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FORMATING OPTIONS CHOSEN
Formatting refers to making a document more appealing to the eyes of the reader by applying different features or options. The options used in the spreadsheet are explained below.
1. Boding.
This formatting option refers to making characters, word or sentence darker than the others within the cells of a spreadsheet. It my case I have boded the title “Vacation Budget” and the column headings that is Item Name, Item Description, Item Cost and Item Image.
2. Merge and Center
Merging option merges the cells in different ways depending on how the user wants. I chose Merge and Center to merge some cells in order to fit the words or sentence I used.
3. Font changing
I have applied different types of fonts. For example the size of my font is 12, and the type of font is Times New Roman.
4. Text Color
Text color has been applied in my spreadsheet where I have used Blue and Red colors. The title has a blue color while the column headings have red colors respectively.
5. Alignment
Refers to the placement of text within the cells. Text may be aligned left, center, justified or right side of the cells. All the column headings are centered.
