The Excel Window: The Formatting Tool Bar
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�
Font:  Select a font for the text and numbers�
�
�
Currency: Applies a currency format to the selected cell range�
�
�
Font Size: Select a font size for the text and numbers�
�
�
Percent: Select the cells and click this button to convert from a decimal format to percent.�
�
�
Bold: Highlight and click to make the selections bold.�
�
�
Comma: Select the cells and click this button to write the number with commas.�
�
�
Italic: Highlight and click to write the selections in italics.�
�
�
Increase Decimal: Select the cells and click this button to increase the digits following the decimal point.�
�
�
Underline: Highlight and click to underline the selections.�
�
�
Decrease Decimal: Select the cells and click this button to decrease the digits following the decimal point.�
�
�
Align Left: Highlight and click to align the selections to the left of the cell.�
�
�
Borders: Adds a border the selected cell range; several forms are available on the pull down menu.�
�
�
Align Center: Highlight and click to align the selections to the center of the cell.�
�
�
Color: Applies a color to the selected cell range; several colors are available on the pull down menu.�
�
�
Align Right: Highlight and click to align the selections to the right of the cell.�
�
�
Font Color: Applies a color to the selected text; several colors are available on the pull down menu.�
�
�
Center Across Column: Centers the selection across the column�
�
�
�
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