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Lesson 1: Advancad
Formatting

Lesson Objectives

The objectives of this lesson ara®ia use s¢ »( of the advanced formatting features in Excel. Upon completion
of this lesson, you should be abl; to:

O use basic conditional fo, aattii 1 O customize numeric and date/time data to display

O manage conditignar. - ting rules in international formats

O create custal « cofditional formatting rules using O use international currency symbols
formulas O create and modify cell styles
O custt .. =2 formats for numbers, accounting, O use custom color formats
de ) ai i data types O create and modify custom themes
a

use +Body and +Heading fonts
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Lesson 1 Advanced Formatting

Conditional Formatting

Basic Conditional Formatting

Objective 2.2.1
You can use conditional formatting to change the appearance of a cell (within certain limitations), dependling
on that cell's value. The cell format will change automatically when the cell value changes, triggering a
different conditional formatting rule. This saves time for you and eliminates errors in having te’make the
format changes manually.

Conditional
Formatting ~

Highlight Cells Rules »
Highlig = Greater Than... [}

]

Tl Top/Bottom Rules  »
Top/Bottom Rules Less Than...
E Data Bars 3 E Between...
Color Scales 3 Equal To...
i -
lcon Sets 4 Text that Contains...
] I

El NewRule.. o A Date Occurring...

E# Clear Rules 3

[E] ManageRules.. I:l Duplicate Values...
Meore Rules...

The Excel 2016 Core courseware gavered the _pic of using the Ribbon to create conditional formats. The
Ribbon method is easy to use and eri_hles v i to create the most frequently used conditional formats. Behind
the scenes, the Ribbon meth . eates” snditional formatting rules. You can also create these rules directly
by using the New Form{tting (¢ Gialog box. Click New Rule or More Rules in one of the Conditional
Formatting drop-down mi_aus i \open the New Formatting Rule dialog box.

The New Format.ing Ruic' log box has the following rule types available:

Format all ce. T main application of this rule is to display indicators that show how the values in a
based on their range of cells relate to each other. For example, you may want cells with the highest
val( s values to show in red (hot), while the cells with the lowest values show in blue (cold).

Excel will choose gradient colors between the red and blue for all other cells with the
data values in between the two extremes.

You can choose one of four main types of indicators: a 2-color scale, a 3-color scale, a
data bar, or an icon set. Further, you can choose from several different types of icons
for the icon set.
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Advanced Formatting Lesson 1

MNew Formatting Rule ? *

Select a Rule Type:

= Format all

= 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:
Farmat Style: | 2_Color Scale

Minimum Maximum
Type: Lowest Value Highest Value

Colar:

=
=
3
[y
8
c
o

Format only cells | The most commonly used rule, offering a wide variety ¢ operators to select the cells
that contain to highlight, such as between, greater than, and : ells that meet that rule
will be highlighted with the same formatting

Mew Formatting Rule

Select a Rule Type:

= 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 belo
= Format only unigue or duplicate values
= Use a formula to determine which cells to f

Edit the Rule Description:

Format only cells with:

S I

[ ox || cana |

Format only top ific format to the cells with the highest or lowest values or percentile in a

or bottom ra cells. For example, you can use this rule to identify the 10% of students with

values the highest ranking scores in a course.

ew Formatting Rule ? *

Select a Rule Type:

= Format all cells based on their values
= Farmat only cells that contain

= Format ¢ bottom ranked values k

= Format only values that are above or below average
= Format only unigue or duplicate values
= Use a formula to determine which cells to format

Edit the Rule Description:

Format values that rank in the:
|Top | |1O | |:| % of the selected range

Preview: No Format Set

ok || canca |
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Lesson 1

Advanced Formatting

Format only
values that are
above or below
average

Apply a specific format to cells that are above or below the average of a range of cells.

Excel allows you to choose from the mean average or various degrees of standard

deviation from the mean average.

MNew Formatting Rule ? *

Select a Rule Type:

= 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 k

= Format only unigue or duplicate values
= Use a formula to determine which cells to format

Edit the Rule Description:

Format values that are:

the average for the selected range

Preview: Mo Format Set

Format only
unique or
duplicate values

MNew Formatting Rule ?

Select a Rule Type:

= 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

= Format only unigue or duplicate values

Edit the Rule Description:

Format all:

ew Formatting Rule ? *

Select a Rule Type:

= 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 unigue or duplicate values

= Use a formula to determine which ¢

Edit the Rule Description:

Format values where this formula is true:

Preview: No Format Set

ula that evaluates to TRUE or FALSE to enable the conditional formatting
ells within the range. This formula may reference another cell in the same
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Advanced Formatting Lesson 1

A cell may have both a manual format as well as a conditional format applied to it. As long as a cell is not
affected by a conditional format, the cell will use the manual format.

Formatting options include only the font styles (regular, bold, italics, or bold and italics), font colors, borders,
and background fill patterns. You may not choose different font names or font sizes in a conditional format.

Manage Conditional Formatting Rules
Objective 2.2.3

All conditional formatting rules for a worksheet are displayed in the Rules Manager window.

Rules Manager window, click Manage Rules in one of the drop-down menus. You can use
to create new rules, modify existing ones, and delete rules that are no longer needed.

is between 3,000 and 10,000; and a third rule if the value is greater than 10,
not conflict with each other and one of them will be in effect at any giva®y

greater than 3,000. In this case, the two rules overlap. Generally, sted higher than the other in the

Rules Manager will override the other. This is known as rule swever, both will take effect if they
do not conflict; for example, where one rule is to displa icon nd the other is to display a background

fill color.

In the example at the right,
the top two rules conflict with
each other as both are setting
background  fill  formats.
Because the rule at the top

AN AT Y RV

takes precedence, all cells

with a value greater tha

3’000 haVe an -onditional Formatting Rules Manager ? »
background. The sema Show formatting rules for: . Eiient Seliction [ v |
cells have |E;auewnule... | | [£3 Edit Rule... | |)<ge|etenu|e| a E
Rule [applied in order shown]  Format Applies to Stop f True
background £ ve e the
9 h )'/f 16 | Cell Value > 3000 AaBbCcYyZz |=sast:sHse O
meet the seco (0] on O 17
| Cell Value < 10000 _ [=sastsHse O
< |
19 19| leon Set @ QO O O [-sasnusise
20
Th applies to all |5
use an icon set |22
23
does not conflict with |24 ok || close Apply

ackground fill.

The rules in the Rules Manager window apply in reverse sequence to when they were added; that is, the latest
rule added is always placed at the top of the list, and takes precedence over any rules below it. The sequence
of these rules can be changed; simply select a rule and click Move Up or Move Down.
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Lesson 1 Advanced Formatting

Note that you can also apply manual formatting to a cell using the Format Cells dialog box or by changing
the formatting settings directly from the Ribbon. If the cell also has a conditional format, then the conditional
format will always take precedence over the manual formatting.

Note: The conditional formatting feature changed drastically in Excel 2007 compared to earlier versions of
Excel. In earlier versions you were limited to colors, fonts, and borders, and support a maximum of three
rules. In addition, the new rule precedence procedure dealt with overlapping rules by applying only thesfirst
rule that was evaluated to be true. Any other rule listed lower was ignored. If you need the conditional
formatting to behave like the Excel versions earlier than 2007, click Stop If True in the Rules Mari_xer
window.

I Learn to apply conditional formats to cells

This exercise is a quick refresher of basic conditional cell formatting.

1 Open New York Temperatures from the student data files folder and s& . it as New vork Temperatures

Basic Formatting - Student.

This worksheet shows the average monthly temperature for New Yo 2t 2000 to 2015. You will create
a conditional format using the Ribbon to set the fill color to bl  for ar. \cell that contains a temperature
value of less than 32 degrees Fahrenheit (when water turns_ tC se).

2  Select the cell range B2:M17.

3 On the Home tab, in the Styles group, click Canditionair »rmatting, then click Highlight Cells Rules,
Less Than.

The Less Than dialog box is displayed wit. defa, t values entered for you.

4 In the Less Than dialog box, enter: 3z° sthe I' 't entry box, then click the drop-down button in the right
list box and click Custom For:hat.

Because the Custom Fopmat optic. w4 s selected, the Format Cells dialog box is now displayed.

5 In the Format Cells¢ialog b€\, Cick the Fill tab, then click the blue standard color (bottom line, third
from the right) and ¢k O\

Less Than ? *

Format cells. & (ESS THAN:

3z £®:  with Custom Format... e

Cancel

b 'n 1 less Than dialog box, click OK.

Cre7 = another conditional cell format — this time using the New Formatting Rule dialog box - to set the fill
culor to red for any cell that contains a temperature value of greater than 75 degrees Fahrenheit.

7 On the Home tab, in the Styles group, click Conditional Formatting, then click New Rule.

8 In the New Formatting Rule dialog box, click Format only cells that contain in the Select a Rule Type
list.

6 3264-1v1.00 © CCl Learning Solutions Inc.



Advanced Formatting Lesson 1

10
11

12

In the Edit the Rule Description section, click the drop-down button in the second list box and click
greater than. In the right-most text box, enter: 75.

Click the Format button.

In the Format Cells dialog box, click the red standard color (bottom row, second from the left), and click
OK.

MNew Formatting Rule ? X

Select a Rule Type:

= Format all cells based on their values

= Format only cells that contain

~ Farmat 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 only cells with: ‘

Cell Value ~ | | greater than ~ | |75 2.5

In the New Formatting Rule dialog box, click OK to comi, ate the creation of the conditional formatting
rule.

Assume that the blue color is too dark. You ¢ »cha, (e an existing rule at any time.

13 On the Home tab, in the Styles grou; click € nditional Formatting, then click Manage Rules.

14 Click the bottom rule (Cell Valte < 32), tricin click Edit Rule.

You can change the formattistmcriteric. » _'in this window.

15 In the Edit Formattirty Rui \d* .G pox, click Format.

16 In the Format @alls di 'og L Jx, click the light blue standard color (bottom row, fourth from the right),
then click ©7.

17 In the Eai ¢ mating Rule dialog box, click OK. In the Conditional Formatting Rules Manager dialog
box_click Ok

18¢ _lick a.a blank cell of the worksheet.

3264-1v1.00 © CCl Learning Solutions Inc. 7



Lesson 1 Advanced Formatting

The screen should now look similar to the following example:

A B c D E F G H | J K L M

1 |Year Jan Feb Mar Apr May Jun Oct Nov Dec

2 w0 73 472 510 635 660 570 s3I EEE
3 2001 336 359 396 542 638 677 585 527 441
4 2002 399 406 441 561 60.7 702 552 460  36.0
5 2003 431 498 587 6728 551 500 37.6
6 2004 350 435 536 652 692 560 482 334
7 2005 365  33.4 551 589 733 579 496 35

8 2006 409 357 431 557 631 666 562 519 436
9 2007 7SR w2 so3 652 703 636 454 . 37.0
0] 2008 365 358 426 549 601 68.8 551 458 381
1 000 ETE 367 424 545 625 663 550 4% <9
12 2000 325 331 482 579 653 711 581 . 475 O 3.
13 2ou[E8E w0 423 543 eas 700 571 13.3
14] 2012 373 409 509 548 651 688 520 29 415
15| 2013 351 339 401 530 628 679 A oz ) 4 38.6
16| 2014 377 523 640 69.7 [ 596 | 1453 405
17| 205 381 543 685 744 \\s80 ) /s28 508

You can also format a cell manually. However, it will be overridden by the c&. Hitional format.

19

Click cell B6, then click the Fill Color drop-down button in the Ribi. .Z® »Theme Colors section of
the drop-down menu, click the Gold, Accent 4, Lighter 40% =

Now test the conditional formatting rules in some of the cells

20
21
22
23

24

25

26

Click cell F5, and enter: 31.

Click cell €5, and enter: 75.1.

Click cell B6, and enter: 40.

Click the Undo button in the Quick Acce. »Tooi ir once to undo the change to cell Bé.

Cell B6 is now back to the light blue' ackgrc nd color, and the manually set yellow background is no
longer visible. You can remoy= the conc ' Unal formatting from a selected range of cells or from the
entire worksheet.

On the Home tab, in the' wic. maup, click Conditional Formatting, then click Clear Rules, Clear Rules
from Entire Sheet.

Notice that the'.. mauc formatting in cell B6 from step 19 is now taking effect because the conditional
formatting’ 1asheen rernoved.

With cell Be till «iected, click the Fill Color drop-down button in the Ribbon, then click No Fill in the
di, "down meau.

n L. Jorkbook.

uste m Conditional Formatting Using a Formula

Dbjecuve 2.2.2

If the predefined conditional formatting rules cannot provide what you are looking for, you can also create a

customized one using a formula.

In the example below, the formula =A$1=$B$19 is used for a new conditional format on the cell range A1:M14.

3264-1v1.00 © CCl Learning Solutions Inc.



Advanced Formatting Lesson 1

New Formatting Rule ? X
Select a Rule Type: & E E £
1 |Year Jan Apr May Jun
= Format all cells based on their values 2 2000 a7.2 510 63.5 71.
= Farmat only cells that contain 3 2001 39.6 54.2 63.8 72.
= Format only top or bottom ranked values 4 2002 44.1 56.1 60.7 71.
= Format only values that are above or below average 5 2003 43.1 49.8 58.7 68.
= Format only unique or duplicate values 6 2004 43.5 53.6 65.2 71.
= UUse a formula to determine which cells to format 7 2005 39.4 Sl 58.9 74,
8 2006 43.1 55.7 63.1 .-
Edit the Rule Description: g 2007 42.2 50.3 65.2 71.
_ . 10 2008 42.6 54.9 1 74,
Format values where this formula is true: n 2008 2.4 sa.5 6. 67
=AS1=$B519 ERs 12 2010 48.2 57.9 5.3 7
13 2011 42.3 532 9 72,
14 2012 50.9 = : 71.
15 2013 40.1 23.0 62.5 72,
17 2015 3 24 68.5 71
oK Cancel 18
19 Feb 2001

There are two important rules to remember about this formula:
e The formula must result in a TRUE or FALSE value.

e If the formula contains any cell references, the formula must’ Je enc_ted 5 if it was being entered into
the upper left corner cell of the selected range. In the examg \abovs the upper left corner cell for this
range of cells receiving the conditional formatting is< ell. % 1. crore the cell formula =A$1=$B$19 is
evaluated for that cell. However, if the cell rangsf s hcted 1 > the conditional format is B2:M14, the
equivalent formula must be =B$2=$B$19.

Notice that if the formula contains cell references, the. maferences may be relative, absolute or mixed. For
all other cells in the cell range in which the ¢ \ditio.  format rules apply, Excel will automatically adjust the
relative and mixed cell references. Absolia cell’ “ere.ices and the absolute part of mixed cell references will
not change from cell to cell. Using the abot hexa’ ‘ple again, in cell C1 the formula will adjust to =C$1=$B$19,
but for cell C2 the formula will als. "he =C$1=$B$19. For both cells C1 and C2, the formula evaluates to TRUE
and therefore the conditionakformat™ L« tivate for these cells.

Learn to custhm fe conditional formatting using a
formula

This exercise ¢ unstrtres how to use a formula to apply conditional formatting.
1 W' New York remperatures open, save it as New York Temperatures Formatting Formulas - Student.

Usir a2 New York City temperatures, create a conditional format to highlight an entire column based
o._he anth value you enter into a cell.

2 iter the following values into the worksheet:
Cell Value
B19 Feb
c19 2001

Excel automatically formatted cell C19 using the same settings as the cells above containing numbers.
Clear this formatting so that it shows as a year value without the decimal digits.

3 Select cell €19 again, then on the Home tab, in the Editing group, click Clear, and click Clear Formats.

3264-1v1.00 © CCl Learning Solutions Inc. 9



Lesson 1 Advanced Formatting

10

11
12
13
14

Select the cell range A1:M17.
On the Home tab, in the Styles group, click Conditional Formatting, then click New Rule.

In the New Formatting Rule dialog box, click Use a formula to determine which cells to format in the
Select a Rule Type list.

In the Format values where this formula is true text box, type: =A1=$B$19.
Click the Format button.

In the Format Cells dialog box, under the Fill tab, click the green standard color (bottom gaw, 1. % frox
the right), and click OK.

In the New Formatting Rule dialog box, click OK to complete creating the conditiaea!.foi hatting rule.

In the worksheet, only cell C1 is highlighted in green, because it is the only ¢ Il in wi th the formula
entered in step 7 evaluates to the value of True (for this cell the formula is adju: s’ =C1=$B$19). The
conditional format can be modified so that the entire column is highlight L in green.

Click Conditional Formatting in the Ribbon, then click Manage Rulc

With the sole rule already selected, click Edit Rule.

In the Format values where this formula is true box, chang sthe Jdla to: =A$1=$B$19 and click OK.
In the Conditional Formatting Rules Manager dialg’; '« . click" K.

The entire column is now highlighted: every ¢ "ot just 1) in the cell range C1:C14 will now have the
formula in the conditional format adjusted to ' i1=' .. W.

Add another custom conditional format to higi. aht' e entire row for the year value entered into cell C19.

15
16

17
18

19
20

Ensure that the range A1:M17 is still sc_hcte< then click Conditional Formatting, then click New Rule.

In the New Formatting Rule dia' a1 box#slick Use a formula to determine which cells to format in the
Select a Rule Type list.

In the Format valuel wher s formula is true text box, type: =$A1=$C$19.

Click the Formiw.' w:ttc . then click the orange standard color (bottom row, third from the left), and click
OK.

In the New. :rma¢.ing Rule dialog box, click OK to complete creating the conditional formatting rule.

@ n 1 any blank cell outside of the range A1:M17 to view the results of the conditional formatting.

10
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