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1. Formatting the Worksheet

1.1 Text Formatting

Excel 2010 allows a great deal of control over the appearance of the worksheet. Most
of the formatting buttons are on the ‘Home’ tab.

To change the text attributes of cells...
e Select the relevant cells
e Click the required button(s) from the Font group on the Home tab...

Calibri v(11 - AT :)Iay the
70 |E oA / Is

Font By

e Alternatively, Right Click the cell to be changed and select Format Cells...
from the resulting pop-up menu

e From the Format Cells dialog box select the Font tab...
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This is a TrueType font. The same font will be used on both your printer and your
saeen.

o< ][ conce |

You can specify the following options...
1. The Font to be used (the default font in Excel 2010 is Calibri)
The Font style (e.g. Bold or Italic)
The Size (in points — a point is /7, of an inch)
The text Colour

a ke

The use of Effects (such as Subscript, Superscript or Strikethrough)

e Make the desired selections and Click m when finished

© Total Training Solutions SW Ltd 2011 Page 1



excel 2010 sample courseware.docx Issue 1.0

1.2 Changing Text Alignment

Normally labels are left aligned and values right aligned. However, you can change
this as follows...

e Select the cells containing the labels or values to be changed

e Click the required button(s) from the Alignment group on the Home tab

= oz =®- =p Wrap Text

E = = ||iE tE - Merge & Center -

Alignment

Or...

¢ Right Click in the cell to be changed and select ‘Format Cells...” from the
resulting pop-up menu

e From the Format Cells dialog box select the Alignment tab

Number || Aignment {| Font Border Fill Protection

Horizontal: ..
General v ’
Vertical: 0 e
Bottom W

Text control P
[ wirap text 0 ] Degrees
[ shrink to fit
[ Merge cels
Right-toeft
Text direction:

Context .

Loc ][ concel |

e Specify the required Horizontal or Vertical alignment
e If necessary, specify the Orientation (which displays text at an angle)

e Select o] when finished

1.3 Centring Text Over Columns
To centre a title across several cells...
e Type the text in the leftmost cell of the range across which you want to centre

e Click + Drag over the cells you wish the text to be centred across

e Select from the Alignment group of the Home tab
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Or...

e Display the Format Cells dialog box (as described and illustrated above) and
select the Alignment tab

e Click the Horizontal: drop-down arrow and choose Centre Across Selection

o CIickwhen done
1.4 Changing Fill Colour

A fill refers to the background colour of a cell. The default is ‘No Fill' which appears as
white but you can make it almost any colour you choose. Changing the fill colour can
enhance or add emphasis to certain parts of a worksheet (but don’t overdo it!)

To change Fill colour...

e Select the cell or range you want to colour

Theme Colors

e Click the Fill Color drop-down arrow on the right of the L

Sy
button from the Font group on the Home tab to

display the Fill Color palette u I I I I I I . I I

Standard Colors

e Select a colour on the palette to apply it to the selected EE EEEEE
cell or range No Fill

) More Colors...

1.5 Changing Font Colour

The widespread use of colour printers and electronically distributed Workbooks means
that the use of colour provides visual variety. It is worth remembering that dark text on
a light background fill colour or light text on a dark background fill colour looks best
and is clearly legible.

To change the Font Colour...

e Select the cell or range you want to change

e Click the Font Color drop-down arrow on the right of the button from the
Font tab on the Home tab to display the Font Color palette very similar to the Fill
Color palette

e Select a colour on the palette to apply it to the selected cell or range

1.6 Removing Formatting
You can remove all the formatting in a cell without touching the contents.
e Select the cell or range that you want to clear of formatting

e Click from the Editing group of the Home tab

e Select Clear Formats from the resulting menu

1.7 The Format Painter

When you have spent some time formatting a Workbook the Format Painter can be
used to apply the same format to other cells on the same worksheet. This saves a lot
of time and cuts down the risk of mismatched formatting.

To use the Format Painter...
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e Select the cell or range that contains the formatting you require

J Format Painter

e Click the from the Clipboard Group of the Home tab

The mouse pointer now has a little paintbrush attached to it

e Click the cell or Click and Drag through the range to apply the formatting
To copy formatting to lots of cells or ranges...

J Format Painter

e Double Click the
e Click the cells or Click and Drag through the ranges to apply the formatting

button

e Repeat as often as required

e Press Escape when you have finished

1.8 Using Numeric Formats

Excel has a number of pre-defined numeric formats built-in which can be easily
applied or customised.

To apply numeric formats...

e Select the cell or cells containing the values to format

General

e Click the required button(s) from the Number Group of the . BTRE i

Home tab Number
e Click the pull-down button to the right o
of the Number Format combo box (in Number ]| Abgnment | Foot_|_Border. |_r8_|Protaction
which the default is ‘General’) for a Category:
menu of easily available numeric Nanber
formats or... Accountng General format cels have no specific rumber format

Time

e Right Click in the cell to be changed u:;""
and select ‘Format Cells...” from the Text
resulting pop-up menu... Sy

e On the Format Cells dialog box select
the Number tab

e Select a ‘Category’ from the left-hand
list

e Select the specific format from the o] e ]

right of the panel and E when
done

The ‘'sample’ area within the dialog box shows how the
number will appear using the selected format.

© Total Training Solutions SW Ltd 2011



excel 2010 sample courseware.docx

1.9 Custom Number Formats

The Custom number format category within the Format Cells dialog box allows you to
create and apply your own numeric formats. A number of formats are already listed.
Any of these may be changed or new ones created by typing a new format code in the

Type field.

Issue 1.0

The following table indicates the meaning of the common characters used to create

custom formats...

Character Meaning

0 required digit

# optional digit

; separates positive zero and negative formats
[colour] specifies display colour

dd mm yy day month year

hms hours minutes seconds

“hello” text strings

/ - % £ etc. literals (displayed just as they are)

1.10 Examples of Custom Formats

The table below shows some custom numeric formats that illustrate a wide range of

formatting techniques...

Format

Meaning

£#,#0.00;[Red]£#,#0.00;"-*

A currency format with leading ‘£’ signs
commas separating the thousands a
leading zero and two decimal places with
negative numbers displayed in red and
zero values shown with a dash.

“positive”;“negative”;“zero”;"text”

A format that indicates if the cell contains
a positive negative zero or text entry.

dddd d mmmm yyyy

Format the date in the following style...
Saturday 6 September 2008

Hides the cell entry.

Custom formatting can be particularly useful if you need a
specific date format.
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2. Conditional Formatting

2.1 Overview

This feature is very useful for highlighting figures which fall into a particular category.
For example some organisations use a traffic-light system where green means there
is no problem amber means treat with caution and red means we definitely have a
problem. The formatting of the cells depends on their content.

Excel 2010 has a comprehensive set of conditional formatting options.

2.2 Using Conditional Formats
To specify conditional formats...

e First select the cell(s) containing the values to format

B

Conditional

e Now chose the [=™te | hytton from the Styles group of the Home tab

e You will now see a drop-down menu of further options as shown right...

Highlight Cell Rules — compares your data to specific =t
values and colour codes it according to the conditions you Mgy PRIy Lo Bes

set (including duplicate values) ]
Top/Bottom Rules

Top / Bottom Rules — highlights only the biggest or —10

smallest data values

. Data B
Data Bars — places bars into the data cells the length of B

which depend on the data value (longest = biggest)

Color Scales 4
Colour Scales — applies a gradual colour change to cells

depending on their values (either two or three colours may _EJ s
be used) '

Icon Sets — adds small colour-coded icons (such as traffic | = HevAue
lights) to your data cells as shown below... 5| Lhear Hules

=] Manage Rules...
Directional

t= 3 =3
aA=v AN
49y 4IANG

* Ao $
Shapes
@00 ce
@@L @0Coe
B [ J
Indicators
@08 & 1 X
‘} s \\}.-
Ratings
§ U ol anll ol nlli
.OOGO all all ol IIII

Maore Rules...
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New Rule — allows a new rule to be
created from scratch...

Select the type of rule from the list at

- — -
New Formatting Rule -

Issue 1.0

Select a Rule Type:
» Format all celis based on their values
» Format only cells that contain

the top
For the top option only, select the

desired Format Style from the list here <

(e.g. 2-colour or 3-colour)

Make additional setting in the lower ~—_

area

Note the preview area which gives a
visual indication of what your format will

» 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

Wbﬂﬂ
I Format al based on their values:

look like

Format Style:  2-Color Scale [=]
TSA Minimum Maximum
Type: | Lowest Value [w] Highest Value -l
Coor: I~ | =
preview: T |
d . - — i
o ][ cnad ]

—

Clear Rule — removes existing rules from cells...

Clear Rules from Selected Cells

Clear Rules from Entire Sheet

Manage Rules — gives an overview of all the rules currently in affect and allows you to
make changes to any of them (or delete unwanted rules)

[ Conditiona! Formatting Rules Monager B [0
Show formatting rules for: g"m"_r"%_:::""_——ﬂ__m
[ NewRue... | | ShedtRue... | [ X peleterue | |~
Rule (applied in order shown)  Format Applies to Stop If True  #
Data Bar il =$§G$4:56522 E=
[ e [ cose

e Float the mouse cursor over an option in the first drop-down menu and another
menu will appear with further options...

Greater Than...
=l
=g Less Than...
=
j'j Between...
—_'] Equal To...
—_'] Text that Contains...
_I -
—_% A Date Occurring...

=i Duplicate Values...

More Rules...
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