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Module 2: Formatting a Worksheet Crossword Puzzle
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Across

3. Special formatting that is applied if 

values meet specified criteria

4. A collection of formatting options, 

such as a specified font, font size, font 

styles, font color, fill color, and borders, 

that is applied to a cell

6. Information that appears at the top of 

each page; also, the blank area at the top 

of a page where such information can be 

inserted

10. The letters contained in boxes along 

the top of the workbook window that 

identify the worksheet columns

11. A set of letters, numbers, and symbols 

that all have the same style and 

appearance

13. In an Excel worksheet or a table in 

Word, PowerPoint, or Access a feature that 

automatically adjusts column width or row 

height to accommodate its widest or tallest 

entry

14. A format that indicates how characters 

are emphasized, such as bold, underline, 

and italic

Down

1. Triangles that let you navigate to 

additional sheet tabs when available; 

located to the left of the sheet tabs

2. The size of characters, measured in 

units called points

5. The process of changing the 

appearance of text and objects.

7. A predefined, coordinated set of 

colors, fonts, graphical effects, and other 

formats that can be applied to documents, 

spreadsheets, presentations, publications, 

and Access forms and reports to give them a 

consistent, professional look

8. The placement of cell contents in 

relation to a cell’s edges, such as 

left-aligned or centered

9. An Excel mode that lets you select 

cells to use in a formula by using the 

pointer or a screen tap

12. In Excel, text or graphics that print at 

the bottom of each page

Word Bank

Format Font Font Size

Point Cell Style Font Styles

Alignment Column Heading AutoFit

Theme Header Footer

Conditional Formatting Sheet Tab Scrolling Buttons


