Formatting Cells

Chapter

Microsoft Excel allows you to rearrange the appearance of the LABELS and VALUES
on the screen. This is called FORMATTING and the HOME tab of the RIBBON is used

to carry out the formats.

1 If you are continuing directly from the previous chapter, close the current file
and start a NEW BLANK workbook.

2 Ifyou are starting a new session, load Microsoft Excel.

rate of discount available on those items.

ii Notice that the labels are placed into the left-hand side of a
cell and the values are placed into the right. This is the way
Microsoft Excel has been preset to enter them; however, often
we prefer to have them displayed differently.
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3 |Printer 375 0.1
4 iPad 695 0.08
5 Maonitor 455 0.15
6 |CD-R (10) 6.95 0.05
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NOTE: i Thistable shows the price of various items and the percentage
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Formatting Single Cells
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Formatting Groups of Cells

We can not only centre headings, we can underline them and change the print to
boldface so that they stand out. This can be done to a number of different cells in one

step.
1 Position the pointer over cell A1.
I EHD-®-0E=
Home Insert Page Layout Farmulas Data Review Miew
B X cut — . Jar o= _ R @'
12 o, oy - hins oA = 3 2 Hold down the mouse button
PSS, o st i I u- - H»-A- EE= ¥4 anddrag the cursor to cell
Clipboard Font : 1 C1. Cell A1 should remain
Al M Je | ITEM / clear while cells B1 and C1 are
A B C E F G highlighted.
i ITEM  PRICES RATE
2 1
3 |Printer 375 0.1
4 _iPEd il 0.08
5 Monitor 455 0.15
6 _CD—R (10} 6.95 0.05
? 4
2-2 © Guided Computer Tutorials 2010



Formatting Cells 2
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3 printer 375 01

4 _iPad 695 0.038

5 |Monitor 455 0.15

) _CD—R {10} 6.95 0.05
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| NOTE: The first click turns centring off for the first cell then the second click
turns centring on for all three cells.
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change the labels to bold.
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3 |Printer 375 0.1
4 _iPad 695 0.08
5 |Monitor 455 0.15
6 |CD-R (10) 6.95 0.05
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Formatting Values to Currency

Click the mouse button with the

cursor over any cell to remove the
highlight and the headings will be
centred, bold and underlined.

The format of values can be changed to a number of different forms. For example,
currency, per cent, a set number of decimal places, etc.
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Formatting Cells

Kurmber |

4 The FORMAT CELLS dialogue box

Cateqgary:

is opened. Select CURRENCY in

| General
| Number

Accounking
Date
Time
Percentage
Fraction
| Scientific
| Text
| Sperial
Zustom

Currency formats are used for general monetary values, Use Accounting formats to
align decimal points in a column,

the CATEGORY list and set the
DECIMAL PLACES box to 2.

Sample
TG00
Decimal places; ! 2 |

-

Symbal: !$

Megative numbers:

$1,234.10
($1,234.10)
($1,234.10)

5 Set the SYMBOL box to your
country’s currency and set the

NEGATIVE NUMBERS box to the
first option.

][ Cancel ]
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NOTE: i Youcan also enter numbers directly as CURRENCY to format

them. For example, entering 575 as $575.00 will set its format.

The CURRENCY icon ($) in the HOME tab is set the ACCOUNTING
format, which places the $ sign at the left of the cell and its
numbers at the right of the cell.
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