn Border

:g Top and Double Botkom Borde

I8 | Draw Borders

9 Drawy Border

to Diraw Eorder Grid

H FErase BEorder

2 N

= Line Color 4

L Lirie Style 3

5 More Borders..

2]

z 4
o (R -

HOME  HSERT  PAGELAYOUT  FORMULAS  DATA  FEVIEW  VIEW

Ws i B en E s e

-

:; T :
16 HAE B BE
17

i The selected border stybe can be apalied by diding the pressls, preview dlagiam o the buttens
above.

o

Cabbr

BISERT

§ e
fadx

is R

Naga

nrg.ma.
Bordars

FORMILAS

e

= = %

PAGE LAYOUT

A A
L =

=g =

Egttom Borcler
Top Bordet
Ll Boides

Cunsicle Bosders
Thick Box Border
Eortam Doable Border
Thick Botiom Soider

T op and Bobicer Border

=
P
.

Tap and Thick Bettem Border
Top and Doybée Bottom Bordar
Headans

Dream Barder

Drrawe Border Grid

Erace Bonder

g

Line Color v

Line Style .

il

Moie Borders.

Pt

e LIVEWORKSHEETS



e W

it || e [ | Cick here 1o apply e selecledline |

- o +_' 4yl colorio o Four sioes of
e o e 1 lf?’%}ﬂmtﬁ.tﬂllﬂnq& 4
- BE#

Py QA
=1 na el =
— . | - - ‘ 'fl_\et\sa%?él.w{a(-:ermna"
= {—r spect eaticnudithin e
= Sl | | ibiphdoeirnge
sl i m m =5 _,_I
(i B EB

Uik hore to-appyt

[Nﬁﬂmlmwla = I—&TI
7 with commands
instruction

1. Highlight a range of cells that require borders.
2. Click the Home tab of the Ribbon

3. Click the down arrow next to the Borders button.
4. Select an option from the preset borders list.

Custom Borders

1. Highlight a range of cells that require borders.

2. Click the Home tab of the Ribbon.

3. Click the down arrow next to the Borders button.

4. Select the More Borders option at the botiom of the options list.
5. Select a line style and line color.

6. Select a placement option.

7. Click the OK button on the dialog box.

Questions.

1. How do you add border lines on a worksheet?

2.How do you add thick bottom border line?
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