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�  1. Open the spreadsheet program, Microsoft Excel. 
�  2. Type number 1 in the first cell, cell A1.  
�  3. Press the Tab key to move to the next cell, cell B1.  
�  4. Type the number 2. 
�  5. Press the Enter key to drop to the next line, cell A2.  
�  6. Type the number 11 in cell A2.  
�  7. Press the Tab key to move to the next cell, cell B2.  
�  8. Type the number 12.  

 
�  9. Select all four cells used so far.  

    How? Click and drag over all four cells.  
    A thick outline and highlighting will appear, indicating those cells have been selected.  

�  10. Position the cursor over the handle found in the lower right corner of the selected cells.  
      Notice the cursor changes into a thick black +.  
      Click and drag the + cursor to the right, across the blank cells, stopping with column J,  
      to end with number 10. Release the mouse button and those cells fill with numbers 1-20.  

 
 
 

�  11. Drag the thick black + cursor downward, ending with row 10.  
      Release the mouse button and those cells fill with numbers through 100.  
 
 

 
 
 

 
 

Notice the last row begins with 91 and ends with 100. 
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�  12. Select columns A through J.  
      How? Click column heading A and drag across to J. 
      Release the mouse button.  
      Columns A-J become highlighted, indicating they have been selected.  

�  13. Right-click any column heading.  
�  14. Select Column Width on the menu that appears.  
�  15. Set the column width to 5.  
�  16. Click the OK button. 

 
�  17. Select rows 1 through 10.  

      How? Click row heading 1 and drag down, stopping with row 10.  
      Release the mouse button.  
      Rows 1-10 become highlighted, indicating they have been selected.  

�  18. Right-click any row heading.  
�  19. Select Row Height on the menu that appears.  
�  20. Set the row height to 25.  
�  21. Click the OK button.  

       
       
      Click any cell to remove the highlighting.  
 

�  22. Click the cell containing the number 2, cell B1.  
      A thick outline appears, indicating that cell has been selected.  

�  23. Locate the Fill Color button.  
      It can be found on the Formatting Toolbar and the Drawing Toolbar.  
      Notice the color bar shown below the bucket, indicating the color selected.  
      Use the arrow button to see the menu of color options.  
      Select any of the darker colors.  
 
      Cell B1 should become filled with the color selected.  

�  24. Click the cell containing the next multiple of 2, the number 4.  
�  25. Click the Fill Color button to fill it with the same color.  
�  26. Click the cell containing the next multiple of 2, the number 6.  
�  27. Click the Fill Color button.  
�  28. Repeat to complete the pattern on the first two rows.  

      Notice the pattern created.  
�  29. Continue filling to complete the pattern.  

      Tip: Use the Control key to select multiple cells before filling.  
      How? Press and hold either of the Control keys (labeled Ctrl) and click cells as you continue 
      pressing Control. Each cell you click will become selected. Release the mouse button after  
      clicking all cells needed. Notice the entire group of cells clicked becomes highlighted at once,  
      indicating they have all been selected. Click the Fill Color button to fill them all at once.  
      Click any cell to remove the highlighting.  

 
 
 

Selected Color 

Fill Color  

Color Menu 
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�  30. Change the font color to white so that all numbers “disappear” leaving only the pattern.  
      How? Click and drag over the entire set of numbers from beginning to end, or end to beginning,  
      so that all cells from 1 – 100 become highlighted.  
      Locate the Font Color button on the Formatting Toolbar or Drawing Toolbar.  
      Notice the color bar shown below the Letter A, indicating the color selected.  
      Use the arrow button to see the menu of color options.  
      Select white.  
 

�  31. Notice the pattern and read the multiples of 2.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
�  32. Scroll down to skip a few rows, and begin again on row 20.  
�  33. Type the number 1 in the first cell on row 20, cell A20.  
�  34. Press the Tab key to move to the next cell.  
�  35. Type the number 2 in cell B20.  
�  36. Press the Enter key to drop to the next row, row 21.  
�  37. Type the number 11 in cell A21.  
�  38. Press the Tab key to move to the next cell, cell B21.  
�  39. Type the number 12 in cell B21. 
�  40. Drag over those four cells to select them all.  
�  41. Drag the + cursor (from the lower right handle) to the right, across the blank cells,  

      stopping with column J, to end with number 10. Release the mouse button and those cells fill with  
      numbers 1 – 20. 

�  42. Drag the + cursor downward, ending with row 29. Notice the number 91 appears as you drag.  
      Release the mouse button and those cells fill with numbers through 100. 

�  43. Select rows 20 – 29 by dragging over those row headings. Rows 20 – 29 become highlighted,  
      indicating they have been selected. 

�  44. Right-click any row heading.  
�  45. Select Row Height on the menu that appears.  
�  46. Set the row height to 25.  
�  47. Click the OK button.  
 

Font Color 

Color Menu 

Selected Color 



 40 

�  48. Begin with any number on the first row, or number assigned.  
      Use the Fill Color button to select a color.  
      Fill each multiple with color.  
 

�  49. Use the Font Color button to change the font color to white.  
      (Select the entire chart 1 – 100 first.)  
 
 
 

Check with a Calculator 
�  50. Open the calculator.  

      How? Click Start. Move over All Programs, Accessories,  
      onto Calculator, and click.  

�  51. If needed, reposition the calculator so that it and the spreadsheet 
      can be seen.  
      How? Click anywhere along the title bar and drag to move the calculator. 

�  52. Use the numeric keypad 
      on the keyboard 
      to type 3 + 3  
      (or the number of your multiples pattern) 
      and press the Enter key to see the first  
      multiple appear. Press the Enter key again for the  
      next multiple. Continue pressing Enter and  
      compare the pattern chart with the multiples 
      generated by the calculator to be sure your  
      spreadsheet pattern is filled correctly.  

      
Print Preview and Header 
�  53. Click File, Print Preview in the Menu Bar.  
�  54. Notice a Next button is active if the spreadsheet includes more than one page. Click it to see the 

      next page.  
 

�  55. Click the Setup button in the Print Preview window.  
�  56. Click the Header/Footer tab.   
�  57. Click the Custom Header button. 

 
�  58 Click inside the Left section 

      and type Multiplication Patterns. 
�  59. Click inside the Right section 

      and type your name.  
�  60. Click the OK button.  

      Click any remaining OK button 
       to return to the Print Preview window.  
 
      Notice the preview now shows the  
      assignment name and your name in the header.  
 

�  61. Click the Print button to print or click the Close button to return to the spreadsheet.  

Selected Color 

Fill Color  

Color Menu 

Font Color 

Color Menu 

Selected Color 

Title Bar 
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Page Breaks 
�  62. After using print preview dotted lines appear on the spreadsheet indicating page breaks.  

      Page breaks outline the printed page area.  
      Stay within page break lines 
      if the spreadsheet will be printed.  
      Begin any additional patterns below  
      the page break line.   
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Page Break 

Page Break 
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Microsoft Excel 
�  1. Type 1 and 2 in the first two cells.  
�  2. Type 11 and 12 on the next row.  
�  3. Select the group of 4 cells and drag across to fill  

    columns through  J.  
�  4. Drag down to fill rows through 10 
�  5. Select columns A – J. Right-click and set column width to 5.  
�  6. Select rows 1 – 10. right-click and set the row height to 25. 
�  7. Create a pattern by filling with color all cells containing multiples of a particular number.  

    Use the Fill Color button to select a color.  
�  8. Set the font color of all cells to white so that numbers outside the pattern disappear. 

 
Calculator 
�  9. Click Start, Programs, Accessories, Calculator.  
�  10. Type 2 + 2, or the number of your pattern, and press Enter. Continue pressing Enter to check your  

      pattern.  
 

Print 
�  11. Click File and Print Preview.  
�  12. Click the Setup button. Under the Header/Footer tab create a custom header adding your name  

      to the document.  
�  13. Page Break lines appear on the spreadsheet after closing Print Preview. Stay within page break  

      lines as you create additional pattern blocks.  
  
 
 
 
Don’t forget to put your name on your work before printing.   
 
 
 
 
 

www.computerlabkids.com 
© 2007 


