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When it’s time to share your spreadsheet, take the
time to dress it up. Refer to Figure 2 for tips about en-
hancing your spreadsheet and printing. To take a look
at an example of a spreadsheet with data entered for
2 weeks, go to http://www.mmischools.com/Articles/
ReadArticle.aspx?ArticleID=10594.

Get in the habit now of keeping your data current
by making daily notes of what you do. Have fun! 

Mary Alice Anderson is a frequent contributor to pro-
fessional journals and is available as a conference and
workshop presenter. In addition to working for Winona
Area Public Schools in Minnesota, she is an online ad-
junct instructor with the Online Professional Develop-
ment for Educators Program in the School of Educa-
tion at University of Wisconsin–Stout [http://www.
uwstout.edu/soe/profdev/issues/]. Her personal Web
site can be found at http://www.homepage.mac.com/
Maryalicea/Sites/Anderson/Anderson.html. Commu-
nications to the author may be sent to maryalicea
@mac.com. 

Spell check and check for consistency in how you’ve
used the names of teachers or classes.

Enhance your data by setting off cells, columns, or
rows with additional colors, fill patterns, or borders.
Enhance; don’t clash.

Hide any columns or rows that you don’t want to
include in the report. For example, you may want to
only include the program activity description in
columns B–E and the monthly or weekly totals, and
not daily numbers.

Highlight the information you want to print and then
set the print area.

Explore the many options in the Page Set up pane to
create a professional appearance.
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