
Creating Excel Spreadsheets: 
Here are some Samples of the skills that will be required for creating and editing Excel 

Spreadsheets in the CAD & Mechanical Design programs. 

 

 
This is an example of a spreadsheet that would be used in class. It is a professional business look, with 

easy to read text – common in engineering offices to document projects and communicate with customers. 

 

Highlights:  

 

- Different font sizes, bold, underline, italics for emphasis. 

- Adding background color to rows or columns as a heading. 

- Adjusting the Width and Height of Rows or Columns to accommodate the type if text added 

- Choosing an appropriate text Justification for different cells (left, center, right) 

 

 



 

 

- Adding Borders (lines around certain cells or groups of cells) to highlight them. 

- Setting the Format of some cells for Text, for Numbers, or for Currency. 

- Can set format for how many decimal places and use negative numbers as shown 

 
 

- Excel can find the “Sum” of all the amounts entered on a given row or column. 

 

 
 

- Excel can also use a “Formula” to calculate data that is entered in the cells. 

 

 



 

- Sometimes we will need to “Copy” and then “Paste” a section of data or a full row to a new 

location: 

 

 
 

 

Saving and Printing: 

 

 
Saving a spreadsheet (.xls extension) to a specific Folder (in this case the Folder is ‘2015 Class’), 

under a specific Folder called ‘Data’, all inside of ‘Drive C’ (the main hard drive) 

 



 
Set up the Format and Print the spreadsheet 


