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CONDITIONAL FORMATTING



Styles Group

= Allow you to quickly format cells
Was Table
O Format select cells into a table
O Header/ no header
B Cell Styles

O Quickly format cells into a style



Mdiﬁonal Formatting

1. Select cells you want to apply conditional

formatting to.

2. o to Home tab — Styles group — Conditional

Formatting.
3. Select type of formatting you want.

4. Fill in threshold values, if needed.
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Types of Conditional Formatting

Highlight certain cells
Highlight cells rules
Top/bottom rules

Highlight cells in group/range
Data bar

Color scale

Icon sets
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r
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Greater Than
Format cells that are GREATER THAN:

7

Less Than
Format cells that are LESS THAN:

3

t Cells Rules

E®:  with | Light Red Fill with Dark Red Text

OK
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Cancel

£®:  with Green Fill with Dark Green Text
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Cancel
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[Data Bar ]

m Select cells, then select the type of
data bar you want
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[More...

You can select More Rules... to configure
the formatting further.

And Manage Rules to change rules already
written.

o Change cell range under Applies to to
change affected cells.

o Edit rule... to change condition/formatting
of a rule

Clear Rules to delete all rules from
selection/worksheet.



[Use Your Own Formula ]

1.

Select cells you want to apply
conditional formatting to.

Go to Home — Styles — Conditional
Formatting.

Select New Rule.

Under Select a Rule Type, select Use
a formula to determine which cells to
format.



[Use Your Own Formula (cont.)

Under Format values where this
formula is true: type the formula you'll
use.

o Formula must return true/false.

o Use absolute reference ($) to base
comparison on certain cell in a
row/column

Click Format... to set how the cell
where the condition iIs true will look.




Cell Reference and Conditional
[Formatting

Both absolute and relative reference
will also works on conditional
formatting rule.

As written, the reference will work on
the first cell in range. (top left)

For other cell, relative reference will
move based like when you copied and
paste a cell with a formula.
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[Rules examples

= Highlight cells with certain value
=A1=1
= Highlight cells with first cell in column
with certain value

=3A1=1
= Highlight cells in odd row
=MOD(ROW(A1),2)="1
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A B C D E F

I Dater 0061004
2 i-ID Name Midterm Final Total Grade |
3 i 1 John Mayer 45.00 33.20 78.20 B i
- i 2 Boris Karlov 52.00 41.00 93.00 A i
5 i 3 Orson Filippus 39.00 45.00 84.00 A i
6 i 4 Ranee Suraj -2.00 41.30 39.30 F i
7 i 5 Damien Donatien 50.00 38.00 88.00 A i
8 i 6 Li Chen 24.50 24,90 49.40 F i
9 i 7 Shun Yin 42.00 51.00 93.00 A i
10 i 8 Sujinda Siri 20.00 42.00 62.00 C i
11 i 9 Young Sue 22.50 50.60 73.10 B i
12| ___0shuifu 3170 3800 _ 6970C i
12

= On grading sheet, Select cells A3:F12, then try:
o =A3="F’ set cell font color to red
o =$F3="F" set cell font color to red



Manage Rules

= Conditional Formatting —» Manage Rules...

= You can use New Rule... to add a rule, Edit
Rule... to change a rule, and Delete Rule to
remove a rule.

= Rules ordering

O

Rule on top will take precedence over rules
below

You can change the ordering of rules with the
arrows button
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CHARTS



Outlines

1.

2.

3.

Creating a Chart
Changing the look of the chart with Design tab

Setting the organization of the chart with Layout tab
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1. Creating a Chart
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Ready |
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1. Highlight the data to

create the chart
2. Click Inserttab

3. Click Charts button

4. Select type of chart you

wish to create

5. Select the subtype
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1. Creating a Chart — Result
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[2. Design Tab for Charts

2.1 Change Chart Type
2.2 Switch Row/Column

2.3 Select Data — changing data range to put of the

chart
2.4 Quick Layout
2.5 Quick Styles

2.6 Move Chart
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2.1 Changing Chart Type
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| 1. Click to select the chart

2. Click Design tab

| 3. Click Change Chart

Type button

4. Select a category of

charts

5. The select the new chart

you want
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I'Z.Z Switching Row and Column
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2.3 Changing Data Range
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2.3 Changing Data Range (cont.)

5
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2.3 Changing Data Range (cont.)

Select Data Source

= You can also
| change the labels
on the horizontal

Chart data range: | Sheetl 14442 $E649

| [fﬂsﬂitch Row/Column ] [E—

Legend Entries (Series) Horizontal (Category) Axis Labels

| Sadd || oFEdt || X Remove |« [ E—“j"E':"l ] (X)—aXiS here

[ Hidden and Empty Cells ]
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2.3 Changing Data Range — Result
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2.4 Quick Layout
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2.5 Quick Design
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|- Moving the Chart to Another Sheet

09

1. Click on the Chart
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3. Setting Chart Layout

3.1 Setting Chart Titles
3.2 Setting Axis Titles
3.3 Setting Legends

3.4 Setting Data Labels

3.5 Showing Data Table
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3.1 Chart Title

Buog:rusoﬁ Excel —

: o o R
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R i ispl e at top of chal
? ;FI’I 750 | | area and resize chart ‘
8- Esat 250 More Title Options...
9 Sun 425 s - B0
- 1D | 400
11
12 I 200
13 | -
14
]:5 | | —
e e | . F
4 4k ¥ | Sheetl - Sheet? . Sheetqd ¥ 4
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4

1. Click on the Chart
2. Click Layout tab

3. Click Chart Title

button

4. Select where to put
the chart title

5. Double click on the
chart title to change the

text
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3.2 Axis Titles
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1. Click on the Chart
2. Click Layout tab

3. Click Axis Titles

button

4. Select the axis you

N
want to name

/

= / 5. Select where you want

to put the axis title

A prim ary Horizontal Axis Title : X-axis Title

DPrimary Vertical Axis Title : Y-axis Title

6. Double click the3 1title

to enter the text




3.3 Legends
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1. Click on the Chart
2. Click Layout tab
3. Click Legend button

4. Select where to put the

legends
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3.4 Data Labels — Showing the values on chart
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1. Click on the Chart
2. Click Layout tab

3. Click Data Labels

button

4. Select where to put
the labels
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3.5 Data Table

-

- Micros - : I = TEE
(D) Bookl - Microsoft E3Ce l - ~ ChartTools AM |
R \“:E) Home Insert Page layout Formulas Da Review View AddlIns  Design Layaut Fmat @ - = X
Chart Area - —=1 Legend = £ 1] = i
: @ | |V | | =] L4 =
% Farmat Selection Data Labels =
Insert | Chart  Axis Axes Gridlines ||Background| Analysis|Properties
aﬁ Reset to Match Style - Title = Titles ~ @ Data Table - - - - - -
Current Selection La MNone
7 Fu 511510 STEIRTE @ Do not show a Data Table ="
3 Mon 1,000 500 - s able =
4 Tue 950 125 E‘g Show Data Table below the chart @ 5at W 5un
5 Wed 850 350 but without Legend Keys W "
6 Thu 1‘050 150 Show Data Table with Legend Keys | |
. Show Data Table below the chart | i |

7 |Fri 750 255 and include Legend Keys 5
8 |Sat 550 450 More Data Table Options...
9 |Sun 425 255
10
11
12
13
14 1830 l
15
16
17

M4 4 » M| Sheetl ,Sheet? ~ Sheet3 ¥

EMon ETue BMWed B Thu EFri BSat ®Sun

1,000

Ready |

P
oo

950

57850

1,000

250

850

1,050

730

330

<®

425

“
.-“‘

1. Click on the Chart
2. Click Layout tab

3. Click Data Table
button

4. Select where to put
the table
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