Timelines - Use Microsoft Excel Spreadsheet 


These instructions were used to create the example:

	
	

	1. 
	File

	2. 
	Page setup

	3. 
	Landscape

	4. 
	Highlight columns A through F

	5. 
	Format

	6. 
	Column

	7. 
	Width = 15

	8. 
	OK

	9. 
	Make sure font name is Arial

	
	

	10. 
	Highlight rows 1 and 2

	11. 
	Change font size to 18

	12. 
	Row 1 - type the title

	13. 
	Row 2 - leave empty

	
	

	14. 
	Highlight cells A3 through F3

	15. 
	Format

	16. 
	Rows

	17. 
	Height = 215

	18. 
	OK

	19. 
	Format

	20. 
	Cells

	21. 
	Alignment Tab

	22. 
	Horizontal = left, Vertical = bottom

	23. 
	Orientation = 55 degrees

	24. 
	Text control should have a checkmark by Text Wrap

	25. 
	Border tab

	26. 
	Select “outline” and “inside”

	27. 
	OK

	28. 
	Font size 14

	
	

	29. 
	Type events in cells A3 through F3 (by cell you could copy an d paste text from another source).  Type dates in cells A4 through F4.

	
	

	30. 
	Insert (on Menu Bar)

	31. 
	Picture

	32. 
	The example only used clipart - you may use “clipart” or “from file” just as you would insert a graphic in Word

	33. 
	Resize the graphics - the example’s graphics fit between rows 6 and 13 - be aware of the page margins indicated by the dotted lines

	
	


