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Microsoft Excel - Tutorial 2, Session 2.2
“Formatting a Workbook”
Skills Checklist and Notes

· Working with Table Styles 
We can treat a range of data as a distinct object known as an Excel Table.  This allows us to perform operations – such as formatting – on the entire table as a unit. (More on Excel Tables in Tutorial 5)
To format a range as a table:

1. Select the range, including the header row
2. Home | Styles | Format as Table

3. Click on a style to apply it
4. Verify that the range is correct – if not, reselect it

5. Make sure the My table has headers check box is checked

6. Click OK
To remove the filter arrows from the header row of the table:

1. Click any cell in the table to select it
2. Data | Sort & Filter | Filter
· Selecting Table Style Options
Excel Tables consist of 6 separate elements.  We can choose which ones are to be included in the style 
1. Header row
2. Total row (at the bottom, contains column sums)

3. First column (may have row headings)

4. Last column (may have row totals)

5. Banded rows (alternating colors for rows)

6. Banded columns (alternating colors for columns)


To turn the style on or off for any element:
1. Click any cell in the table to select it (note that a new tab – Design – appears on the ribbon)
2. On the Design tab, in the Table Style Options group, check or uncheck the boxes for any of the 6 elements

To choose a new style for the checked elements:




Design | Table Styles | Quick Styles

· Conditional Formatting

Conditional formatting applies a format to a cell only if it meets a specified condition.  For example, a conditional format could make positive numbers black and negative numbers red.

· Although Excel has 4 conditional formats – data bars, highlighting, color scales, and icon sets – this tutorial focuses on data bars and highlighting
· Conditional Formatting – Data Bars
· To add data bars (as in a bar graph) to a range
1. Select the range or ranges
2. Home | Styles | Conditional Formatting | Data Bars
3. Select a data bar color by clicking


(The bars will be updated if any values in the range change)

· To remove data bars from a Table
1. Click any cell in the table to select it
2. Home | Styles | Conditional Formatting | Clear Rules 
    | Clear Rules from This Table

(This option can also be used to clear rules only from selected cells or from the entire sheet)
· Conditional Formatting – Highlighting
Another kind of conditional formatting applies highlights (text colors and fill colors) to cells, based on their values

· The criteria for highlighting cells – known as the highlighting “rules” - include whether a value is greater than, less than, or equal to a specified number, or lies between two specified numbers, whether a cell contains specified text, whether a cell contains a specified date, and cells that contain duplicate or unique values


To add highlights to a range
1. Select the range or ranges
2. Home | Styles | Conditional Formatting | Highlight Cells Rules
3. Select a rule and enter the specific value(s) 
4. Choose a highlight color scheme from the with drop-down list


(The highlights will be updated if any values in the range change)

· Highlighting with Top/Bottom Rules
Another kind of conditional formatting applies highlights to cells containing values which are among the highest or lowest in the selected range

· The number of cells to be highlighted may be specified as a constant (e.g., the top 10 or bottom 5) or as a per cent of the total number of cells (e.g., the top 5% or bottom 10%)


To add highlights based on Top/Bottom Rules to a range
1. Select the range or ranges
2. Home | Styles | Conditional Formatting | Top/Bottom Rules
3. Select a rule and enter the specific value 

4. Choose a highlight color scheme from the with drop-down list

· Creating a Conditional Formatting Legend
When using conditional formatting it is a good idea to always include a legend, which shows each color used and what it means

· For each highlight color highlight used, the legend will
 contain two adjacent cells
· The left-hand cell will contain the name of the highlight color used and the color itself

· The cell to its right will contain the explanation


(See example on pages EX 93 – EX 94)

· To create a conditional formatting legend, do the following for each highlight color in the table
1. In the left-hand cell, type the name of the color (e.g., light red)
2. Select the cell

3. Home | Styles | Conditional Formatting | Highlight Cells Rules

| Text that Contains

4. Verify that the name of the color (e.g. “light red”) appears in the Format cells that contain text box

5. Select the matching color from the with drop-down list and click OK
6. In the right-hand cell, type the explanation
· To format the explanation using the Explanatory style
1. Select the cells that contain the explanation

2. On the Home tab, click the Styles button and then click the More list arrow (at the lower-right) to open the Cell Styles Gallery

3. Choose the Explanatory style from the Date and Model group

· Removing Highlighting

This is the same as removing data bars (above) or any other conditional formatting
1. Click any cell in the table to select it
2. Home | Styles | Conditional Formatting | Clear Rules 
    | Clear Rules from This Table

(This option can also be used to clear rules only from selected cells or from the entire sheet)

· Hiding and Unhiding Rows and Columns

· To “hide” rows or columns so that they are not visible on screen or when the worksheet is printed:

1. Select the rows (or columns)

2. Right-click the selection and choose Hide
· To make hidden rows/columns visible again (i.e., to “unhide” them):

1. Drag to select the rows (or columns) just before and after the hidden ones

2. Right-click the selection and choose Unhide
· Portrait vs. Landscape Orientation 


Page Layout | Page Setup Orientation | Portrait (or Landscape)

· Defining a Print Area
· To print only a selected portion of a worksheet, we define a Print Area
1. Select the range to be printed

2. Page Layout | Page Setup | Print Area | Set Print Area

· To print a different section of the worksheet, just define a different Print Area
· To clear the Print Area so that the entire sheet will be printed:    
Page Layout | Page Setup | Print Area | Clear Print Area

· Inserting (and Removing) Page Breaks
· If a sheet is too big to fit on one printed page, Excel will print as much as will fit and then insert a Page Break to continue printing on another page.  This often results in the sheet being split awkwardly, such as in the middle of a table

· We can scale the sheet to fit on a single page but this often results in a printout that is too small to be read
· To have control over where the new page begins, we insert page breaks manually

· To insert a page break: 

1. Select a cell, row, or column

2. Page Layout | Page Setup | Breaks | Insert Page Break
· If a row was selected, the break will appear just above that row
· If a column was selected, the break will appear just to the left of that column

· If a cell was selected, breaks will appear just to the left and just above that cell

· To remove a page break:

1. Select any cell immediately below or immediately to the right of the break

2. Page Layout | Page Setup | Breaks | Remove Page Break
· To remove all page breaks:


Page Layout | Page Setup | Breaks | Reset All Page Breaks

· Adding Print Titles
Print titles are rows that appear at the top of each page printed for a sheet with page breaks.  Print titles may also be columns that appear to the left of each printed page.
· To create print titles:

1. Page Layout | Page Setup | Print Titles | Sheet

2. Click in the Rows to repeat at top text box (or in the Columns to repeat at left text box) and drag to select the rows (or columns) to be printed

· To temporarily move a dialog box out of your way, click the Collapse Dialog Box button.  To redisplay it, click the Expand Dialog Box button.
· Creating Custom Headers and Footers
· A header is information that appears in the top margin of every printed page. A footer is similar but appears in the bottom margin 
· Headers and footers are not visible in Normal view, only in Page Layout view or Print Preview
· Each header/footer has 3 text entry areas representing the left, center, and right sections of the header/footer  

· Text in the left section is left-aligned, text in the center section is centered, and text in the right section is right-aligned

· Click in a section to move to it (or [Tab], [Shift]+[Tab])
· To create a custom header:
1. Switch to Page Layout view

2. Scroll up (if necessary) and click where it says “Click to add header” (the Design tab will appear)

3. In any of the 3 sections, enter text or add a header element (Design | Header & Footer Elements)
4. When done, click any cell in the worksheet

· Create a custom footer in the same manner

· Unlike text, header and footer elements are dynamic, meaning they will be updated automatically.  E.g., the date and time elements will always show the date and time the sheet was opened; the page number and number of pages elements will always show the current page number and number of pages (which may change if the sheet is modified or page breaks are added or removed)
· Adjusting Margins
1. Page Layout | Page Setup | Margins
2. Choose Normal, Wide, or Narrow margins, or Custom Margins... (to enter the measurements yourself)
· Making the top/bottom margins too small may interfere with your headers and footers!

· Centering the Worksheet on the Printed Page
1. Page Layout | Page Setup | Margins | Custom Margins...
2. Check the Horizontally and Vertically check boxes
