
  

Creating a Seating Plan for Creating a Seating Plan for 
the Hall using Excelthe Hall using Excel

Teaching Unit 9.3.3
Front-of-house Ticketing System



  

Changing the Sheet NameChanging the Sheet Name

Select Rename with the 
right hand mouse button

Type in a new name



  

Changing Column WidthChanging Column Width

Select all

Adjust column 
width using the 

symbol



  

Adding a Grid to the Appropriate AreaAdding a Grid to the Appropriate Area

Select border 
icon



  

Using Merge Cells & Border ToolUsing Merge Cells & Border Tool

Selecting Form at / Cells you can use

(1) Alignment - the merge cell facility 

(2) the bordering menu

Merge cells



  

Adding Labels and ColourAdding Labels and Colour

•  Use lighter colours to 
allow any text to stand 
out
•  Use Format / Cells to 
centre text

Add a seat numbering code



  

Another Handy Help from Mr TAnother Handy Help from Mr T

Work hard and you’ll be surprised at what you can achieveWork hard and you’ll be surprised at what you can achieve


