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MS Excel: Formatting
Lesson Notes
Author: Pamela Schmidt

Insert Cell/Row/Column
To insert a cell, from the menu choose, Insert, Cells.

Inserting a cell will cause the adjoining cells to move down or to the right.
. Insert Format Tools Data

To Insert a row, from the menu choose, Insert, Row .

This will add a row above the selected row.

REowws

Caolumns
. Wiorksheet
To insert a column, from the menu choose, Insert, Column

This will adds a column to the left of the selected row.

Note: In version MS Excel 97 and below Inserting a row, column, or cell inside a range, will
adjust the range accordingly. Inserting a row, column, or cell outside a range, will not adjust
the range. i.e. If the range is B3:B6 and a line is inserted between line 3 and 4, the range
will be adjusted to B3:B7.In all versions before 2000, if the range is B3:B6 and a line is
inserted between line 6 and 7, the range will not be adjusted to include the new line.

MS Excel: Level 2

|1 |Baskets 1 |Baskets .1 Baskets
2 | Basket 1 2| Basket 1 E 2 Basket 1 E
L3 |Apples 3 3 | Apples 3 3 |Apples 3
4 |Bananas 5 ZAprioots B 4 Bananas 5
.5 |Grapes 4| | 5 |Bananas 5| |8 |Grapes 4
B |Oranges 2 B Grapes 4 B |Cranges 2
7_|Total for Basket|=SUm(B3 B 70ranges 2 T |Apricots B
8| _ B |Total for Basket :SUM(BS:B?)| 8 |Total for BasketleUM(BS:B )]
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Delete Cell/Row/Column

To delete a cell, row or column, from the menu choose Edit, Delete.

Edit Yew Insert Format To

K3 (it o (Ehr{H-2 Delete |
¥ e Hepeat  @hrl elete

ok ok |
X cut Chrl4i - Egl'ul:l: cells left
Copy Chrl4C : Cancel |
E Paste Chrl+Y ™ Entire row

" Entire column

Paste Special. ..

Paste as Hypetlink

Fill 3
Clear 3

Note: if cells are selected, a dialog box will appear. If a row is selected, it will automatically
delete the row. If a column is selected, it will automatically delete the column.

Row/Column Spacing
Format, Column

rt | Format Tools Data Window Heln -
e celk. ot bz oA 8 i Column Width EHE
] N | &= 55 Calurnn width: Ok
| =l
Sheet 3 AutoFit Selection |
Hide Zarnce
AutoFormat...
) " : Unhide
= Conditional Farmatting...
Standard Width...
I Et‘.'rle"' Il
Format, Row Row Height K ES
Format Tools Data Window Help Rowe height: Ok
VER cells... crivt Bl E A &) %,
RO igh Cancel
Calumn
Sheet
) AutoFormat...
; Conditional Formatting. ..
Style...
OR
Take the mouse over the column or row dividers, when the H T E T T
resizing arrow (black cross with two arrows) appears, click B 4 I ¥ C

and drag to resize

Hint: when the resizing arrow appears, double click. The column or row  sket 1 éBasket 2
will adjust for the largest item.
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. . . Applied t
Sp I Ittl n g /FreeZI n g SC reen :!Princip\e payment PEi[r]lcl:?p\eD interest
2035  1,224,646.68 $0.00 (9,695.12) 9,69¢
. . 2035 1,234,341.80 $000 | (9,771.87) 9771
WI ndOW, Spl It 2036 1,244 113 67 $0.00 (9,849 23) 9‘845
Splitting allows the user to display and work in several areas s iasmes; 000 (oo a0 1000
2036 1,273,89590 $0.00 | (10,085.01) 10,08¢
Of the SpreadSheet on one screen. 2036  1,283,980.91 $0.00 | (10,164.85) 10,164
. . . . 2036 1,294,145.76 $0.00 | (10,245.32) 10,24%
To split a window, from the menu choose Windows, Split. 2036 130439108 $0.00  (10,326.43) 10,32¢
2036 1,314,717.51 $0.00 | (10,408.18) 10,40¢

2036 1,325,12569 $0.00 | (10,490.58) 10,49C
2036 1,335,616.27 $0.00 | (10,573.63) 10572

Each section will have its own scroll bars. s sty ot s 00 T 0o oo
The divider for the sections can be moved to resize a section.  aejouw

Window, Freeze Panes

Freezing the rows above and the EHESRY 4 BREC  lewwindw
columns to the left of the selected cell Arrange. ..
. al -0 - B I U
the desired text on the screen at all Hids=
times. ie headings, names, etc. = [ =| B/2/1945 Urhide. .
A | B [ € D]
Split
To freeze a pane, click in the first cell  |First Mame Last Name DOB Sex Freeze Panes
not to be frozen, then from the menu  |Alice Wyynn | EQME!F
choose Windows, Freeze Panes. Williarm — Turmer BATES M v Lrashout two (2).xs
Note: Splitting and Freezing Panes has no effect on printing.
Page Break
Page breaks can be created both horizontally and vertically. The | Insert Format Tools Data
page break will be created above and to the left of the cell selected. Cells...
Riows
To insert the page break, click on the desired cell then from the Columns
menu choose Insert, Page Break. e T
ﬂ Chart. ..
To insert just a horizontal break, choose a cell in column A. To Page r'eal:.
insert just a vertical break, choose a cell in row 1. F Eunctin. ..
Marme: k
ﬂ Camment
Picture 3
@ Map...
Object. ..

% Hyperlink. ..  CErlHE
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Change Paper Size

File, Page Setup

Set Margins
File, Page Setup

Fage Setup |
| Margins | Header/Fooker | Sheet |
Orienkation Prink |
' Erirt. ..
% Portrait T Landscape Print Preview |
Scaling Options. .. |

& adjusk kot |1IIIEI 5‘ % niormal size
™ Fit ko |1 5‘ pagels) wide by |1 5‘ Eall

Paper size: ILetter g1/2x11lin j

Print gualits: |3EIEI dpi j

First page number: I.ﬁ.utu:u

Fage Setup |

Page I Header/Fooker I Sheet |
Top: Header: Prirt,.. I
Prink Prewview |
Options. .. |

Left: Right:

IEI.?S 5‘ IEI.?E 5‘

Bokkarn: Fooker:
Cenkter on page
[ Horizonkally [ Yertically

(] 4 I Cancel
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Headers/Footers
File, Page Setup

To create a custom header or footer, click the appropriate button.

Page Setup @I&J

| Page | Margins | Header/Footer | Sheet |

CoilUzersiP amelsiDocumentztworks Ex anfplpefidur2 003s0coupations Gi2007 2:02 PM

Options.
C:\Users\Pamela\Documents\Work\Examples\trashout2003s0ccupatio: E

Header:

[ Custom Header... || Custom Footer... |

le
Footer:

Page 1 |Z|

Fage 1

0K

[ Cancel

r

Header .

To format text: select the text, then choose the font button.

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

Al Ba) @ zalal @
Left section: lk Center section: Right section:
&[Path]&[File]&[Tab] - Page &[Page] of &[Pages] -

e

Cancel
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Sheet Options
Print area — Enter a range to be printed. Only that range will print. If nothing is entered into
Print area, the whole sheet will be printed. Note: this can be over ridden by selecting an
area and under File, Print choosing selection.

Print titles — select any  IMElEREENITS HE|

rows or columns to be Page | Margins | Header/Footer Sheet |

repeated on each
page. Note: a partial Print area: | Y print... |
row or column can not Print titles : :
b lected Prink Presview |
€ Selec : Rows ko repeat ak kop: |$4:$4 :"J |
Qpkions. ..
Columns to repeat at left; I :ﬂ
Print — click in the Print
ChECk.bOXGS to turn [ Gridines [~ Row and column headings
selections on or off. _
- . . I™ Black and white Camments: I{Nnne} j
Gridlines — prints lines BT T
between rows and
columns Page order
Black and White — %" Down, then over EE BE EE
turns color off. € Oer, then down EE EIF 5
Draft quality — faster

printing, uses less ink, | QK I Cancel

does not print good
quality for charts and graphics.

Row and column headings — row and column headings are the column and row names. i.e.

column A
Fis | B | C | O | E | F

1 |Baskets
2 Basket 1 Basket 2 Basket 3 Basket 4 Total Fruits
3 |Apples 3 2 1 5 1
4 |Bananas o 4 2 4 15
5 |Grapes 4 5 2 3 14
B |Oranges 2 3 1 5 11
7 |Total for Basket 14 14 B 17
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Cell Alignment

Cells containing text default to left justification. Cells containing numbers default to right
justification. The justification can be overridden using either the formatting toolbar, or by
choosing Format, Cells, Alignment from the menu.

I
1M
(il
b

— £1ul Cells Ckrl+-1

|Fgrmal: Tools Data ‘Window F

left center right mergand
justification justification center

Format Cells EHE

The Format Cells
Options give more Number | Al ntl Fonk | Border | Patterns | Prakection |
control over the look Vet ST i
of the document. Horizonital: Indent: O

Center d ID ﬂ : *

Wertical: z Text _‘
To use the Merge [patam t .
cells option, block the .

Texk control P

cells to be merged,

then choose the F;\:::ktf;; =] pegress
merge option. If the ¥ Merge cel

toolbar is used, it will

both merg and

center. If the Format

Cells is used, the

cell can be merged, \ \ \ K | cancel |
but have any :
. A B C D F E H
alignment. | \I ‘{ 1 I )
e pal jons
2 1(].r 4/00 29:08
ED
Marital
City 4
_4 |First Name LastHame DOB X Status Occupation ¥
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Insert Date/Time Functions

The date and time functions are used to bring in the current system date and time. This will
update automatically every time the document is opened.

Today function pulls in the date only.
=today()

Now function pulls in both the date and time.
=now()

Format Dates

To change the date format, from the T - [ |

menu choose Format, Cells, Number,

then from the Category list, choose Murnber | Alignrent I Fank I Border | Patterns | Protection |
Date, then choose a date format type. Category: ~Sample
izeneral = Dckober 14, 2000
Mumber
Currency Twpe:
Fl.l:l:l:uuntini 4-Mar Ll
n 4-Mar-97
Time 04-Mar-57
Percentage Mar-97
Fraction _
Sciertific B
;EZEiaI 3/4{97 1:30 PM
314097 13:30 -
Cuskarm ;l 4l _I
Date Formats display date and time serial numbers as date values, Use Time
Formats ko display just the time portion,

(04 I Cancel
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Customizing the date format

To customize a date, choose Custom from the Category list. In use the Type: area on the
right, key in the desired codes to get the look desired.

MMMM Month spelled out
MMM Month abbreviated
MM Month as two digits
M Month as one or two digits
DDDD Day of the week spelled out
DDD Day of the week abbreviated
DD Day as two digit date
D Day as one or two digits date
YYYY Year as four digits
YY Year as two digits
FormatCells — @EH|
Mumber | Alignrnent | Font | Border | Patterns | Protection I
Cateqory: —Sample
General ;l Saturday, October 14, 2000
Mumber
Currenc?f Tvpe:
g:;zuntlng Iu:lu:lu:lu:lJ N d, ey
i.e. 6/5/97 would show as ;Qfentage [@h]:mm:ss =
follows for the specified formats: Fraction U R0 (4 (R R, ("
Scientific U D D OF (O (R
Text O, A 0,00_0; (% (&, 440,000, 1
DDDD, MMMM DD, YYYY Special {40,007 0% (220,00 (% -
Thursday, June 05, 1997 Cloron T Y u
Delete |
bbb, MMM D, YY Type the number Format code, using one of the existing codes as a skarking
ThU, Jun 5, 97 point,

For more help on customizing the
date, while in the customize type 0K I Cancel
area, hit the F1 key.
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Format Numbers

The formatting for a number can be
changed using either the Formatting ﬂ; 3,.-"' +
Toolbar, or from the menu choose o 1 .
Format, Cells, Number.

=10
+ .0

n
= Lo

The Format Cells options give more control over the look of the number.

Format Cells EE

Choose the format that shows

red numbers to have the system Mumber | afigment | Font | Border | Patterns | Protection |
indicate negative numbers in red. Category: anmple
General = $56,000.00
rurnber
Note: Any color format that is set '- Decimal places: |2 =]
in Number Format overrides any Date Symbol:

color set in the text format. Time O |

Percentage Megative numbers:

Fraction

Scientific -$1,234.10
Text $1,234.10
Special

_uskom ﬂ

Currency formats are used For general monetary values, Use Accounting
fFarmats ko align decimal paints in a columin,

Ik I Cancel

10
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Customizing the number format

To customize a date, choose Custom from the Category list. In the Type: area on the right,
key in the codes needed to get the desired look.

There are three (3) parts to a number format, each part is separated by a semicolon.
Positive numbers; Negative numbers; zeros
[green]$#,##0.00 );[Red]($#,##0.00);[blue]"zero”

1 = =0

Any text can be added to the format if it A E;SDD C he D | E | F o
is placed in quotes. i.e. the word “zero” (25.00) 20

can show instead of the number “0”. Format Cells -E

This O_loes _nOt affect the number { Mumber | alignment | Forit | Eorder I Patterns | Frotection I
contained in the cell. -
Cateqory: arnple
General [ zero
Mumber
Colors can be added to a format by Currency T
enC|OS|ng Iitin square parentheSIS. Accounting I[GFEEH]D.I:Il:l_:lj[REd]{D.I:IEI:I,'[E“I.IE]"ZEFI:I"
i.e. [Red] Date
s Time [ RR0 ) (R, 0 ¥ "-"_:I;_;l
Percentage COE S, ##0.00 g _0FF O, #80.000;
Fraction O 0,00 ;0% (F,#e0.000; _(*
Scienkific rarnrn d, e
Text

SEeciaI
Celete |

Type the number Format code, using one of the existing codes as a skarting

paink.
| (0] 4 I Zancel
The following codes are used to
customize a number format:
O - place holder # - shows digits if needed
i.e.the numbers would show as follows:
format .045 1561
0.0000 % 4.5000 % 15.6100 %
0.00 % 4.50 % 15.61 %
0.0 % 4.5 % 15.6 %
0. % 5 % 16. %
H.HHHH % 4.5 % 15.61 %
#.H## % 4.5 % 15.61 %
0.## % 4.5 % 15.61 %

11
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Format Fonts
The format of a font can be changes for

the whole cell or any part of a cell using Arial 10 -~ B F U |
either the Format Toolbar, or from the
menu choose Format, Cells, Font. T BE
Murmber | Alignment *Fan | Border | Patterns | F'ru:uteu:tiu:unl
Font: Fonk skwle: Size:
I.ﬁ.rial IReguIar I 10
T &ntique = a8 =
T ArborisFoliurn — 9
Architecture
I3 [ RS
nderline: Color:
INu:une d I Autamatic j ¥ tarmal Fant
fFects Feview
[ strikethrough
[T Superscript I AaBbCeYyiz
[ subscript
This is a TrueType fonk, The same fonk will be used on bokh your prinker
and your screen.

(0] 4 I Cancel |

Format Cells |
To change a part, block just the Fort |
characters to be changed. Fort: SR cine:
i.e. block the 2 in H20 and make it I‘Mai IR_eguIar ' I‘m'
subscript T Antiqo " - =
T ArborisFolium — 9

Architecture

Bald talic =] |11 =]
H 2 O nderline: Color:

If'-.lclne d I aukarakic j ™ Mormal Fank

H ZO ffects FENviEw

[ strikethrough
r Superscripk I faBbCoYysz —_—

Note: when a cell is in the edit mode,
Format, Cell will only display the Font
tab.

This is a TrueType fonk, The same fonk will be used on bokh your prinker
and your screen.

K, I Cancel

12
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Borders

Borders can be added using either the formatting toolbar, or from the
menu choose Format, Cells, Border.

Block off cells to which borders are to be added.

Using Format Cells will allow

Format Cells EHE
more control of the borders. In

the Format Cells, Border tab, Murnber | Alignment I Fonk I Patterns | Protection |
the type and color of the line Prasets Line
can be changed. Diagonal s Tt
lines can also be added. i B Nome - -
Mone outline  Inside | | e ——
Border —_
Choose the style and color N _
before choosing the border —— —
location. Text Tedt 0
Text Text
B0 Color
: o L - _ Autornatic vI
ki |::E::E| 5::|::§| el I
The selecked border style can be applied by clicking the presets, preview
diagram or the buttons abowve.

K, I Cancel

13
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Fill Colors/Shading/Patterns

Fill colors can be added using either the formatting toolbar, or from &, A .
the menu choose Format, Cells, Patterns.

| Mo Fill

|
Block off cells to which fill colors/shading/patterns are to be added. H N HH N RN N
EEEEEEEDR
BN

O

. , EEEN N
Using Format Cells will allow more control of the patterns. In the EECOECEE
Format Cells, Patterns tab, the type and color of the patterncanbe 11111111
changed.

There are two color palettes on the = Humber | Em N7 g | Pt | protection |
Patterns tab. The main palette Cell shading = N '
allows the choosing of the Color: = N7 268
fill/lbackground color of the cell(s). W Automatic |

The second palette appears when

. HEER
the Pattern arrow is selected on EEEEEEERN

the bottom left of the dialog box. EEE
This palette is used to select the EBEC : : E : EE ! !
color of the pattern. m " mmE= Light Elue

ENC gEOONOED
BN gE O NENN
eateern: IS (A

Ik Cancel

14
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The Auto Format feature allows the machine to do the work of formatting based on preset

formats.

To use Auto Formatting, select cells to be formatted (if no cells are selected the system will
assume all the cells with information).

From the menu choose Format, Auto Format.

Format Tools Data Window

Cells... Chrl+1
Ruow ]
Calurmn 3
Sheet 3

AukboFormat. ..

Conditional Formatting. . .

Skwle. ..

Choose the desired
format.

AutoFormat

Table Format:

Classic 1
Classic 2
Classic 3

Accounking 1
Accounting 2
Accounting 3

- rSample

Accounting 4
Colarful 1
Colorful 2
Calarful 3

List 1 =

Jan Feb Mar Total

East
West
South

7
a]
g

FA-
4 7
.

19
17
24

Total

21

18 21

B0

~Faormats ko apply
¥ Mumber
v Border

v Fonk
¥ Patterns

¥ alignment
¥ width Height

Cancel

it

Qpkions =

Click on the Options button to see the Formats to apply check off boxes at the bottom of the
dialog box. If a box is un-checked, the system will not change that part of the formatting.

15
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Conditional Formatting
Conditional Formatting is used to change the format of a cell based on a criteria.

Format Tools Daka Mindow |

Select cell(s) for Conditional Formatting. Cells... Chrl+1
Rlow ]
.. . Colurmnn *
From the menu choose Format, Conditional Formatting. et .
hee
AutoFormat. ..

Conditional Formatting. ..

Shwle, ..

In the dialog box that appears, choose the condition and formatting.

Conditional Formatting

ondition 1

mﬁj Igreater khan j |1EI jﬂ
Prewview of Format ko use

when condition is true: AaBbCcYyiz | Eormat... |

EI add == | Delete. .. | (0] 4 I Zancel |

Baskets

Basket 1 |Basket 2 Basket 3 | Basket 4 Total Fruits
Apples g 2 1 s[ T 3]
Bananas 2 2 2 4 10
Grapes 4 5 2 3
Oranges 2 1 1 5 9
Total for Basket 13 10 B 17

When the condition is met, the formatting will change.

16
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Copy Formats
Click on desired cell Eu:l_ﬂ: Yiew Insert Format To |

Edit, Copy %72 Undo Borders  Chel+2Z Paste
go to destination cell O CantRepeat Gl gl ™ Comments
. . ™ yalidati
Paste, Special, Format & cut Chrl+ S Validation
: " Walues  all except borders
Copy Chrl+iC =
F& paste Chrl+y
or Operation
¥ one = Multiply
@  add € Divide
€ Subtract
Format Painter tool on the toolbar (looks like a
[ skip blarks [ Transpose

paintbrush)
Click on desired cell lTl Cancel | S
Click on the Format Painter tool
Go to the destination cell and click
Hint: double clicking on the Format Painter tool will allow the formatting to be copied to
several cells.

Clear Formats
Hitting the delete key only deletes the data in the [Edt View Insert Format Tools Data Window Help

cell, but does not clear the formatting. To clear
formats, select the desired cells, the% from the O UndoDragandDrop C+Z  |f |3~ - | |
. . ) o Feneaf U N ——
menu choose Edit, Clear, Formatting. n===EB
X cut Chrl+
Copy Chrl+C | O [
B paste Chrl+y
Paste Special. .,
Paste as Hypetlink
Fill 3
all

Delete. .. Eormats
Delete Sheet Contents  Del
Move ar Copy Sheet. .. Camments
@4 Find... Chr+F
Replace. .. Ckrl+H
Go To.., Ckrl+G
irl 2_!Eiasket 2 Ba
[ 2 1

17



