FORMATTING
WORKSHEETS

AND DATA

Although youre free to accept the default
formatting for any worksheet by using the
preset column widths, row heights, font, and
font size, you'e unlikely to do so very often.
Simply put, properly formatted worksheets
are easier to read and understand than those
that use the default settings.

And if you apply Excel’s attractive formatting
features (such as shading and border styles
for cells, and fonts, styles, colors, and alignment
for data), you can transform a run-of-the-mill
worksheet into something worthy of being
published in a corporate report.

v Tip

B Forinformation on formatting tables, see
Chapter 11.
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Setting Column Width and
Row Height

Unless you've set a specific width for a column
or height for a row, each row and column
automatically adjusts to fit the data it contains,
as follows:

L 2

L 2

Row height adjusts to the largest font size
in any cell within the row.

Column width adjusts to the longest
number in any cell within the column.

A lengthy text string in a cell (Figure 9.1),
on the other hand, does not result in a
column-width adjustment. If adjacent
cells are empty, the extra text spills into
them. If adjacent cells contain data, only
the text that fits within the current cell
width is displayed.

To set a column width:

1.

2.

To select the column(s), do one or a combi-

nation of the following:

A Single column. Click its letter or
select a single cell within the column.

A Multiple contiguous columns. Drag-
select the column letters.

A Multiple noncontiguous columns.
(Ctri)-click each column letter.

On the Home tab, click the Format icon in
the Cells group. Do one of the following:

A To set a single width for all selected
columns, choose Column Width from
the drop-down menu (Figure 9.2). In
the Column Width dialog box (Figure
9.3), enter a number (representing the
approximate number of characters),
and click OK.

A Choose AutoFit Column Width. Excel
will continually adjust the column
width to the longest number or text
string that appears anywhere in each
of the selected columns.

A B C
1 Thisis a very long text string.
2 |Thisisaw 123

Figure 9.1 Cells A1 and A2 contain the same text
string. Because cells B1 and C1 are empty, A1’s
text spills into them. But because B2 contains
data, the text string in cell A2 is truncated.

E'ﬂlnsert he

3* Delete =

IEI Format =

Cell Size

30 RowHeight...
AutoFit Row Height

= Column Width.., L\,
AutoFit Column Width
Default Width...

Visibility
Hide & Unhide 4

Organize Sheets
Rename Sheet
Move or Copy Sheet..,
Tab Color 4

Protection

{8y Protect Sheet...

Lock Cell

@ Format Cglls...

Figure 9.2 Choose a column width
or row height command.

e e e e e

Column Width

Column width:

ok || cancel |

Figure 9.3 Enter a new column width (in
characters) and click OK.
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Row Height

Row height:

oKk || cancel |

Figure 9.4 Enter a new row height (in
points) and click OK.

| Width: 8.29 (63 pixels) |

D + E F

Figure 9.5 Click and drag between column
letters to resize the column on the left (in
this case, column D).

To set a row height:

1.

2.

To select the row(s), do one or a combina-

tion of the following:

A Single row. Click its number or select
a single cell within the row.

A Multiple contiguous rows. Drag-
select the row numbers.

A Multiple noncontiguous rows.
(Ctrl)-click each row number.

On the Home tab, click the Format icon in
the Cells group. Do one of the following:

A To set a single height for all selected
rows, choose Row Height from the
drop-down menu (see Figure 9.2). In
the Row Height dialog box (Figure 9.4),
enter a height in points (72 points per
inch) and click OK.

A Choose AutoFit Row Height. Excel will
continually adjust the row height to
accommodate the largest font or text
wrap in each of the selected rows.

v Tips

You can manually adjust column widths

and row heights:

A Column width. Click the right border
of the column’s letter and drag to the
left or right (Figure 9.5).

A Row height. Click the bottom border
of the row’s number and drag up or
down.

You can simultaneously set a width or
height for multiple columns or rows.
Select the columns or rows, and then
manually adjust the width or height of
any one of them.

To instantly make a column wide enough
to accommodate the longest number or
text string in the column, double-click the
column letter’s right border. To adjust a
row height in the same manner, double-
click the row number’s bottom border.
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About Data and Cell
Formatting

If you start a new worksheet by simply enter-
ing data, it will all have the same formatting.
Every text and number entry will use the same
font, size, style, and color. Numbers will be
displayed using the General format (as typed,
unless the column isn't wide enough to show
the entire number). Cells will have no back-
ground color and no borders.

However, Excel offers many data- and cell-
formatting options. To make any worksheet
more attractive and easier to interpret, you
can do the following:

& Apply different fonts, styles, sizes, and/or
colors to data within selected cells.

¢ Set paragraph alignment for individual
cells (left-, center-, or right-aligned).

¢ Wrap text within cells or shrink it to fit,
rather than let it the spill into adjacent cells.

¢ Apply a variety of Number formats to cells
that contain numeric data, such as setting
the number of decimal places and format-
ting as currency or percentages.

¢ Use conditional formatting to make certain
numbers stand out, such as values below
the average or values that correspond to a
rule of your own creation.

& Fill cells with color.

¢ Add borders (lines) around cell edges.
v Tips

B Ifyoudon' care for the default font used
to format worksheets, you can change it.
Click the File tab to go to the Backstage,
and then click Options. In the General
section of the Excel Options dialog box
(Figure 9.6), choose a new font and/or
size, and click OK.

When creating new workbooks

Use this font:

HER
15
2
o
3
A

FONT siZe:

Default view for new sheets: n

Include this many sheets: 3 =

Figure 9.6 You can change the default font and/or
font size for all new worksheets.

W Displaying the gridlines on any worksheet
is traditional—but optional. To hide the
gridlines, click the View tab and remove
the check mark from Gridlines in the
Show group.
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Arial 10 v A AT
B I U~| |3~ & -
Font T

Figure 9.7 Character-formatting commands
can be selected from the Font group.

Verdana * 10 'l— Character-formatting

commands only

B I A-A W

Verdana = 10 = A" A7 % ~+ % o+ [

B I =

Figure 9.8 The Mini toolbar displays different
formatting commands when text within a cell (top) or
the cell itself (bottom) is selected.

Tithes and Headings
Headingl Heading2 _ Meadingd _ Meading4 Title Tatal
Themes Cos Styles

20% - Accentl  20% - Accent2 0% - Accent! 20% - Accentd  20% - AccentS  20% - Accenté
A% - Accentl  80% - Accent2 | a0% - Accentd 407 - Accentd  40%-Accenls a0 - Accenth
o0 - nccenz |

accents [ accenz  Qaccsitn i accerts Jacesus |
[——

'
Comma Comma [0] Currency Currency [0]  Percent =
[ bew Con styte

S Merpe stytes

Figure 9.9 Choose a style from the Cell Styles gallery
to format headings, titles, totals, and good/bad data.

T % Wrap Text

[l
l
(]
@

I
i
1
“mr
¥
]

Merge & Center =

Alignment P}

Figure 9.10 Choose paragraph-formatting commands
from the Alignment group.

Character and Paragraph
Formatting

By choosing commands from the Home tab
or the Mini toolbar, you can specify a font for
selected text within a cell or the entire cell, as
well as change the paragraph alignment.

To set character or paragraph
formatting:

1. Do one of the following:

A To format all text within a cell, select
the cell.

A Toformat only certain text within a cell,
select the text you want to format.

2. To apply character formatting, do any of

the following:

A Onthe Home tab, choose character-
formatting commands from the Font
group (Figure 9.7).

A Right-click the cell or selected text,
and choose formatting commands
from the Mini toolbar (Figure 9.8).

A Click the Cell Styles icon in the Styles
group and choose a style from the gal-
lery (Figure 9.9). Note that cell styles
can only be applied to an entire cell—
not to selected text within a cell.

3. To apply paragraph formatting, choose
commands from the Alignment group on
the Home tab (Figure 9.10).

v Tip

B Character and paragraph formatting can
also be applied to multiple selected cells
simultaneously. Use any of the selection
techniques described on pages 160-161
prior to choosing formatting commands.
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Fitting Text Within a Cell

Occasionally, a cell can contain more text
than will fit. To fully display the text, you can
allow the additional characters to overflow
into adjacent cells, widen the column in which
the cell is located, or use one of the methods
described below.

To enable text wrap:

1. Select the cell or cells in which you want
text to wrap.

2. Onthe Home tab, click the Wrap Text icon
in the Alignment group (see Figure 9.10).
Text within the selected cells wraps. The
row height increases as needed in order to
accommodate present and future text in
the row (Figure 9.11).

To shrink text to fit a cell:

1. Select the cell or cells containing text you
want to shrink to fit the cell width.

2. Onthe Home tab, click the Format icon in
the Cells group and choose Format Cells.

The Format Cells dialog box appears.

3. Onthe Alignment tab (Figure 9.12), click
Shrink to fit and then OK.

Text in the cells is reduced as necessary in
order to fit the cell widths.

v Tips

B To eliminate text wrap from selected cells,
click the Wrap Text icon again.

B Ifyouve enabled text wrap, you may also
want to set a vertical alignment for the
entire row or selected cells within the row
(Figure 9.13).

B Ifyou set a specific height for a row, its
height will no longer increase to accom-
modate text wrap.

A B o
Departmental Budget
1 |Worksheet - January 2007 January  February

Figure 9.11 Long text, such as the string in cell A1, can
be wrapped within its cell.

o s =

[ ruumber | migrment | ront [ sorder | r& [ evotecnon |

Text shgrment Crientation
Horizontal: e
Lt (Indent) (=] ndent: .
wertical: o T .

.
Bottom - Text — 4
g s

Justily distributed

Text contral e+ " *
] e et
[ Sk to i)
B w«-:h
Fught to-left
Text deecton:

Cantest E

o - Degrees

o ][ e |

Figure 9.12 Click Shrink to fit and then click OK.

Format Cells dialog box launcher
Top, Middle, and Bottom Align icons

|
— 1

Figure 9.13 Bottom Align was set for the column heads
in cells B1 and C1in Figure 9.11 (above).

@ Wrap Text

E Merge & Center

Alignment [}

B Wrap Text and Shrink to Fit are mutually
exclusive. To enable Shrink to Fit in the
Format Cells dialog box, you must first
remove the check mark from Wrap Text
(if present).

B You can also open the Format Cells dialog
box by clicking the Format Cells dialog
box launcher in the Font, Alignment, or
Number group (Figure 9.13).
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Display commas

Currency = —— Number format
drop-down menu
$ v % 9+ | %8 °8—— Increase/decrease
decimal places
Mumber ls—— Format Cells dialog

| box launcher
Currency symbol drop-down menu
Figure 9.14 Choose common

number-formatting options
from the Number group.

Category list Options

[Fomatci E ==

tumber || abgrment | kot [ porder | | ko [ erotecnon

ol u|  Samgle

Mumber ig used for general deplay of numbers, Currency and Accounting offer specialized
formatting for monetary vakse.

o J[ e |

Figure 9.15 For more complex formatting, as well as
date and time formats, use the Format Cells dialog box.

Number Formatting

Like any modern spreadsheet application,
Excel 2010 offers many formats that you can
apply to numeric, date, and time data. You
can format numbers as currency, percentages,
fractions, or scientific notation, for example.
You can optionally display numbers with
commas and a fixed number of decimal places.

Note that the display options set for a given
cell do not affect the way its number is stored
or used in calculations. For instance, if you
apply a currency format to a cell containing
28.1225, $28.12 will display. The remaining
.0025 isn't gone; it simply isn't shown.

To apply a Number format:

1. Select the cell or cells to which you want
to apply a Number format.

2. Do one of the following:

A Onthe Home tab, choose formatting
options from the Number group
(Figure 9.14).

A Right-click any selected cell and choose
format options from the Mini toolbar
(see Figure 9.8).

A Click the Format Cells dialog box
launcher (see Figure 9.13). Choose
formatting options from those on the
Number tab (Figure 9.15). Click OK to
apply the options to the selected cells.

v Tip

B Be sure to thoroughly explore the Number
tab of the Format Cells dialog box. It also
includes date and time formatting options.
And if you choose the Special category,
you'll find formats for ZIP codes, phone
numbers, and Social Security numbers.

193

ONILLYWJO4 d3dWNN



CONDITIONAL FORMATTING

Chapter g

Conditional Formatting

By specifying conditional formatting (format-
ting that's applied only when specified criteria
are met), you can make important data stand
out from other elements in a data set. You can
do any of the following:

¢ Overlay every member of the data set
with a data bar, color, or icon that shows
its position in the distribution.

¢ Apply a color highlight to a specific
number of items that are highest, lowest,
above average, or below average.

¢ Applya color highlight to items identified
by a rule, such as bowling averages greater
than 200.

Unlike manually applied formatting, condi-
tional formatting updates itself as required.
That is, if the data that has been conditionally
formatted changes, the items formatted in this
manner (highlighted in green, for instance)
will automatically change, too.

To apply data bars, color scales, or
icon sets to data:

1. Select the cell range to which you want to
apply conditional formatting.

2. Onthe Home tab, click the Conditional
Formatting icon in the Styles group.

A drop-down menu appears (Figure 9.16).
3. Choose an option from the Data Bars,

Color Scales, or Icon Sets submenu
(Figure 9.17).

A live preview is provided for each condi-
tional formatting option.

Conditional | Format Cell
Formatting ~|as Table ~ Styles

!_% Highlight Cells Rules »
Lj Top/Bottom Rules
=TT Top/Bottom Ru

Gradient Fifl

i
%ﬁﬁ

k| Sold Fill

EEE

MNew Rule...

B
QlearRuIes b % E ﬁ

Manage Rules...

More Rules...

Figure 9.16 Choose conditional formatting from this
drop-down menu in the Styles group of the Home tab.

Student Score Student Score Student Score
1l 1 1‘ 1d 1
20 3 2 3 2d 3
30 5 3 5 3d 5
" a 4 3| ad |
sB 7 5 7 sd 7
o — o I— 64 o
7B 4 7 4 74 £
E] = 10 = G sd 10
sl 6 9 [ 9d &
10l 9 10 S| 0d o
Data Bars Color Scales Icon Sets

Figure 9.17 You can show the relative size of every
item in a data distribution by formatting with data
bars, a color scale, or an icon set.
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Londitional

_‘—_gl‘ Highlight Cells Rules »

| _% Top/Battom Rules "Iﬂl Top 10 lems...

I E-I lata Hars L] —-ﬂ Top 10 %..

_aj Color Scales b ;]?} Bottom 10 Items....
= al

= Icon Sets 8 ;‘dﬂ Bottom 10 %...
[H)  Mew Rule..,

— '—E.;ll Above Average...
B ClearRules R

LE Manage Rules...

e |
4_”; Below Ayerage...

Mure Rules...

Figure 9.18 Choose an option from the
Top/Bottom Rules submenu to select the
highest/lowest items or those above/below
the average for the data set.

Number or percentage Formatting options

Top|10 Items
Format cells that rank in the TOP:

s 14| with |LightRed il with Dark Red Text [«

[oc ][ concel ]

Figure 9.19 Set options for the rule and click OK.

=i
Greater Than...
E Less Than...
= 3
E Between...
E Equal To...

=] Eq
% Text that Contains...
@ A Date Occurring...

=]
=i| Duplicate Values...

Maore Rules...

Figure 9.20 Highlight
Cells Rules submenu.

To apply a Top/Bottom Rule to data:

1. Select the cell range to which you want to
apply a Top/Bottom Rule.

2. Onthe Home tab, click the Conditional
Formatting icon in the Styles group.

3. From the drop-down menu that appears,
choose an option from the Top/Bottom
Rules submenu (Figure 9.18).

4. Set options in the dialog box that appears

(Figure 9.19). A live preview is shown.

A For Average rules, the dialog box
allows you to select fill and text colors.

A For Top and Bottom rules, you can
also set the cutoff point (as a number
or percentage), highlighting only the
lowest five scores, for example.

5. Click OK to apply the rule to the selected
cell range.

To apply a Highlight Cells Rule to data:

1. Select the cell range to which you want to
apply a Highlight Cells Rule.

2. Onthe Home tab, click the Conditional
Formatting icon in the Styles group.

3. From the drop-down menu, choose an
option from the Highlight Cells Rules
submenu (Figure 9.20).

4. Inthe dialog box that appears, set options
and click OK to apply the rule.

v Tips

B You can apply multiple types of conditional
formatting to the same range.

B To remove conditional formatting, select
the range, open the Conditional Formatting
drop-down menu, and choose Clear Rules >
Clear Rules from Selected Cells.
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Adding Cell Backgrounds
and Borders

In addition to formatting cell content, you
can apply formatting to cell borders and
backgrounds. For example, you can create a
double-line border beneath a row to visually
separate data from a totals row. Or you could
make critical cells stand out by applying a
colored fill to them.

To fill cells with color:

1. Select the cells to which you want to apply
a background color.

2. Onthe Home tab, open the Format Cells
dialog box by doing one of the following:

A Click the Format icon in the Cells
group and choose Format Cells from
the drop-down menu.

A Click the Format Cells dialog box
launcher in the Font, Alignment, or
Number group (see Figure 9.13).

A Right-click one of the selected cells and
choose Format Cells from the context
menu that appears.

3. Inthe Format Cells dialog box, click the Fill
tab (Figure 9.21).

4. Do one of the following:

4 Fill cells with a solid color. Click a
color icon in the Background Color
section. (To choose a color that isn't
displayed, click More Colors.)

A Fill cells with a pattern. Choose a
pattern color and style from the drop-
down menus.

A Fill cells with a gradient. Click the
Fill Effects button. Set options in the
dialog box that appears (Figure 9.22)
and click OK.

5. Click OK to close the Format Cells
dialog box.

Color fills Pattern fill settings
[Format Cells EE=]
[ rwmber | migrment || ront | porder |
Paltern Cokor:
Automatic 3
Eattemn Style:
&
1

Preview of color, pattern, or gradient fill

Figure 9.21 Select fill options on the Fill tab of the
Format Cells dialog box.

| Gradent |
| Colors
One color Color 1:
@ Two colors e :

Preset Color 2:

Diagonal down
= Sample:
From corner
() rrom center l
o) g )

Preview

Figure 9.22 You can apply a custom gradient to cells.
Doing so often results in a 3D-like effect.
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Line styles Presets
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Line Presets
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@. Text
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To add cell borders:
1.

Select the cells to which you want to add
one or more border lines.

. On the Home tab, open the Format Cells

dialog box by doing one of the following:

A Click the Format icon in the Cells
group and choose Format Cells from
the drop-down menu.

A Click the Format Cells dialog box
launcher in the Font, Alignment, or
Number group (see Figure 9.13).

A Right-click one of the selected cells and
choose Format Cells from the context

e ) oma ]
menu that appears.
Line color Bordericons 3. Inthe Format Cells dialog box, click the
Figure 9.23 You can add, remove, or modify borders Border tab (Figure 9.23).
for the currently selected cells.
4. Do any of the following:

A Add border lines. Select a line style
and color from the left side of the dialog
box. To use one of the presets (such as
Outline), click its icon. To add a single
border line of the selected style and
color, click its border icon or the spot

o q in the sample where you want to add
Custom Conditional Formatting © samp v
the line.
While you can quickly apply conditional A Remove border lines. To simultane-
formatting to a range by merely choosing ously remove a//border lines from the
an option from one of the Conditional selected cells, click the None preset. To
Formatting submenus (see Figures 9.16, remove a single border, click its border
9.18, and 9.20), you can customize the set- icon or the spot in the sample from
tings for any conditional formatting rule which you want to remove the line.
to show only particular values in a speci- A Change border line properties. To
fied manner. change the style or color of borders,
Choose More Rules from the bottom of se.lect anew style and/or (':olor, and
the appropriate Conditional Formatting click the preset or border icon that you
submenu. Depending on the conditional want to reformat.
formatting type, you can specify a minimum 5. Click OK to close the dialog box.
and/or maximum plotted value, indicate .
how negative values will be displayed, or v Tip

change the number of plotted values for a
top/bottom rule, for example.

B Border styles can also chosen from the

drop-down menu in the Font group.
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Removing, Replacing, and
Reusing Formats

Whether you've applied character, paragraph,
number, or conditional formatting, the applied
formatting can be removed or replaced. And
to simplify the process of applying existing
formatting to additional cells or ranges, you
can also reuse formatting,

To remove formatting:

1. Select the cell range from which you want
to remove formatting, and switch to the
Home tab.

2. Do any of the following:

A Toremove all character, paragraph,
and number formatting, click the Clear
icon in the Editing group and choose
Clear Formats from the drop-down
menu (Figure 9.24).

A To selectively remove character style
formatting (bold, italic, underline, or
double underline) from selected cells
or selected characters within a cell,
reapply the style formatting option.

A Toremove conditional formatting
from the selected cells, open the
Conditional Formatting drop-down
menu and choose Clear Rules > Clear
Rules from Selected Cells.

A Toremove all conditional formatting
from the current worksheet, click
the Conditional Formatting icon and
choose Clear Rules > Clear Rules from
Entire Sheet.

v Tips

B Applying Clear Formats also causes cell
data to revert to the default font and size.

B The Clear Formats command can also be
used to remove conditional formatting.

T @
ET Sort & Find &

(2 T Fifter = Select~— Clearicon
<2 Clear All

%5  Clear Formats

Clear Contents
Clear Comments

Clear Hyperlinks

“# | Bemove Hyperlinks

Figure 9.24 Choose Clear Formats
to remove all formatting from the
selected cells.
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L
=

B ow

Paste
= =—— Format Painter icon

Clipboard™ ™=

Format Painter

Copy formatting from one place
and apply it to another.

Double-click this button to apply
the same formatting to multiple
places in the document.

@ Press F1 for more help.

Figure 9.25 Use the Format Painter tool to copy cell
formatting to another cell or range.

12 g 2y

Other Paste Options
[y |—e—, .

Bl
-

Figure 9.26 To perform a
normal paste, click the Paste
icon. To paste anything other
than copied data (such as
formatting), click an icon in
the Paste drop-down menu.

To replace formatting:

1.

Select the cell range for which you want to
replace or modify the current formatting.
Switch to the Home tab.

. Do any of the following:

A To alter paragraph formatting, choose
options from the Alignment group (see
Figure 9.10).

A To set anew font or size, select options
from the Font group (see Figure 9.7) or
the Mini toolbar (see Figure 9.8).

A To replace or modify Number format-
ting, select options from the Number
group (see Figure 9.14) or the Number
tab in the Format Cells dialog box (see
Figure 9.15).

To reuse existing formatting:

1.

Select a cell that contains the formatting
you want to duplicate.

. On the Home tab, click the Format Painter

icon in the Clipboard group (Figure 9.25).

. Do either of the following:

A Click the cell to which you want to
apply the formatting.

A Drag-select the cell range to which
you want to apply the formatting,

v Tip

You can also reapply existing formatting
using copy-and-paste. First, copy ((Ctr][C])
the cell whose formatting you want to
reuse. Next, select the target cells, click
the Paste icon in the Clipboard group of
the Home tab and click the Formatting
icon (Figure 9.26). You can also specify
copied properties that you want to paste
by choosing Paste Special from the Paste
icon’s drop-down menu.
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Worksheet Formatting

In addition to specifying a new default font
and size, as well as turning off the display of
gridlines, you may occasionally want to try
some of these sheet-formatting options:

¢ Background. You can use any image
from your hard disk as a background for
the current sheet (Figure 9.27). On the
Page Layout tab, click the Background
icon in the Page Setup group, select an
image from the Sheet Background dialog
box, and click Open.

¢ Themes. If you don't feel like manually
selecting fonts, colors, and effects, you
can choose a predesigned theme. Select
the Page Layout tab and view the Themes
gallery in the Themes group. Each theme
contains a complementary set of fonts,
colors, and effects. When you insert a new
chart or SmartArt graphic, for example,
theme formatting is automatically used.
Similarly, when you select a color for text
or an object, the color set will display only
variations of the theme colors.

¢ Tab Color. You may find it helpful to
color-code the sheet tabs in a workbook
to make them easier to identify. To do so,
right-click a sheet tab and choose a color
from the Tab Color pop-out (Figure 9.28).

Remove background

ML [Pa—r— ma

e S0 e

Figure 9.27 As long as you apply contrasting font
colors, a photo or graphic can serve as an interesting
sheet background.

Inserl...
B Delete

Bename

Maove or Copy...
Q;J View Code

&y Protect Sheet.. I
Tab Color B} Theme Calors
/'H EEEEEN

Hide

) Select All Sheets IIIIiIIIII
|_Sheetu sneerz sneets |

ITL " SHeery Ll =g
Stand:ld Colors

o

Mo Color

%  More Colors..

Selected tab [

Figure 9.28 Choose a color for the current
tab. Choose No Color to remove a previously
applied color.
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