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MS Excel: Styles

Lesson Notes
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Creating a Style

Based on a Formatted Cell Format | Tools Data Window H
To create a style from a cell with the desired formatting, click 3y Cells.. Ctrl+1
on the cell then from the menu choose Format, Style... Row
In the Style dialog box that opens, key in a name for the style, Column
the click the “Add” button. Sheet
["styte (| AutoFormat...
Style name: cow [~] Conditional Formatting...
Style Includes (By Example)
| Number General ‘ Etyle!:\)\
/| Alignment General, Bottom Aligned ngggﬁﬁyingj
| Font Comic Sans MS 14, Bold Yellow Add
| Border Mo Borders
| Patterns Shaded Tge...
| Protection Locked
From Scratch [Style e |
To create a style when not using an
L. Style name: Dat
existing formatted cell, from the menu e s == -]
choose Format, Style... 7] Number vas of dddd, m/dyyyy

In the Style dialog box that opens, key in a

. « . ” | Alignment Horizontal Center, Vertical Center Aligned
name for the style. Click the “Modify...
button to open the Format Cells dialog box. ] ont Comic Sans MS 14
Create the desired look for the style. 7| Border Bottom Border
Click the “OK” button to return to the Style 7| patterns Shaded
dialog bOX. /| Protection L
T ocked

Click the “Add” button.
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Applying a Style

Select the cell(s) for which the style is to be ST o
applied. Stylename:  ERET - |
Style includes  |Accentd -
From the menl-J choose Format, Styles... A
Select the desired style from the Style name: e :
CombO bOX. Calculation =
on Check Cell
Click the “OK” button. e
[#] Border C;;Fma[ ] - [gelT]
[#] Patterns Shaded
Protection Locked
Modifying a Style
To modify a style, from the menu choose Format, Style...
In the Style dialog box that opens, choose the i
style to be changed then click on the “Modify” Format Cell L9 o
bUtton- Number | Alignment Font Border Patterns | Protection |
The Format Cells dialog box will open. e Semple
Make desired changes then click the “OK” i Type:
button. Aocounting "as of "dddd, m/d/yyyy
In the Style dialog box, uncheck anything that Farcentage 0.00% - ]
should not be changed when applying the style. s s =
i i “ ” ot ﬁ :i???
In the Style dialog box, click the “OK” button. B I i
Style [
Shichane aaDate IZI B existing codes as a starting point.
Note: When the style is I
modified, the changes effect _ _ _
Alignment Horizontal Center, Vertical Center Aligned
that style throughout the ok ][ conce
WorkbOOk Font Comic Sans M5 14, Bold Dark Green Add
Border Bottom Border
Eatterns Shaded
Protection Locked
Merging Styles
Styles can be pulled from one workbook into another.
Open both workbooks. Merge styles )
From the menu of the workbook to receive the style, choose Merge styles from:
Format, Style... Irashout2003s s, -
In the Style dialog box that opens, click the “Merge...” button.
In the Merge Styles dialog box, select the book that contains the
desired styles, then click the “OK” button. i
All the styles from the selected book will be merged into the
current book.




