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Formatting Data

Exceloffers many options for changing the appearariazll text. This sectiomxplainshow to

Microsoft Office Excel 2007 Formatting Features

change the appearance of font fastdes, sizesndaddhyperlinks to cell text.

Changing Font, Font Style and Size

You can changgextformattingusing the tots foundon the Ribbonthe options in the Font dialog
box, orby means okeyboard shortcuts

1) Select the text you want to changeag across multiple cells or hold down el key and

left-click individual cells)and use one of the methods listed belowhange font formatting:

e Ribbon option: From theHometab, use the options

in theFontgroup to format textSome of the font Calibii Clu - [A &
formatting options irthis group have a small down i

arrow on the right side of the button (outlined inthe B £ T ~/| 1 - & - A~
blue box inFigure 1). Click the arrow to see more Fon

formatting chotes open in a drop down ligts you
hover themousearrow oversome of thdont
formatting choicein the list,you will see a preview

of the change on thepreadsheet
¢ Font dialog box option: Click the dialog box launcher in the lower right corner offbat
groupfoundon theHometab (seeFigure 1). Browse through the many font formatting

options available in this dialog bdgeeFigure 2). Adjust the settings for th@ftfaces

Figure 1: The Fontgroup found on
the Hometab.

using the options in thieontdialog boxand dick the OKbutton when finished.

Format Cells 1

] Border | Fill I Protectionl

Font:

Number I alignment

Font style:

21

Size:

Calibri

I Cambria {(Headings

I Agency FB
T Algerian
T Arial

I Arial Black

Underline:

|

|None

=]

IRegular

Color:

I - | [V tormal font
Preview

1

Effects
[ Strikethrough
I Superscript
[ subscript

AaBbCcYyZz S

Figure 2: The font options available in the Format Cellsdialog box.

Dialog box
launcher

e Keyboard shortcut option: Use basic keyboard shortcuts for common formatting choices:
Ctrl+B (Bold), Ctrl+I (ltalics), Ctrl+U (Underline) or Ctrl+5 (strikethrough).

Creating Hyperlinks

Linksto web sitexan beset upfrom a cell When clicked, these linksill opena web browseto

display a specific webite To change existing text a cellinto a clickable link:
1) Click once on theell that contains text you want to turn into a link
2) From thelnserttab, in thelinksgroup, clickHyperlink (or use the keyboard shortctir|+K).

3) In theAddresdield of the Insert Hyperlink dialog boxype the complete UR(web site

address). You doot need to enter the prefix (http://).

St. Josephdés Coll ege

Technology & InformatiorServices



Microsoft Office Excel 2007 Formatting Features

4) Click the OK button and then click away from the linkeell.

Address: |http:,f.fwww.sjcny.edu] LI

OK I Cancel |

Figure 3: Enter the web site address in the field at the bottom of the /nsert Hyperlink
dialog box.

5) Hoverthe mouse pointer over the linked cell. Click once on the link to foll¢apins a
browser to the pagey click and hold to select the cell

If you would like toedit or removea link, right click the linkedcell and choos&dit Hyperlink... Edit
theURL as needed in thiddresdield or click theRemove Linkutton. Then, click the OK button.

TIP: Hyperlinks can be added to objects as well as text. Simply click the cépactgge,shape etc.)
and then follow steps-2. Directions can be found later in this manual for adding objecthdets

Formatting Cells

In Excel, every cell can be formatted differently. There are many options available to customize your
Excel workbook, which can make the worksheet easier to Feaag:xample, you can adjust column
widths row heights, add cell borders and shading, apply a cell style, or copy formats from one cell to
another.

Cell Alignment == _|»| =
To align cell contentsither horizontally or vertically within a cefollow S
these steps: =E = = EE A
1) Selectthe cell(or cellg you want to alignOr, click thecolumn T =
letter to select an entire column and the row number to select a e il

entire row. Figure 4: The Alignment group
2) Click on the options within thAlignmentgroup on theHometab found on the fometab.
(seeFigure4). To change the vertical alignment of cell contents, choose one fofltheing
options
e Top Align: Aligns text to the top of the cell
¢ Middle Align: Aligns text between the top and bottom of the cell
e Bottom Align: Aligns text to the bottom of the cell

To change the horizontal alignment of cell contents, choose one faflfiwing options
e Align Text Left: Aligns text to the left of the cell
e Center. Centers the text from left to right in the cell
e Align Text Right: Aligns text to the right of the cell

To change the indentation of cell contertsoose one of the folldng options
e Decrease Indent Decreases the indent between the left border and the text
e Increase Indent Increase the indent between the left border and the text

To rotate cell contents, click ti@rientation option and choose a rotation angle.

St. Josephdés Coll ege 2
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3) To use additional text alignment options, click ttialog box launcheiin the Alignmentgroup.
Then on theAlignmenttab of the Format Cells dialog box, select the options that you want.

Adjusting Column Width and Row Heights

If you cannot read the contents of a cell, or multiple cells, adjust the width of the column or height of
the row.Rows and columns can be resized either manoalfytomaticallyto fit the cell contents

To adjust column widthasing options on the Ridon follow these steps:

1) To adjust a single column, select any cell from the column to be adjus
To adjust multiple nortontiguous columns, press and hold @e key
and select cells from each column to be adjusted.

2) FromtheHometab, in theCellsgroup, clickFormat.

3) In theCell Sizesectionclick ColumnWidth...The Column Width dialog
box appears.

4) In theColumn widthtext box, type the desired width and click the OK
button. The column width is adjusted.

To adjust column widths manually, follow these steps:
1) To adjust multiple nofrontiguous columns, press and hold @he key

Cell Size

Salnsert ~ R :
: 27
éﬁ Delete ~ ;] 7
P Sort & Fin
|=) Format ~| | (2~ Filter~ Sel
'y %
:v[ Row Height...
‘ AutoFit Row Height
=] Column Width...

AutoFit Column Width

Default Width...

Figure 5: The Format
options found in the Cells
group on the Hometab.

while clicking thecolumn ID (e.g., A, B, C, etc.jor each desiredolumn

To adjust multiple contiguous columns, press and hol&ltiife key while
clicking the first and lastolumn ID for the desired range.

2) Along the column ID, point to the border right of the column to be
adjusted.

3) When the pointer turns into a dowaeow, click and drag. For a

[ Width: 8.43 (64 pixels) |}
E e G
5000, 10000
6000; 12000
7000, 14000

narrower column, drag left; for a wider column, drag right. A box Figure 6: Manually drag the
appears rar to the pointer, indicating the current column width as you celumn border to adjust width.

drag it(seeFigure 6).

4) When the column reaches the desired width, release the mouse button. The column width is

adjusted.

) : : :
(ﬁz TIP: For a faster method of expanding a coluatmyble click the border to the right of the column to

be adjusted.

To adjust row heights using options on the Ribbon, follow these steps:

1) To adjust a single row, select any cell from the row to be adjustedljdst anultiple non
contiguous rows, press and hold @te key and select cells from each row to be adjusted.

2) OntheHometah in theCellsgroup, clickFormat (seeFigure 5).

3) IntheCell Sizesectionclick Row Height..The Row Height dialog box appears.
4) In theRow heightext box, type the desired height and click the OK button. The row height is

adjusted.

To adjust row heights manually, follolWwdse steps:

1) To adjust multiple nomontiguous rows, press and hold @tel key while clicking the row 1D

(e.q., 1, 2, 3, etc.) for each desired row. To adjust multiple contiguous rows, press and hold the

Shift key while clicking the first and last row ID for the desired range.

St. Josephdés Coll ege
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2) Along the row ID, point to the bottom border of the row to be 2[ Height: 24.00 32 pixels) | 2294
adjusted. 2004 150(

3) When the pointer turns intodoublearrow, click and drag. For a 3-1- ........................ oo 11— 6444
taller row, drag down; for a shorter row, drag up. A box appears| *

nearto the pointer, indicating the current row height as you drag Figure 7: Manually drag the row
4) When the row reaches the desired width, release the mouse butborder to adjust height.
The row heights adjusted.

Excel can determine the best width and height based on the information in the column or row. To use
the AutoFit option on a row or column, follow these steps:
1) Select a cell in the row or column you want to AutoFit.
2) OntheHometal in theCellsgroup, clickFormat (seeFigure5).
3) In theCell Sizesection, choose eith&utoFit Row Height or AutoFit Column Width
depending on which you wato change. The entire row or column automatically adjusts to fit
the largest amount of data.

Working with Borders

To make certain cells stand out in the worksheet, you may want to format a cell's.bdrdezsare
many different types of cell bordersdcolorsyou can apply. After working with the basics steps
listed below, experiment with borders until you achieve the desired sheet appearance.

To add a border to a cell, follow these steps:
1) Select the cell(s) to which you want to add a border.
2) Click the arrow to the right of thBorders option found in thé=ontgroup on théHometab of
the Ribbon.
3) Choose the appropriate border from the BsefFigure 8).

o/
- Home Insert Page Layout Formulas Data
=l Calibri 11 v A AT [ ==
J . A = =|| ¥
Pste 4 |B 2 U~ H[&-A-|EEEF?
Clipboard F4 Borders
c2 = J i Bottom Border
(=57 A B c ﬂ Top Border
1 | Left Border
2 | 2005) 2000 3000 \ | Right Border
3 | 2004] 1500 6750 ‘ No Border
4 | 2003|6440 2350 | B Al Borders
5 |[E]  Outside Borders
6 1 ] Ihick Box Border

Figure 8: The borders option found in the Fontgroup
on the Hometab.

To change the color of a border, follow these steps:
1) From theHometab, in theFontgroup,click the arrow to the right of the Borders option.
2) In the list of available border formats, pointLime Colorand click to select the desired color.
The cursor changes to the shape of a pencil.
3) To format individual borderthat are already applied telts, click the borders you want
changed. To format multipleontiguouscells, click and drag across the desired cells.
4) To quit formatting border colors, press theckey on the keyboard.

St. Josephdés Coll ege 4
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To change the line style of a border, follow these steps:
1) From theHometab, in theFontgroup, click the arrow to the right of the Borders option.
2) In the list of available border formats, pointLime Styleand click to select the desiretyle
The cursor changes to the shape of a pencil.
3) To format individuaborders that are already applied to cells, click the borders you want
changed. To format multiple contiguous cells, click and drag across the desired cells.
4) To quit formatting border line styles, press Hekey on the keyboard.

To remove a ceborder, follow these steps:
1) Select the cell(s) to which you wantreamovea border.
2) Click the arrow to the right of thBorders option found in thé=ontgroup on théHometab of
the Ribbon.
3) ChooseNo Border from the list

Working with Shading

To highlight certain areas of a spreadsheet, you may want to apply color to a cell or group ¥baells.
can easily remove cell shading if you no longer need it

Home Insert Page Layout Farmulas Data
To apply shading to cells, follow these steps: % - [
1) Select the cefb) to which you want to apply | T A= == @
shading. g | (B 2 U-E-|SA-EEF|E
2) On theHometab, in theFontgroup, click the e ot L —
arrow next ta-ill Color. H EEEEE
3) Live Preview displays a sample of the color choice®? M

for the selected c€H) when you hover the mouse A B
pointer over a color in palette. ith I I

4) Click the color on the palette that you wémt 2 u I I I I I I
apply to the selected cell(s) choose thélore es | .5"':“’5”’ C°'°f5. 1T
Co | o opHoé to see a larger selection of color _
choiceg(seeFigure 9). Ha Fil

%) | More Colors...

Figure 9: The cell fill color option found in the Font

To remove cell shading, follow these steps: group on the Hometab.

1) Select the cells that contain a fill color you want to remove.
2) On theHometab, in theFontgroup, click the arrow next teill Color and then clickNo Fill.

Applying Cell Styles

Cell Styles are defined set of formatting characteristics, such as fonts and font sizes, number formats,
cell borders, and cell shadinfo apply several formats in one step, and to ensure thehese

consistent formatting, you can use a cell style.

1) Select the cell(s) whosgpearancgou want to change.

2) OntheHometab, in theStylesgroup, clickCell Styles A pull-down list appearéseeFigure
10).

3) A preview of the style will appear in the selected ogh&n you hover the mouse pointer over
different styles

St. Josephdés Coll ege 5
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4) From theGood, Bad and NeutraData and Modelor Titles and Headinggroup, select the

desired cell style. The style is applied to the selected cells.

H ) || g=alnset~ | X~ A :
| | S General EJ H # z! [
= "lj _ﬂ 3% Delete ~ || (3]~ 1‘7 }3
= 55| § ~ $ - % 9|53 ;% Conditional Format Cell s, Sort & Find &
i - “~!|| Formatting ~ as Table ~ 'Styles -/ || i Format ~ || (2~ Fijter~ Select~
Good, Bad and Neutral
| Normal Bad Good Neutral
Data and Model
l I | Explanatory Hyperlink [lnput
Note Output Warning Text
Titles and Headings
Heading 1 Heading2 Heading 3 Heading 4 Title Total
Themed Cell Styles
20%- Accentl  20%- Accent2  20% - Accent3  20%- Accentd  20% - Accent5  20% - Accent6

Figure 10: The Cell Styles options found in the Sty/esgroup on the Hometab.

Number Styles

Excel provides preset number formats to help you starmahdiv numbers will appear in your

spreadsheet. For example, when formatted as Currency, the number 9.27
When formatted as Fraction, the number 9.27 will appear as 9 1/4. When
formatted as Accounting, the number 9.27 will appear as $ 9.27. When
formatted as Number, the number 9.27 will appear as 9.27 with the option
displaying decimal place$ number fomat does not affect the actual cell
value that Excel uses to perform calculations. The actual value is displaye
the formula bafseeFigure 11).

will appear as $9.27.

£ | 10500

Ol F

. $10,500.00
1 in =

Figure 11: Number formats

change only the displayed cell

When you need to format numbers quickly, use the options on the Ribbon vdlee.
see all available number formats, use the options in the Format Cells dialog

box. Both methods are listed below.

To format numbers using the Ribbon, follow these steps:
1) Select thecell(s) whose number format you want to change.
2) In theNumbergroup on theHometab, click an option from thumber
Format drop down list §eeFigure 12). The default option is the
General style.

To format numbers using the Format Cells dialog box, follow these steps:
1) Select the cell(s) whose number format you want to change.
2) Click the dialog box launcher in tidumbergroup on theHometab.
3)
right side (number of decimal places, show the dollar sign, etc.).

4) Click the OK button when finished.

General

«.0 .00|

? || .00 .0

$ v %

(s

Number

Figure 12: The Number
group on the Hometab.

Choose a category from the left si{deeFigure 13) and adjust any additional options from the

St. Josephdés Coll ege
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I Alignmentl Font I Border | Fill I Protection

$10,000.00
$12,000.00
$14,000.00! Category:

General _:J Sample
Mumber ( $10,000,00 ‘

Accounting i 3 =

Date Decimal places: |2 E

Time Symbol: |$ -
Percentage 7 l —I
Fraction Negative numbers:

Scientific

Text $1,234.10

Special ($1,234.10)

Cstom ($1,234.10)

Figure 13: There are many more number formatting options in the Format
Cells dialog box.

Merge Cells

When you merge two or more adjacent horizontal or vertical cells, the cells become one large cell that
is displayed across multiple columns or roMerging cells is useful if you want to place a title on the
spreadsheet or any other significant information that spans multipleMaks. sure that the data that

you want to display in the merged cell is in the ugpércell of the selected range. @rhe data in

the uppetleft cell will remain in the merged cell. Data in all of the other cells of the selected range will
be deleted.

To merge cells, follow these steps:
1) Select two or more adjacent cells that you want to merg
2) On theHometab, in theAlignmentgroup, clickthe

(8- | | =0 General

ﬁq - % |G

(The|

(1
i
[TE0]
(1
¥
]

Merge and Centeroption or click the small arrow to the Alignment = Merge & Center
right of the option Then, choose one of the four available =] Merge Across
merge choicedvlerge & Center, Merge Across, Merge T Merge Cells
Cells, or Unmerge CellseeFigure 14). P = B Unmerge Cells

Figure 14: The merge options found in the
Wrap Text Alignment group of the Hometab.

There are times when you need to wrap text with in a cell so it appears on two or more lines. To wrap
text within a cell, follow these steps:

1) Select the cell (or cells) where you want to wrap text. = = |[®-| |5
2) On theHometab, in theAlignmentgroup, clickWrap Text (outlinedin | —

the red square iRigure 15). = E E | FEF o
3) Data in the cell wraps to fit the column width. When you change the T =

column width, data wrapping adjusts automatically.
4) If all wrapped text is not visible, it may be because the row i®set
specific height.

Figure 15: The Alignment
group found on the Hometab.

Using the Format Painter

Let's say you have a spreadsheet set up with certain cells filled in with a light yellow color, a complete,
thick, black cell border and a foappearancef Times New Roman, tpoint, bold and centered ihe
cell. There's a lot of formatting to apply when you must use these charactegsiic®n different
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cells You could try to remember all the formatting options you selected, but that process would be
time-consuming. Insteadoy can us¢éhe Format Paiter to copy the formatting (such as fills or
borders)of text and cellsrom one location to anothém aworksheet.

To use the Format Painter, follow these steps: ]
1) Select thdormattedtext orcell that has the formatting that you want to copy. = b
2) On theHometab, in theClipboardgroup, do one of the following: R
e To copy the formatting to one other cell, or text selecsorgleclick Clipboard
Format Painter. Figure 16: The

Clipboard group

e To copy the formatting to multiple cells, or text selections, dealit& e Home tab.

Format Painter.
3) The pointer changes to a paintbrush. Do one of the following:
e To copy the formatting to a single cell or range of cells, drag the mouse pointer across the
cell or mange of cells that you want to format.
e To copy the formatting tonultiple cellsclick each text selection that you want to format.
4) To stop formatting, press tliesckey.
- Ap &
3. 27 &

Clearing Cell Formatting R
You canquickly clear formattingrom selected cellsxcluding number formats, E;f;fi,'tfr; Select~ |
fill colors, and borders. The cleared cells remain as blank or unformatted cellg en < 4!

the worksheet. || %) Ciear Eormats

=

|
\ Clear Contents ’

1

! Clear Comments

To clear cell formatting, follow these steps:

1) Select the cell(s) containing the formatting to be cleared. Figure 17: The Clear
2) From theHometab, in theEditing group, clickthe arrow next to th€lear option found in the Editing
option and choos€lear Formats. All cell formatting is removed. group on the Hometab.
G
VL TIP: If you selecta cells) and then presthe Deleteor Backspacdkey, you clear the cell contents

without removing any cell formats or cell comments.

Adding and Deleting Cells, Rows and Columns

When working with worksheets, you will often need to make changes to the origitkaheets, such
as deleting old information or adding new information. To make this task easier, you can add new rows
and columns or delete existing rows and columns. S j .

= Insertis| | X - {_5!.7

‘3 | Insert Cells...

Adding Rows

1) Select a celbelowwhere you want to add a new row.
2) On theHometab, in theCells group, click the arrow to the right of || & Insert Sheet Calumns

L Mo

5 | Insert Sheet Rows

CL

thelnsert option(seeFigure 18). t] Insert Sheet
3) Selectinsert Sheet Rowsand a new row is added above the selectetd
cell. Figure 18: The Insert option
found in the Cellsgroup on the
Hometab.

Adding Columns

1) Select a cell to thaght of where you want to add a new column
2) On theHometab, in theCellsgroup, click the arrow to the right digInsert option.
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3) Selectinsert Sheet Columnsand anew column is addeid theleft of the selected cell.

5= Insert ~ X -~ f 3
Deleting Rows :_.-. Delmq nE z‘i j
When you delete a row, everything in the row is deleted. If you do not want S

to delete the whole row, delete information from speciiis instead. Delete Cells...

=
1) To delete a single row, select any cell from the row to be deleted | =" Delete Sheet Rows
2) To delete multiple nowontiguous rows, pressirl andselect the it
cells from each row to be deleted |
3) On theHometab, in theCellsgroup, click the arrow to the right of ==
the Deleteoption (seeFigure 19). g RieREl: The Delste option

found in the Cel/sgroup on the
4) SelectDelete Sheet Rowand tie row(s) are deleted. Hometab. groue

Delete Sheet Columns

Delete Sheet

Deleting Columns

When you delete a column, everything in the column is deleted. If you do not want to delete the whole
column, deleténformation from specific cells instead.

1) To delete a single column, select any cell from the column to be deleted.

2) To delete multiple nowontiguous columns, pre§srl and select the cells from each column to
be deleted.

3) On theHometab, in theCellsgroup, click the arrow to the right of tiieleteoption.

4) SelectDeleteSheet Columnsand the column(s) are deleted.

Formatting Data as aTable

Excel 2007 introduces a new concept of working watilesof data.When you create a table in a

Excel workshet, you can managerganizeand analyze the data in that table independently of data
outside the tableAs an added benefif working with an Excel tableExcel automatically adds a filter
drop down arrow to every column in the table. However, you can use filtering and sortihijtoepa
without converting data to a tablEhis section introduces you to the concepts of working with Tables
in Excel 2007.

Setting up the Table

To setup and format a range of Excel data as a table, follow these steps:

1) On a worksheet, select the range of dgllish or without datajhat you want to include in the
table.

2) On theHometab, in theStylesgroup, clickFormat as Table.

3) UnderLight, Medium, or Dark, choose one of the preformatted design sets.

4) If the selected range contains data that you want to display as table headers, ddietalihe
has headerscheck box.

5) Click the OK button.

Applying Table Style Options
You can choose table style options to format the table elemidr@®esigntab unerthe Table Tools
contextual taldisplays manyf the formatting options you can apply to an Excel table.

1) On the worksheet, select the table to which you want to apply table style options. This displays
the Table Toolgontextual talmn the Ribbonaddirg aDesigntab (seeFigure 20).
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L'V,J =9 - T2 I Test File.xlsx - Microsoft Excel Table Tools =

)

- Home Insert Page Layout Formulas Data Review View Add-Ins Design @ - o X
Table Name: [i3] Summarize with PivotTable 'i\;j_' tie V| Header Row First Column \E‘ E _____ “
Table2 _}~ ' Remove Duplicates 0 Total Row Last Column EEREE ‘ ————— 1 —————————— v

o - Export Refresh =il e [ r———
) Resize Table || ] Convertto Range - v V| Banded Rows Banded Columns
Properties Tools External Table Data Table Style Options Table Styles

Figure 20: There are many options available on the Desigrntab when you click inside an Excel table.

2) On theDesigntab, in theTable Style Optiongroup(seeFigure 20), do one of the following:

e To turn the header row on or off, select or clear the Header Row box.
To turn the totals row on or off, select dear the Totals Row box.
To display special formatting for the first column of the table, select the First Column box.
To display special formatting for the last column of the table, select the Last Column box.
To displaydifferent shading acrossld am even rows, select the Banded Rows box.

¢ To displaydifferent shading acrossid and even columns, select the Banded Columns box.
3) Rename the table using tfiable Namefield in thePropertiesgroup of the tabl®esigntab.

If you do not want to work witlyour data in a table, you can convert the table to a regular eithge
with or withoutany table style formatting thatasapplied.

To convert the table to a ranggh table formatting, follow these steps:
1) Click anywhere in the table. This displays the Table Tools, addingdkigntab.
2) On theDesigntab, in theToolsgroup, clickConvert to Range
3) Click the Yes button when prompted to confirm the converdiable features are no longer
availablewhenyou convert the table back to a range.

To convert the table to a rangithout table formatting, follow these steps:

1) Click anywhere in the table. This displays the Table Tools, addingebkrgntab.

2) On theDesigntab, in theTable Stylegroup, click he More button to display all of the
available table styles.

3) Click theClear option at the bottom of the gallery.

4) On theDesigntab, in theToolsgroup, clickConvert to Range

5) Click the Yes button when prompted to confirm the conversion. Table feataree Bimger
available after you convert the table back to a range.

Conditional Formatting

Conditional formatting helps you answer specific questions about your data. You can apply conditional
formatting to a cell ranger an Excel tableFor example, ira list of numbers ranging from 1 to 10, you

can format cells closer to 1 with red fill color, and cells closer to 10 with green fill color. You can also
format data bars to appear within the cell, making a concise bar graph within a worksheet. You can
apfy preformatted rules, or you can create original rules. Conditional formatting logs your formatting
rules so you can edit, prioritize, and delete rules easily.

Adding Conditional Formatting

You can apply highlighting to cells if they satisfy criteriattidau set. The criteria can be number
based (e.g., greater than, less than, equal to)btesed (e.g., text contains, date occurring), or both
(e.q., duplicate values).o apply conditional formatting, follow these steps:
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1) Select the range of cells to flrmatted.

2) From theHometab, in theStylesgroup, clickConditional Formatting . A pull-down list
appears.

3) Point toHighlight Cells Rulesandselect the desired criterion. A dialog box appears.

4) In the dialog box, specify your criteréand the desired formatting you want to apflige
criteria will differ depending on the option chosen in stejm 3he example listed iRigure 21,

Greater Than 21 x|
Enter rule Format cells that are GREATER THAN: Set formatting
criteria here / options here
[3.6] E8 with [Light Red Fill with Dark Red Text _v.Jad
OK I Cancel |

Figure 21: Enter the criteria for the conditional format and click OK.

notice that all entries greater than 3.6 will automatically appear in light red fill with dark red
text.

5) Click the OK button.The rule is applied to cells which satisfy the criteria.

6) Repeathe steps to add conditional formatting to another range of cells.

Adding Data Bars, Color Scales and Icon Sets

Data Bars Color Scalesandicon Setapplyformating toall cells in a range, depending on how each
cell compares to the rest of the rangleese types of conditional formadse useful in spotting higher
and lower numbers, especially with large amounts of. datapply these formats, you must set the

values that determine tlweloring, scale or icons used in the condition. The steps-
for adivating the formatting are the same; only tréeria used to determine the J
visual changes will differ. v |GPA | v
® 3.0
To apply data bars, color scales and icon sets to a selected range of cells, follpw | 3.2
these steps: 4 40
1) Select the range of cells you want to format. g 3.3
2) On theHometab, in theStylegroup, clickConditional Formatting. A pull- 4 29
down list appears. Figure 22: Anicon
3) Point to Data Bars, Color Scalesor Icon Setsand then seleane of E?I(:Zﬁ'ged to arange

available choicesiithe submenu that appears
4) The selected formatting is applied based on predetermined criterion that
refers to "default” values stored in each cBdi.edit the criterion, see the next section below.

Editing Conditional Formatting Rules

You can edipreformatted and original rules. Rules are only editable if they have been applied in a
worksheetTo change the criterion used to set the data bar, color scale or icon set, follow these steps:
1) On theHometab, in theStylesgroup, clickConditional Formatting. A pull-down list appears.
2) Click Manage Rules TheConditional Formatting Rules Manag#alog box is displaye(see
Figure 23).
3) Selectthe appropate worksheet (or table) in tH8how formatting rules foiist box.
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4) Select the rule and clidkdit Rule.

Conditional Formatting Rules Manager 21x]
Show formatting rules for: yiihis WWorksheet ] L.I
Choose a location_|
where conditional [5{ New Rule... _j} EditRule... X Delete Rule
formatting rules Rule (applied in order shown) | Format | Appiies to [ stop 1f True [ 4]
are applied ‘ —
P Icon Set ¢ ! % [=$352:43820 = r

7

Applied rules are 1
listed in this area

=~
oK I Close I Apply |

Figure 23: Set formatting rules for the data bars, icon sets, color scales and all other
conditional formatting using the options found in the Rules Manager dialog box.

5) In the Edit Formatting Rule dialog box, make the necessary chtmtieerule type and/othe
rule description used to format the cells.
6) Click the OK button twice to apply any new changes made.

Deleting Conditional Formatting Rules

You candeletepreformatted and original ruléxy following these steps:
1) On theHometab, in theStylesgroup, clickConditional Formatting. A pull-down list appears.
2) Click Manage Rules TheConditional Formatting Rules Manag#alog box is displaye(see
Figure 23).
3) Select the appropriate worksheet (or table) in the "Show formatting rules for" list box.
4) Select the rule you want to remove and clielete Rule
5) Click the OK button when finished.

Using the AutoFill Command

The AutoFill commandcan be usetb repeat information to continuous cells. If the first cell contains a
formula, the formula will be repeated in the additional cells. If the first cell contains text, the text will
be repeated in the additional cells. If Excel recognizestarpah the information you entered, the
additional cells will contain the next item in the pattern. For example, if the first cell contains the day
Sunday, Excel will fill the following cells with Monday, Tuesday, etc. Other examples include filling
for the months of the year and hours of the day.

You can quickly fill a series of data using filehandle. This is the small black square in the lower
right corner of a selected ce—=%. Point to the fill handleandthe poiner changes to a black cross.

Tofill a range of cells using the fill handle, follow these steps:
1) Type thefirst item in the seriem the first cell of the groupndpress the Enter keyhis can be
any information that begins a series such as Sunday, January,dt,tbis can be aofmula
2) Type the second item in the series in the nextazallpress the Enter kgjiote: If you entered
a formula into the first cell, there is no need to add a second formula in the second cell.)
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3) Select both cells where you entethd data from stegpone and Al
two. =

4) Move your pointer over the fill handle so your pointer changes
into a black cross.

5) Dragthe fill handle in the direction you want the information
copied (horizontally or verticallysSeeFigure 24 below.

6) Release the mouse button when finished. The fill is applied

B g c
Sunday
Mondax i

N oy b W IN e

To fill a range of cells witlonly formattingfrom a selected celfollow
these steps: - 5
1) Select thecell that contains the formatting you want to use as tFigure 24: Drag the AutoFill handle to
fill source. extend a series.
2) Move your pointer over the fill handle so your pointer
changes into a black cross.
3) Drag the fill handle in the directioyou want the
information copied (horizontally or vertically).
4) Release the mouse button when finished. The fill is
applied but you want to only use the formatting.
5) Click theAutoFill Options button in the lower right corne
of the pasted selectiqeeeFigure 25).
6) ChooseFill Formatting Only from the options listThe
formatting fill is applied.

|Saturday I

A B C D
Sunday
Monday
Tuesday
Wednesday

-

Copy Cells

Fill Series

W oo N B W N
i

Fill Formatting Only
Fill Without Formatting [% :

=
(=

Fill Days

N 0O 0O oll® ol

[y
N

Fill Weekdays

) : . .
t% TIP: To fill a range of cells without formatting, follow the steps [ 12
listed in the previousection, but choodéill Without Formatting Figure 25: Use the choicesfound in the
in step SiX. AutoFill Options button after extending the
series.

M anaging Workbooks

When you start a new blank workbook in Excel, the workbook contains three worksheets by default.
These worksheets amamedSheetl, Sheet2, and She&¥Bganizing the worksheets within your
workbook files can make your Excel documents easier to maintdimanage. Worksheets can be
addedmoved, renamed, or deleted to make your workbook easy to navigate thkddgronal tools

for finding and replacing text and using the spell checker ardistisd below

Inserting, Moving and Deleting New Worksheets

To add a new blank worksheet, click theert worksheettabin the lower left corner of the Excel
screen geeFigure 26). A new sheet is added (withdefault namassignellas the last taim the set

The fastest way to move a worksheet is to click and drag the worksheet tab. To delete a worksheet
from a workbook, right click the sheet tab and sdbsietefrom the shortcut menu.

n

Workbook navigation™————p 4 4 » 0| Sheetl ~Sheet2 ~Sheet3 ~¥1 4— Insert worksheetiab

buttons —
Figure 26: Worksheet tabs in the lower left
corner of a workbook.
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Renaming Worksheets

The tabsn the lower left corner of the Excel scremmtain the name of each worksheet. You can
change the name of the worksheebétterdescribe its contents.
To change a worksheet name, follow these steps:

1) Right click the sheet tab and choddnamefrom the popup menii OR

2) Double click the currenvorksheet nameé. OR 1

3) Click the worksheet name and chooseReaame Sheebption on thd=ormat button found in

theCellsgroup on theHometab.
4) Type in the new sheet name (31 character limit) and pregntkekey on the keyboard.

Changing Tab Colors

Coloring worksheet tabs can make specific workshegksn a large workbooleasier to locate. To
change the color of a worksheet tab, follow these steps:
1) Right click the sheet tab, point T@b Color and choose a color from the poppgdettei ORT
2) Click theworksheet name and choose Bo¥mat option from theCellsgroup on théHome
tab.
3) PointtoTab Color and choose a color from the popup palette.

TIT

M 4 k¥ danuary-—sFebrans—a.riiae,

Figure 27: Recoloredsheet tabs make it easier
to spot sheets in large workbooks.

Navigating Workbooks

To move between different worksheets in a workbabt&k one of the sheet tabs in the lower left
corner. If the workbook contains many worksheelisk the worksheet nagationbuttonsin the lower
left corner of the Excel scre€seeFigure 26) to scroll through the sheetBhen, click the sheet you
want to view.Right clicking one of thavorksheenavigationbuttonsdisplays a popup containing the
names of each of the sheets in the workbook. Left click the ghegtichyou want to move.

Using Find and Replace

Excel's Find and Repladeaturesearclesyour worksheetdor specific text, which can then be
highlighted, replaced with different text or formatting, or lefthangedThisfeatureprovides many
advanced options to help matke search as specific as necessary to find what you are looking for.

To use the Find and Replaf=ature follow these steps:

1) If you want to find and/or replace information in a specific section of your document, select the
desired portion of the document. Otherwise, select the entire worksheeCusifg

2) On theHometab, n theEditing group, click the=ind & Select option and chosReplace(or
use the keyboard shortodtrl+H).

3) In theFind whattext box, type the text or data you are looking for.

4) In theReplace withext box, type the text or data to replace the inforomafiound.

5) If you wantthe findto match content with specific formatting, click t@gtions button, then
theFormat button to the right of thEind whattext box.

6) If you want touse specific formatting along with the text in Replacewith text box, click the
Options button, thethe Format button to the right of thReplace withext box.
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7) Adjustothersearchoptions by clicking th@®©ptions button and choosing from among the many
additional search criteria (search within the sheet or vamkpby rows or columns, based on
contentsuch agormulas or values, match case or entire cell contents).

Find Replace I

Find what: II ZI | Mo Format Set | Format... Evl
Replace with: I Z, I Mo Format Set I Format... fvl
within:  [Sheet v | I Match case

[~ Match entire cell contents
Search: |By Rows - I
Look in: IFormuIas vl Options << I

Replace all I Replace I Find all I Find Next I Close I

Figure 28: The Find & Replace dialog box.

8) Click theFind Next button. The first occurrence is highlighted.
9) To replace only that occurrence, click fRReplacebutton To replace all occurrences, click the
ReplaceAll button.

10)To find and replace additional instanceshs selectetext or data, repeat step<®.

11)To close the dialog box, click tli@osebutton.
% TIP: Use the Replace All option with caution. If you do not first select specific cells to change, this
option will replace the specified information throughout the espreadsheef his carresult in
unintended consequenaésext is replaced wherit should not be.

Spell Checker

Checking all of the spelling in a worksheet is useful when you want to proof text after you finish
editing it. You can check for possible mistakes and then confirm each correction. To check for possible
spelling errors,dllow these steps:

1) Click once in cell Al to start the spell checker at the beginning of the sheet.

2) On theReviewtab, in theProofinggroup, clickSpelling or use the keyboard shortcti.

3) Thefirst possible spelling error appears in et in Dictionaryfield at the top of the Spelling
dialog box. Suggestions appear in the text area at the b(semrigure 29). Do one of the
following:

a. Click the correctly spelled work from the Suggestions list and click eith&Chihageor
ChangeAll button to fix the first instance of the error or all.

b. Click the lgnore Onceor Ignore All button to move to the next possible error without
correcting the current one.

c. Click theAdd to Dictionary button to add the work tihe custom Office 2007 dictionary.

4) Continue to let the spell checker take you throughptissible errorand decide how to handle
each errorWhen you are finished a dialog appears indicating the checking is complete for the
entire sheet.
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Figure 29: The Spelling dialog box in Excel 2007.

Working with Comments

Comments are pepp notes that you can insert irgells inyour worksheet. Comments can be used for
many things, including adding notes for other users, adding reminders for yourself, and creating cross
references to other reports. After adding a comneepbur worksheet, you can decide how and where
you would like to display that comment, when to print it, and whether to delete comments.

Adding and Editing Comments

To add comments to cells, follow these steps:

1) Select the cell to which the commentviié added.

2) On theReviewtab, in theCommentgroup, clickComments
The comment text box appears displaying your computer use
name.The name can be changed in this comment.

3) Type in the text of your comme(geeFigure 30).

4) When finished, click in another cell.

5) A red triangle appears in the upper riglaind corner of the cell
indicating a comment has been attached. When you place yotFigure 30: Add text in the comment

; text box. Your computer user name is
mouse over the cell, the comment appé@agspopup. stored at the top and can be changed.

To edit comments, follow these steps:

1) Select the cell that contaittse commento be
edited.

2) On theReviewtab, in theCommentgroup, click
Edit Comment Thecommentbox appears,
containing the text of the comment.

3) Make the appropriate changestie comment. Figure 31: The Commentsgroup on the Reviewtab.

4) When finished, click in another cell.
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