
Labeling a Diagram Using Microsoft® Excel 2002**
Steps in Using Excel for Labeling Diagrams

The Setup: Participants will use Encarta to find an image to add to their curriculum.  
1. Open Encarta.  Find an image to use.  Right click on that image, and choose Copy, then Copy again.  Next open a blank Paint document (Go to Start, Programs, Accessories, Paint).  In Paint, click on Edit and then Paste.  When the image is sized, save it to a place that you’ll remember.
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Next open Excel and look for the small gray box above the 1 on the left margin and to the left of the A on the top margin. Click on that box and you will select ALL the cells on the worksheet (it is like selecting all in Word).  Rest the cursor on the line between the A and the B.  Drag until you get small squares.  (Approximately 2.00)
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Note: This process makes the Cells of the spreadsheet square giving us a grid to use on top of a picture that you will place in the background of the spreadsheet. You will then use the cells of the grid to label the different parts of the picture.

2. For the background return to the Format menu and select Sheet and then Background. Now use the window to find the picture you have saved to place in the background of the spreadsheet (you might want to provide specific instruction here as to where the picture is located).
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3. When the picture is placed in the background it is tiled, which means repetitive copies of the picture cover the background of the entire spreadsheet. You need to block out the area around the copy you plan to use. To do this you need to select the first column to the right of your picture by clicking on the letter at the top of the column and then dragging to the right to select as many columns as you want (10 to 20 columns will do). 

4.
Next you need to color the area selected by choosing the color black from the fill button (paint can) in the tool bar.

5. Repeat the same procedures for the Rows below your picture by clicking on the number of the row just below the picture and dragging down.

6. Next go to the View menu and select Full Screen (be sure to turn this off when you are done).
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Next, go to the Tools menu and select Options. Make sure the View tab is selected and then find the section “Window options” and then click on the box next to Gridlines (this will remove the check mark leaving the box blank)

8. Click Okay and now you will have the picture without the gridlines.
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Making Borders on Cells with Labels (optional)

In order to make the cells with comments easier to find without the gridlines, you will need to put a border around the cells that will have comments so that they stand out.
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9. Right click in the middle of the cell that is to have a comment. In the menu that appears select Format Cells…
10. Select the Border Tab and then where it says Color on the lower right click on the triangle next to Automatic and pick a color that will show.

11. Now click on the middle button at the top of the window that is labeled Outline. If you want a thicker or different looking line select a Line Style before clicking on the Outline button. Then click Okay and your cell will have a colored outline making it easier to locate when the comments are hidden.

Creating Comments

12. To create a label (comments) in the cell you have made a border around, right click on the cell and then select Insert Comment (this can also be done by selecting the cell and then selecting Comment under the Insert menu) . A comment box will appear next to the cell you selected. (When the comment shows the name registered in Office when it was installed may appear so you can just select the name and replace it with your own title)
13.  Replace the title that appears in the comment box with the title of your label then hit enter and type the body of your text. 

14. Click on another cell and your comment will disappear. Note that on the cell where you attached a comment, there is now a red triangle in the upper right corner. 

15. Move your pointer to that cell and see what happens (you don’t have to click, just move your pointer over the cell).

16. If you want to see all your comments or edit them, go to the View menu and Select comments. You will get a toolbar. Experiment with the buttons and see what they do.

17. If you want to change the text, color or look of your comment boxes then click on the cell with a comment attached and go to the Insert menu and select Edit Comment. Next, right click on the margin of the comment box and select Format Comment…  In the window that appears, experiment with the different possibilities for Fonts, Color and Lines, Size, Alignment, and Margins (but don’t mess with the Protection or Properties tabs).
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18. It is also possible to place a picture in the comment area with these activities.

19. In the same Format Comment Window, select the Color drop down window, then select Fill Effect.
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20. Next, click on the Picture Tab. Then click on the Select Picture button. This will bring up the Explorer file window where you will need to navigate to the image file you are selecting to go into your Comment box.
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21. When this is done, you’ll need to hit OK 2x. Your Comment box will now have the image in it. You may add text to it and alter its appearance as you normally would with any Comment box for this activity.

**Screen shot(s) reprinted by permission from Microsoft Corporation
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