Chapter

Formatting Cells

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 and start a BLANK

WORKBOOK.
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| 3 Enter the following labels and

13 v 2 values in the cells indicated.
A B C

1 |ITEM PRICES RATE

2

3 Printer 373 0.1

4 |iPad 696 0.08

3 Monitor 455 0.15

& Mouse 75 0.05

I

NOTE: i Thistable shows the price of various items and the percentage
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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Formatting Single Cells
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Move the cursor to cell A1 and, in the

1

T 7 ALIGNMENT group of the HOME tab
4 lipad 696 0.08 in the RIBBON, click on the CENTRE
3 |Monitor 435 0.15 icon

& Mouse 75 0.05

7

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.
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L ] === == =Ml 2 Hold down the mouse button and
LA et - ALl drag the cursor to cell C1. Cell A1
Al N f || ITEM should remain clear while cells B1
A B @ D F G and C1 are highlighted.
ITEM PRICES RATE

1
2
3 |Printer 375 0.1
4 |iPad 696 0.08
5 |Monitor 455 0.15
6 Mouse 75 0.05
7
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Al - £ mem | cemer the ALIGNMENT group of the HOME

A B c D E + o tab of the RIBBON to centre all three
1| mem | pRICES | RATE |
) E labels.
3 |Printer 373 0.1
4 |ipad 696 0.08
3 |Monitor 435 0.15
& |Mouse 75 0.05
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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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R o 4 In the FONT group of the HOME tab
= click on the BOLD icon to change
A B C D
+ [em | prices | mate | the labels to bold.
2
3 |Printer 375 0.1
4 |iPad 696 0.08
5 |Monitor 455 0.15
6 Mouse 75 0.05
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1| _mem | prices  Rate | click on the UNDERLINE icon to add
o F— = o3 an underline to the labels.
4 |iPad 696 0.08
5 Monitor 455 0.15
& |Mouse 75 0.05
7

© Guided Computer Tutorials 2015 2-3



Learning Microsoft Excel 2016

0O

Insert Page Layout Formulas Data Review View

- EeWrap Text

e —
0 % Calibri 1A A=
Eg -

Paste < B I

-

6 Click the mouse button with the
cursor over any cell to remove the
highlight and the headings will be
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A B c centred, bold and underlined.

1| ITEM  PRICES  RATE
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3 |Printer 375 0.1

4 |iPad 696 0.08

5 |Monitor 455 0.15

& |Mouse ?5| D.DS_I
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Formatting Values to Currency

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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A B c E F G H 2 Hold down the SHIFT key and click
;e e B2 on cell B6. The cells between B3 and
2 {printer 75 01 B6 should be highlighted. This is
4 |ira 696 0.08 . . .
5 |Monitor as5 another way of highlighting cells.
6 |Mouse 73
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