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Commentsin Excel

For thelongest time I” ve been jotting
notes for myself insde my spreadsheet
to remind me of the purpose of certain
cellsor certain calculations. | finditto
be extremely helpful, especially on
spreadshests that | only access once or
twice ayear. Sometime ago, | discov-
ered that instead of typing inside cells
and having to make sure | don’t print
my comment and that they include cell
reference, it iseasier to use the com-
ment feature found under Insart.

Point to the cell that you want to com-
ment, such as cell N1 in thisexample,
which | culled from the annua budget
form. Select Insert — Comment and
type your comment in the yellow box

COMMENTS Please

that will appear. When you're finished
typing your comment, click on the cell
to close the comment box. Y ou should
notice asmall red triangle in the top-
right corner of the cdll indicating the
cell iscommented. Now when you
point to the cell the comment box will
appear as shown here.

Format the Comment

If you have entered an abundance of
comments you may want the important
ones to stand out when you point to
them. To change the format, right click
the cell and select Edit Comment. High-
light the text and right click, selecting
Format Comment. Now you can make

I L O F G your changes using the usual format
F'InlaaSn.a ensure khis M 0 P
price is current! |

1 " Please ensure
Unit cost 1 this price is
J Unit cost current!

| |
VERIFY SECURITY

| need a

Before filing out any on-screen form asking for credit card data, verify that you're at
a secure Web page. The URL in the field at the top of your screen should begin with
https:// and look for alocked padlock icon in the lower |eft corner of the screen.
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It isalmost impossibleto align text
reliably in columns, however, tables are
great for creating these kinds of parallel
text presentations. Position the cursor
whereyou'd likethe list to begin. Se-
lect Table - Insert Table, and from the
dialog box, set the number of columns
to 2 and the number of rowsto 1. Click

It'san encyclopedia. It'sadic-
tionary. It'sanatlas. It'sathesau-
rus. It'sanamanac. It'saphone
book. It'sasix pack that everyone
canuse. Thereis moreinformation
to be had from www.infoplease.com
than from the most knowledgeable
concierge at the finest hotdl.

Info ranges from finding the col-

side-by-sdelist

OK.

Next, click inside the left column,
and click the Bulleted list icon in the
main toolbar. Typetheleft list, or cut/
paste an exigting list into the cell. Re-
peat this process to create theright col-
umn.

To makethetable gridlinesinvisi-
ble when printing, right click in theta-

the United States Senators, to con-
version factors between metric and
U.S. equivalents, to finding a zip
code. It'sjust like having
all the books from the ‘old
school’ but without taking

up shelf space - and cer-
tainly much easier to

ble, then select Bor der s and Shading
from the menu. Select none and click
OK. Although the bordersand gridlines
will appear light gray on your screen,
the lines will not show up in print.

Note that word allows you to adjust
the width and position of the columns
simply by clicking and dragging them
from within the document.

OTW - The Concierge of the Internet

ors of the Ukrainian flag, to alist of

browse.
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