Second Level / Microsoft Excel 2010 Lab 21: Cell Formatting

Cell Formatting

When it comes to the quality and clarity of a workbook, layout and appearance both play major
roles. Excel features a number of formatting features at your disposal, letting you create practical
worksheets with a professional look and feel. This lesson deals with some of the cell formatting
tools that can help you present your data in a polished and meaningful way. In this lesson, we
will cover conditional formatting and the Format Painter. We will also learn about cell merging,
AutoFit, and Find and Replace Formatting.

Conditional Formatting

Excel allows you to format data based on the values the data assumes at any given time. This is
called conditional formatting and makes certain types of worksheets easier to read. It is useful
for worksheets that show financial figures (black = positive, red = negative), test results (results
change color based on their value), or any time you want to highlight the data that falls within a
certain value.

To use conditional formatting, select a range of data that you want to format with conditional
formatting:

A B
1 100 1
2 2300 4
3 20 567
4 3500 654
5 750 898

Now click Home  Conditional Formatting:

E,:J B [ g
<= " 2
Conditional Format Cell s

Formatting '%as Table ~ Styles~ | (2 Fo

tyles Ce

Conditional Formatting

Highlight interesting cells,
emphasize unusual values, and
visualize data using Data Bars,
Color Scales, and Icon Sets based
on criteria.

@ Press F1 for more help.
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Here, we have added some data bars. These bars color the background of the cell based on the
value of one cell compared to the others in the range:

A B

1 | 100 1
2 IE_$300 a
3 20F 567
4 3500 F 654
s I 750 ] 898

As you can see, the largest number is 3500 and the smallest is 1. Each number in between those
values will be shaded accordingly. The amount of shading is maintained at a constant ratio, no
matter how the cells are modified:

A B

1 B 100 1
: 2300 b
3 | ] 567
s T 000 asod T | 654
s | ol ] 898

There are several options available via the Conditional Formatting command. Let’s go over the
basics of each option:
— I ighli »
E=pa Highlight Cells Rules

4|
=10 Top/Bottom Rules »

H Data Bars »
EJ Color Scales »

=

EE Icon Sets 4
(3] NewRule...
_"", Clear Rules >
_:] Manage Rules...

Conditional formatting works using logical rules. Notice the commands at the bottom of this
menu where you can define your own rules for conditional formatting, clear the rules currently
in use, and manage existing rules (edit/delete).
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The formatting options are:

Highlight Cells Rules This will highlight cells that are greater than, less than, between, or
equal to specified values:

L

Greater Than...

=
< Less Than...

B
ﬂ Between...
i

Equal To...

-——‘a_b‘] Text that Contains...

—% A Date Occurring...
—

=a| Duplicate Values...

More Rules...
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Top/Bottom Rules This option will allow you to highlight the top or bottom numbers or
percentages in the selected cells:

Top 10 Items...

—ﬁ I Top 10 %...
_,;!4 I Bottom 10 Items...
Bottom 10 %...
Above Average...

{ J_'IJ Below Average...

More Rules...

Data Bars Will display colored bars that are indicative of the value in the cell. The

more the cell is filled in, the higher its value compared to the other cells
in the range:

Gradient Fill

Solid Fill

E &
Bk E

More Rules...
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Color Scales

Icon Sets Will use sets of similar icons that will visually indicate a cell’s value:

Will use different shades of color to represent different values, from low
to high:

More Rules...

Directional

> ¥ =3

= w ®*+ AN Y
ANS 4+A=a>NI

D> )

AN &
Shapes
@00 0@
AP - NON- N
® ]
Indicators
Q00 7 1 X
L
Ratings
e F:? W all all wall l"l

. 0 O O O all lll‘: Illl

More Rules...

Notice that at the bottom of each submenu there is a command to choose additional rules in

this category.
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You can apply multiple conditional formatting rules to a group of cells by simply re-selecting the

group and applying another condition. Here, we have added an icon set to the data that already
contains data bars:

A B

1 1§ 100 $ 1
2 E 30§ B
3§ 200 567
4 S50l 654
s B 750 B 898

Red arrows are low values, descending yellow means low range, ascending yellow means high
range, and green arrows indicate high values.

If you click the New Rule option near the bottom of the Conditional Formatting submenu, the
New Formatting Rule dialog box will appear:

-
New Formatting Rule m
Select a Rule Type:

l » Format all cells based on their values |

» Format only cells that contain

» Format only top or bottom ranked values

» Format only values that are above or below average
» Format only unique or duplicate values

» Use a formula to determine which cells to format

-

Edit the Rule Description:
Format all cells based on their values:
Format Style: | 2-Color Scale IZI
Minimum Maximum
Type: |Lowest Value |_T_| Highest Value IZI
Value: |(Lowest value) % (Highest value) =
Color: |G | =]

— |

In this dialog box you can configure more precise and specific conditional formatting rules.

Select one of the six rule types at the top, and then modify the details of how the rule will work
at the bottom. The details for each rule type are different.
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Let’s briefly go over each rule option:

Lab 21: Cell Formatting

Format all cells Apply formatting based on numerical values. Click the ™/ icon to select a
value or values directly from the spreadsheet.

based on their
values

Format only
cells that
contain

Format Style: | 2-Color Scale
Minimum

Type: |LowestValue

Value: |(Lowest value)

Color

Format all cells based on their values:

[=]
=]

=

Maximum
Highest Value

(Highest value)

[ ] 18] [

Apply formatting to values between a high and low value. Click the Format
button to define the cell formatting.

| Format only cells with:
Cell Value E] between E] and
Preview: No Format Set

Format only Apply formatting to the top or bottom portion of the selected range. Click top
or bottom the Format button to define the cell formatting.

ranked values

Top

| 10

Format values that rank in the:

[7] % of the selected range

Preview:

No Format Set
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Format only
values that are
above or below
average

Apply formatting to all values that are above or below the average for the
selected range. Click the Format button to define the cell formatting.

Format values that are:

above E] the average for the selected range

Preview:

No Format Set Format...

Format only
unique or
duplicate
values

Apply formatting to all duplicate or unique values in the selected range.
Click the Format button to define the cell formatting.

Format alk

duplicate E values in the selected range

Preview:

No Format Set Format...

Use a formula
to determine
which cells to
format

Apply formatting to all cells in the selected range that satisfy the equation.
Click the Format button to define the cell formatting.

Format values where this formula is true:

Preview:

] |

No Format Set Format...
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If you want to remove conditional formatting rules, click Conditional Formatting ~ Clear Rules and then
select what to clear:.

#‘éa; H g galInsert ~ Z,ﬂ Lﬁ

I Delete ~ | @]~
Conditional | Format Cell RN - Sort & Find &
Formatting ~|as Table ~ Styles (] Format v | &2~ Filter~ Select~
| Cells Editing

-—:§_>]l Highlight Cells Rules *» o

}‘E] Top/Bott Rules 4 N 2. E
‘ ol om Ru — :
== R
E Data Bars b |
_%J Color Scales L4 ‘
I=C
- $= Kcon Sets >
[H] NewRule..
Z)  Clear Rules % > | Clear Rules from Selected Cells |
Ji] Manage Rules... Clear Rules from Entire Sheet

The Manage Rules option will allow you to delete, edit, or add new conditional formatting rules.

( Conditional Formatting Rules Manager m‘
Show formatting rules for: Current Selection gg
5 NewRue... | [ GhedtRue... | [ X peleterue | [~ | [+ ]
Rule (applied in order shown) Format Applies to Stop If True #
Icon Set +t 3F > $ =$AS1:$B$5 £

Data Bar c] =$A$1:SB$5 £
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