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Excel 2003: Formatting
Learning Guide
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Excel design concepts

The Goal
Your goal is always to design a clean and readable spreadsheet by:
e Enhancing and emphasizing your data where appropriate
e Creating contrast between the various sections of your
spreadsheet:
0 document title
o column headers
0 row headers
o data of different kinds

The Tools

Use these tools to create contrast and emphasis in your documents.

e colors

e Dborders

o fonts

e textstyles

Use no more than two fonts in your document. To create contrast

within data using a single font, use text styles like bolding and

italicizing. Most documents will use these two kinds of fonts in

combination:

e A serif font (like Times, shown below, left) for text in your
spreadsheet.

e A sans serif font (like Tahoma, shown below, right) for your
titles and headers.
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The Rules

e Don’t use too many fonts in your spreadsheet.

e Only use color only if you’ll print or display your spreadsheet
on a color device; otherwise, use black and white shading
instead.

e Use color, borders, and styles conservatively, unless your
audience demands radical design.

e Letyour design enhance the presentation of your data, not
overwhelm it.

e Only create a design element that has a purpose. Don’t
simply create one because it looks cool.

e Know when to break the rules.

Formatting Cells

Applying text formats
e Select the cells to receive the new text formatting.
e From the Format menu, choose Cells.
e Click on the Font tab.

Format Cells El El

% Eorder || Patterns | Protection

Mumber | Alignment
Font:
Arial Regular 10

Fank style: Sizet

B albertus Medium -~ ] ~
T slgerian Ttalic 9
Antique Clive Biold 10|
b Biold Ikalic 1 b
Underline: Color:

Hone v Automatic v Mormal Fant

Effects Preview

[] strikethraugh

[ superseript AaBhCeYyiz

[ subscript

This is a TrueType font. The same Font will be used on both vour printer
and your screen.

e To change basic text attributes:
o0 Click on the name of the font you wish to use.
o0 Click on the name of the font style you want.
0 Click on the font size you wish to use.
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To add or change the underlining in the selected cells, click
on the down-facing arrow next to the Underline box.

From the Underline drop-down menu, select the underline
style that you wish.

Underline:

Mone W

Marne
Single
Double

Double Accounting

To change the color of your text, click on the down-facing
arrow next to the Color box.

From the Color drop-down menu, select the text color that
you wish.

i Automatic [

| Automatic

Tip: Removing all font formatting
To remove all font formatting, click to place a check mark in the
Normal font checkbox in the Format Cells window’s Font tab.

This will return the text in the selected cell or cell range to your
default font and style.

I_[_jl\imarmal Fank

Tip: Applying existing formats to unformatted cells
e Select the formatted cell (or cell range).

e Click on the Format Painter button on the standard
toolbar.

Ei

e Click on an unformatted cell (or drag across an
unformatted cell range) to apply the formatting.



All about number formats

Excel permits numbers to be formatted in many different ways.
Without changing the value of the number in a cell, number
formats allow numbers to be represented so that they can be used
in many different kinds of projects.

Applying number formats

e Select the cells containing your number(s).

e From the Format menu, choose Cells.

e Click on the Number tab.

e From the list of categories, select the number format that is
best suited to your project.

e Use the Sample box to decide whether the format you
chose best represents your number.

Category: Sample

General 63.64%

Mumber

Currency Decimal places: |2
Accounting

Date

Time

4

Fraction
Scientific
Text
Special
Custom

e To learn more about some common number formats, use
the table below.
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Category Looks like.... Options

General 0.33 None

Number 0.33 Number of decimal places
shown, negative number format

Currency $0.33 Number of decimal places
shown, currency symbol,
negative number format

Accounting $0.33 (lines up Number of decimal places

decimal points in a shown, currency symbol
column of data)

Percentage 33% Number of decimal places
shown

Fraction 1/3 Number of digits in
denominator, type of fraction

Text 0.33 Number is displayed exactly as
entered

Date 1/1/00 Several date formats available

Time 15:30; 1:30 pm; etc. | Several time formats available

Special Varies Zip code, phone number, social
security number




Applying a basic cell border
Borders can provide contrast, serving to highlight cells containing
important data. To create a border around one cell or a group of
cells:

e Select the cells to receive the new border formatting.

e From the Format menu, choose Cells.

e Click on the Borders tab.

Format Cells El El

Mumber | Alignment Font |§\"§6Faérm:t%Patterns Protection

Pressts Line

Mone Qutline _

; N IR D _

b} Text

4 - Color:

The selected border style can be applied by clicking the presets, preview
diagram or the buttons above.

e To add a basic border outside the selected cell range,
click on the Outline button.

e To add borders between cells within the selected cell range,
click on the Inside button.

e Click OK.
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Applying a custom cell border

To add a custom border, first choose a style for your
border.

In the Style box at the right side of the Format Cells
window, click on the line style you want for your cell
border.

Click on the down-facing arrow next to the Color box to
display the Color menu. Click on the color that you want
for your border.

Click on the buttons in the Border area of the Format
Cells window to add sections of the cell border using the
style and color you selected. Click OK to apply your
custom border to the selected cell range.

Barder
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Applying cell background colors

Background colors (called patterns in Excel) can provide
additional contrast in your worksheets, whether you use them by
themselves or to complement existing cell borders. To apply a
background color:

Select the cells to receive the new background color.

From the Format menu, choose Cells.

Click on the Patterns tab.

Click on the square containing the color you wish to use as
the background to the selected cell or cells.

Click OK to apply this new background color to your cells.
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Applying text alignment formatting

Select the cells to receive the new formatting.

From the Format menu, choose Cells.

Click on the Alignment tab.

Click on the drop-down arrow next to the Horizontal box
to display a drop-down menu of horizontal alignment
options.

Harizonkal:

General [

Gaeneral ~
Left {Indent

Right {Indent)

Fill

Juskify
Cenker Across Seleckion ¥

Click OK to apply the alignment formatting to text within
the selected cells.

Formatting long text phrases within a cell

In many situations, the line of text you enter in a cell will be wider
than the cell itself. In these situations, the text may be hidden
beyond the edge of the cell. Although one solution to this problem
is to resize the cell, there are two additional solutions: shrinking
the text to fit the cell, and wrapping the text so that it displays on
multiple lines within the cell.

Select the cells to receive the new formatting.

From the Format menu, choose Cells.

Click on the Alignment tab and go to the Text control area
of the Format Cells window.

Mumber kt Font Border | Patterns || Protection
Text alignment Qrientation
Horizontal: ..
General v *
Vertical: 0 |8 1_— 4
Bottom hd x| [T _’
t o
+
Text control .-
|:| Wrap text
[ Shrink to fit 0 % |Degress
[ Merge cells
Right-todeft
Text direction:
Context v
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e To shrink the text, click in the Shrink to fit box.
e To wrap text within the cell, click in the Wrap text box.

Text conkrol
[ ] wirap kext

%ihrinl_q ko it
Merge cells

Merging cells
Another solution for handling long text phrases is to merge several
cells together so that the text can be fully displayed. To merge
several cells:

e Select the cells to be merged.

e From the Format menu, choose Cells.

e Click on the Alignment tab.

e Inthe Text control area, click in the Merge cells box.

Applying conditional formatting
Excel’s conditional formatting can apply specific formatting to
highlight cells in your worksheet that meet a certain condition. To
set up conditional formatting:

e Select the cells that you wish to conditionally format.

e From the Format menu, choose Conditional Formatting.

Conditional Formatting

Condition L

EENEMNER v | between - and
Preview of Format to use ‘ Mo Format Set ‘ -Format
when condition is true: -

[ Add == ] [ Delete. .. ] [ OF ] [ Cancel ]

e Next, specify the condition that will trigger your
formatting.
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Click on the second down-facing arrow from the left to
display the operators menu. Select the operator that you

want.

between |

betweaen
nok between

not equal ko
greater than

less than

greater than or equal ko
less than or equal bo

Next, enter the condition (or conditions) that will trigger
the formatting. In the example below, any selected cell
whose value is greater than 10 will receive special

formatting.

Conditional Formatting

Condition 1

Cel Walue Is % | |greater than w | |10 I
Preview of Format to use Mo Format Set
when condition is brue: =

[ Add == ] [ Delete, .. ] [ [o]:4 ] [ Cancel ]

Finally, click on the Format button to specify the
formatting that will be applied to cells that meet your
condition. You’ll be able to apply special font formatting,
borders, and colors to these cells.

When you have finished selecting your formatting, click
OK to close the Format Cells window. Click OK again to
apply the conditional formatting to your cells.
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Creating headers and footers

Like Word, Excel allows you to add headers and footers to your
spreadsheet. Headers can sometimes serve as appropriate locations
for spreadsheet titles, while footers can contain useful document or
page information that isn’t found elsewhere in your spreadsheet.

Choosing a predefined header
e From the View menu, choose Header and Footer.
e In the Page Setup window, click on the Header/Footer tab

to bring it to the foreground.

Page Setup @E‘

Page | Margins

Print...

(none)

Custom Header. .. ] [ Custom Footer,.. ]

Footer:
(none) v

e Click on the down-facing arrow next to the Header box to
display a menu of predefined headers that can be added to
your document. Click to select the header that you prefer.

Header:
{none) |V_

(none) ~

Page 1

Page 1 of 7
Tufts University Confidential, 5/13/2004, Page 1 g
~

BookZ?

10
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Choosing a pre-defined footer
e From the View menu, choose Header and Footer.
e In the Page Setup window, click on the Header/Footer tab
to bring it to the foreground.
e Click on the down-facing arrow next to the Footer box to
display a menu of predefined footers that can be added to
your document. Click to select the footer that you prefer.

Foaker:

(none) |'v

Tufts University Confidential, 5f13/2004, Page 1
Bookz

Tip: To remove a header or footer that you have chosen, choose
(none) from the top of the header menu or the footer menu.

Creating a custom header

e From the Header/Footer tab of the Page Setup window,
click on Custom Header.

e Toadd left-justified text to your header, type the text in the
Left section box.

e To add centered text to your header, type in the Center
section box.

e To add right-justified text to your header, type in the Right

Header, PZ|
To Farmat text: select the text, then choose the Font button,
Ta insert a page number, date, time, file path, flename, or tab name: position the

insertion point in the edic box, then choose the appropriate butkon.
Ta insert picture: press the Insert Pickure button. Ta Farmat your picture, place the

cursar in the edit box and press the Farmat Picture butkan,

y
Left section: Center section: Right section:
This is my custom headertextﬂ: &([Tab]

e To format text in any of the header sections, drag to select
the text, and click on the Format Text button.

A
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From the Font window that appears, select the text
formatting that you wish, and click OK.

Font E|

Font style:

B albertus Medium
I Algerian Italic

Antique Clive Bold

5 Eold Thalic
Underline:

Effects Preview
[ strikethrough
L superscript AaBhCeYyZz
[ subscript

This is a TrueType font. The same Font will be used on both vour prinker and your screen,

o

Click on any of the buttons in the middle of the Header
window to insert additional information in your custom
header.

Inserts the current page number

Inserts the number of pages in the spreadsheet
Inserts the current date

Inserts the current time

Inserts the name of the spreadsheet

Inserts the name of the current worksheet

(e ]

Creating a custom footer

From the Header/Footer tab of the Page Setup window,
click on Custom Footer.

To create your custom footer, use the same techniques that

you used when creating your custom header.

Footer, &l
To Farmat text: select the text, then choose the Font buttan.
To insert a page number, date, time, file path, filename, or tab name: position the

insertion point in the edit box, then choose the appropriate button,

To insert pickure: press the Insert Picture button, To format your picture, place the
cursor in the edit box and press the Format Picture button.

@ %

Left section: Center seckion: Right section:

This is my custom footer text Page &[Fage] of &[Fages]
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Freezing panes in your worksheet

In many situations, the length or width of your worksheets will
make it impossible for your column or row headers to be always in
view. However, once these headers disappear from view, it’s often
difficult to be able to work with the data that is visible on your
screen. In these situations, Excel allows you to freeze rows and/or
columns in your spreadsheet to keep those useful data headers
visible:

e A horizontal freeze will keep one or more rows always in
view at the top of your worksheet as you scroll up and
down.

e A vertical freeze will keep one or more columns always in
view at the left of your worksheet as you scroll left and
right.

Inserting a horizontal freeze
e Decide which row or rows you wish to constantly display at
the top of your worksheet when changing or adding data.
e Click on the header of the row below the one (or ones) to
be constantly displayed.

0 Remember that a horizontal freeze will always be
inserted above the row that you select.

o For example, if | wish to make sure that my
worksheet’s column headers in row 1 are always
displaying, I’ll first click on the header for row 2 to
select that row.

(W Product  SaleDate  Quandi FPrice ToitalSale
Pl quash o2 11/415/1999 40 P 1580 F 60.00
3 |Carrots 11/21/1999 15 P 120 % 18.00
4 [Sguash | 11,22/1999 a7 F 145 § 5365
o |Carrots 11/25/1999 18 P o125 F 2240
B [Sguash | 11/,29/1939 34 F 133§ 4726
7 |Carrots 12/05,/1999 20 P 130 F 2600
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From the Window menu, select Freeze panes.

iindow

Compare Side by Side with. ..
Hide:

| Freeze Panes I

1 Bookz i

Z produce sales (faf)

3 smith-wesson annual report

™

w

Excel will insert a horizontal freeze in your spreadsheet
above the row that you selected.
To deselect this row, click on any cell elsewhere in your
spreadsheet.
To remind you that you have frozen a pane within your
spreadsheet, Excel will mark the lower edge of the frozen
area with a thin black border.
0 Any cells above the border will be continuously
displayed as you scroll up and down on your
worksheet.

Removing an existing freeze

From the Window menu, choose Unfreeze panes.

Inserting a vertical freeze

Decide which column or columns you wish to constantly
display at the left of your worksheet when changing or
adding data.
Click on the header of the column to the right of the one
(or ones) to be constantly displayed.

0 Remember that a vertical freeze will always be

inserted to the left of the column that you select.

From the Window menu, select Freeze panes.
Excel will insert a vertical freeze in your spreadsheet to the
left of the column that you selected.
To deselect the column to the right of your freeze, click on
any cell outside the selected column.
To remind you that you have frozen a pane within your
spreadsheet, Excel will mark the right edge of the frozen
area with a thin black border.

14
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Inserting a combined horizontal and vertical freeze

In most cases, you’ll insert a combined freeze when you wish to
constantly display both your custom column and custom row
headers when editing your worksheet.

Find the cell at which your row of column headers and your
column of row headers intersect.
Click in the cell to the lower right of this cell.

o0 For example, in most cases, your column headers
will be in Row 1 and your row headers will be in
Column A. Therefore, you’ll want to insert a freeze
to make sure that both Row 1 and Column A are
constantly displayed. Since Row 1 and Column A
intersect at cell A1, click in cell B2 — the cell to the
bottom right of cell AL.

From the Window menu, select Freeze panes.

Microsoft Excel - produce sales (f&f)

E‘_’] File Edit Wew Insert Format Tools  Data | Window | Help  Adobe PDF

N2l A 4.|| = i'f};i| EEWI, I Campate Side by Side with. ..
g 20 ) s iG] 2B g re | B
7 Unhide. ..
a2l 5N —
B2 - & 11/15/1999 | Eeczepanes |
A B C D 1 Bookz o
[l Product _SaleDate  Quantity Price To 2 producs salss (Ff)
| 2 |Squash  [11/715/19931 40 $ 150 % )
|3 |Camots 1172171989 15§ 120 §| | 3smith-wesson annual report
| 4 |Sguash | 11/22/15999 7 5 145 5| ¥ |
| 5 |Carrots | 11/25/1999 18 §F 125§ XE0
| B |Sgquash | 11/25/1993 34 § 139§ 4726
| 7 |Carrots 12/05/1959 20 5 130 % 2600 Number of carr
| B |Sguash | 12/05/1999 31 ¥ 100 0 F 4030 Total value of «
| 9 |[Carrots | 12/15/1999 25 140 F 3500 Number of carr

Excel will insert a vertical freeze in your spreadsheet to the
left of the cell that you selected, and a horizontal freeze
above the cell that you selected.

0 Inthe example above, Excel will insert a combined
freeze so that Row 1 (the row above cell B2) and
Column A (the column to the left of cell B2) will be
constantly displayed.

To remind you that you have frozen a pane within your
spreadsheet, Excel will mark the right edge of the frozen
vertical area and the bottom edge of the frozen horizontal
area with a thin black border.
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