Formatting a Worksheet

Introduction

Microsoft Office Excel 2003 offers several tools for making your
worksheets look more attractive and professional. Without for-
matting, a worksheet can look like a sea of meaningless data. To
highlight important information, you can change the appearance
of selected numbers and text by adding dollar signs, commas,
and other numerical formats or by applying attributes, such as
boldface, italics, and underline.

Once you've set up your worksheet, additional changes are
available to customize your worksheets look. You can change the
default font and font size, or maybe you'd like to adjust the
alignment of data in cells. In addition to column, row, or font
changes, you can add colors to cells or fonts, and include pat-
terns to cells. You can also add borders around columns of data
to help group them visually, or even add some clip art, a
company logo, or some pictures.

By using AutoFormats and styles to apply multiple changes,
you can speed up the formatting process and ensure a greater
degree of consistency among your worksheets. You can use the
Find and Replace Formatting feature to find the various format-
ting attributes and change them.

Format Text and Numbers
Design Conditional Formatting
Copy Cell Formats

Change Fonts

Change Data Alignment
Control Text Flow

Change Data Color

Add Color and Patterns to Cells
Add Borders to Cells

Format Data with AutoFormat
Modify an AutoFormat

Format Tabs and Background
Create and Apply Style
Modify a Style

Find and Replace Formatting
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Format Text Quickly

Select a cell or range with the text
you want to format.

Click one of the buttons on the
Formatting toolbar to apply that
attribute to the selected range:

¢ Bold
¢ ltalic
¢ Underline

Click the Font or Font Size list
arrow, and then select a font or
size.

You can apply multiple attributes to
the range.

4 I

Did You Know?

You can remove a numeric format or
font attribute quickly. The buttons on
the Formatting toolbar are toggle but-
tons, which means you simply click to
turn them on and off. To add or remove
a numeric format or a font attribute,
select the cell, range, or text, and then
click the appropriate button on the
Formatting toolbar to turn the format or
attribute off.

You can format numbers in interna-
tional currencies. In the Format Cells
dialog box, click the Number tab, click
Currency in the Category list, click the
Symbol list arrow, and then click an
international currency symbol.

You can change the appearance of the data in the cells of a worksheet
without changing the actual value in the cell. You can format text and
numbers with font attributes, such as bolding, italics, or underlining, to
enhance data to catch the reader’s attention. You can also apply numeric
formats to numbers to better reflect the type of information they repre-
sent—dollar amounts, dates, decimals, and so on. For example, you can
format a number to display up to 15 decimal places or none at all. If you
don't see the number format you need, you can create a custom one.
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Formatting Toolbar Buttons

Button Name Example

Bold Excel

Italic Excel

[u] Underline Excel

5] Currency Style $5,432.10

% Percent Style 54.32%

] Comma Style 5,432.10

& Increase Decimal  5,432.10 becomes 5,432.100
Decrease Decimal 5,432.10 becomes 5,432.1

o _/
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Format Numbers Quickly

[ Microsoft Office Excell 2003 VendorSupplies
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You can apply multiple attributes to
the range.

Format a Number Using the
Format Cells Dialog Box 3

Select a cell or range that Format Cells
contains the number(s) you want

Nurber | Algnment | Font || Border | Patterns | Protection |
to format. Cateqory: el e
$99.97
Click the Format menu, and then e Deepalolaces
. ato Symhol:
click Cells. T L
izzgg?ga [eqative numbers:
Click the Number tab. Sk A 5 )
Special
. Custom ($1,234.10)
Click to select a category. = =

Currency Formats are used for general monetary values. Use Accounting

Select the options you want to Formats to align decimal poiflts in  column,
apply.

.
To create a custom format, click I

Custom, type the number format
code, and then use one of the o
existing codes as a starting point.

Preview your selections in the
Sample box.

Click OK.
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Designing Conditional
Formatting
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Establish a Conditional Format

Select a cell or range you want to
conditionally format.

Click the Format menu, and then
click Conditional Formatting.

Select the operator and values you
want for condition 1.

Click the Format button, select the
attributes you want applied, and
then click OK.

Click Add to include additional
conditions, and then repeat steps
3and 4.

Click OK.

Delete a Conditional Format

Click the Format menu, and then
click Conditional Formatting.

Click Delete.

Select the check box for the
condition(s) you want to delete.

Click OK.

See Also

See “Formatting Data with Auto
Format” on page 106 for information on
formatting data more efficiently.

9

You can make your worksheets more powerful by setting up conditional
formatting. Conditional formatting lets the value of a cell determine its
formatting. For example, you might want this year’s sales total to be dis-
played in red and italics if it's less than last year's total, but in green and
bold if it's more. The formatting is applied to the cell values only if the
values meet the a condition that you specify. Otherwise, no conditional
formatting is applied to the cell values.

Conditional Formatting

Condition 1

|
Cell Walue Is v| ‘Iess than or equal to

v| |=es2s

Preview of format to use
when condition is true:

Zondition 2

AaBbCcYyiz |

Cellvalue Is || |between

v ‘ . and -

Preview of format to use
when condition is brue:

Mo Format Set

|

[ add>> | [ pelete.. |

l Ok ][ Cancel ]

Delete Conditional Format b__<|

[ Condition 2
[] condition 3

Select the conditions) to delete:

l’ Cancel ]




Copying Cell Formats

Copy a Cell Format

Select a cell or range containing
the formatting you want to copy.

Click the Format Painter button on
the Standard toolbar. If necessary,
click the Toolbar Options list arrow
to display the button.

Drag to select the cell(s) you want
to paint. When you release the
mouse button, the cells appear
with the new formatting.

Did You Know?

You can use the Esc key to cancel for-
mat painting. If you change your mind
about painting a format, cancel the
marquee by pressing Esc.

After formatting a cell on a worksheet, you might want to apply those
same formatting changes to other cells on the worksheet. For example,
you might want each subtotal on your worksheet to be formatted in italic,
bold, 12-point Times New Roman, with a dollar sign, commas, and two
decimal places. Rather than selecting each subtotal and applying the
individual formatting to each cell, you can paint (that is, copy) the for-
matting from one cell to others.
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Changing Fonts

[l Microsoft:

L u.0ffice

XLO3S-3-1
Specialist

Approved Courseware

Change Font, Font Style, and
Font Size

Select a cell or range that
contains the font you want to
change.

Click the Format menu, and then
click Cells.

Click the Font tab.
Select a font.

Select a font style.
Select a font size.

Select any additional formatting
effects.

Click OK.

fDid You Know? )

Each computer has different fonts

Afont is a collection of alphanumeric characters that share the same
typeface, or design, and have similar characteristics. Most fonts are
available in a number of styles (such as bold and italic) and sizes. The
size of each font character is measured in points (a point is approxi-
mately 1/72 of an inch). You can use any font that is installed on your
computer on a worksheet, but the default is 10-point Arial.

Format Cells

Murnber | Aligriment | Fant Border | Patterns | Protection
Font: Fant style: Size:
il Bald Ttalic

T Agency FB

8
Algerian 9

ol

[E2

[EA

10
1

' Arial Black 1
Underiine: Color: s
[tone < | —] Ot fort
Effects Preview

[ strikethrough
[ superscript
[ subscript

| AaBbCeyyZz 0

This is a TrueType font. The same Fank will be used on bath your printer
and your screen.

o

o

installed. Users with whom you share
files may not have all the fonts you've
used in a workbook installed on their

computers.

J
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Change Font and Font Size Using
the Formatting Toolbar

Select a cell or range whose font
and font size you want to change.

Click the Font list arrow on the
Formatting toolbar.

If necessary, scroll to find the font
you want to use, and then click it.

Click the Font Size list arrow on
the Formatting toolbar. If
necessary, click the Toolbar
Options list arrow to display the
button.

If necessary, scroll to find the font
size you want to use, and then
click it.

4 I

Did You Know?

You can tell the difference between a
TrueType and printer font. A TrueType
(outline) font is a font that uses special
software capabilities to print exactly
what is seen on the screen. A printer
(screen) font is a font that comes only
in specified sizes. If you are creating a
worksheet for publication, you need to
use printer fonts.

You can display font names in their
font. Click the Tools menu, click
Customize, click the Options tab, and
then click to select the List Font
Names In Their Font check box.
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Changing Data
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Change Alignment Using the
Format Dialog Box

Select a cell or range containing
the data to be realigned.

Click the Format menu, and then
click Cells.

Click the Alignment tab.

Click the Horizontal list arrow or
the Vertical list arrow, and then
select an alignment.

Select an orientation. Click a point

on the map, or click the Degrees
up or down arrow.

If you want, select one or more of

the Text Control check boxes.

Click OK.

When you enter data in a cell, Excel aligns labels on the left edge of the
cell and aligns values and formulas on the right edge of the cell.
Horizontal alignment is the way in which Excel aligns the contents of a
cell relative to the left or right edge of the cell; vertical alignment is the
way in which Excel aligns cell contents relative to the top and bottom of
the cell. Excel also provides an option for changing the flow and angle of
characters within a cell. The orientation of the contents of a cell is
expressed in degrees. The default orientation is 0 degrees, in which
characters are aligned horizontally within a cell.

Format Cells

Wumber | Aligrment | Fort | | Border | Patterns | Protection
Texk alignment Orientation
Harizontal: ' =
Certer ] /‘_
T .
Wertical: e \55' .
Biottom ZI x o
t
o
Text control L
|| 'Wrap text
[ shrink to fit. ey Degrees
[ Merge cells
RighE-toert
Text direction:
—r—

(” Did You Know?

You can use the Format Cells dialog
box to select other alignment options.
Many more alignment options are
available from the Format Cells dialog
box, but for centering across columns
and simple left, right, and center align-
ment, it's easier to use the Formatting
toolbar buttons.

J
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Change Alignment Using the

Formatting Toolbar D €
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See “Add Color to Worksheet Tabs” on T — i T
page 108 for information on adding ey 1

background color or pictures.

Alignment Toolbar Buttons

Button Name Description

Align Left Aligns cell contents on the left edge of
the cell.

Center Centers cell contents in the middle of
the cell.

Align Right Aligns cell contents on the right edge
of the cell.

Merge and Center  Centers cell contents across the
columns of a selected range.
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contro"ing Text FIOW The length of a label might not always fit within the width you've chosen

for a column. If the cell to the right is empty, text spills over into it, but if
that cell contains data, the text will be truncated (that is, cut off). A cell
can be formatted so its text automatically wraps to multiple lines; that
way, you don't have to widen the column to achieve an attractive effect.
For example, you might want the label Interior Vanity Strips to fitin a col-
umn that is only as wide as Interior. Cell contents can also be modified to
fit within the available space or can be combined with the contents of
other cells.

Control the Flow of Text in a Cell

Select a cell or range whose text
flow you want to change.

E3 Microsoft Office Excel 2003 - VendorSupp - [=]
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Click OK. a 0 e
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Changing Data c0|0r You can change the color of the numbers and text on a worksheet.

Strategic use of font color can be an effective way of tying similar values
[y Microsoft together. For instance, on a sales worksheet you might want to display
IC€ | xi03s31 sales in green and returns in red. Or, you may want to highlight column

Specialist . . . . .
et s or row headers with colored labels. Either way, using color to highlight

numbers and texts makes deciphering your worksheet data easier.

Change Font Color Using the
Formatting Toolbar

Select a cell or range that B3 icrosoft Office Fxesl 2003 VendorSupp
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button, not the list arrow.
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Adding Color and
Patterns to Cells
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Apply Color and Patterns

Select a cell or range to which you
want to apply colors and patterns.

Click the Format menu, and then
click Cells.

Click the Patterns tab.

To add shading to the cell, click a
color in the palette.

To add a pattern to the cell, click
the Pattern list arrow, and then
click a pattern and color in the
palette.

Click OK.

Did You Know?

You can paint a format. When you
paint a format using the Format Painter
button on the Standard toolbar, the fill
colors and patterns get copied too.

102

You can fill the background of a cell with a color and a pattern to make
its data stand out. Fill colors and patterns can also lend consistency to
related information on a worksheet. On a sales worksheet, for example,
formatting all fourth-quarter sales figures with a blue background and all
second-quarter sales with a yellow background would make each group
of figures easy to identify. You can use fill colors and patterns in conjunc-
tion with text attributes, fonts, and font colors to further enhance the
appearance of your worksheet.

Format Cells

Wurnber | alignment | Fort | Border F"fatt'érrigé\wmtactmn

Cell shading
Color:

MNa Color

Sampls

Pattern:

o o



Apply Color Using the
Formatting Toolbar

Select a cell or range. B Microsoft Office Excel 2003 VendorSupplies
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Did You Know?

2]

52" Black Ceiling Fan with Light Kit 6496 LT5458

@
3
g
&

| 20 |42" White Gazebo Ceiling Fan LTa520
AEva_ss Ball Pull Chain . 1.96 LT3389
You can use the Print Preview button e o A
0" the Standard taolbar to save time. %Umversawhsvmus‘ahc \TCD Remote 2997 LT3002 =
) 1 4w\ Lumber }Lighting / Closets £ Electric / |« | >
Preview your worksheet before you Reaty s

print it, especially if you don’t have a
color printer. Some colors and patterns
look great on screen but can make a
worksheet difficult to read when
printed in black and white.

o _/
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The light gray grid that appears on the worksheet helps your eyes move
from cell to cell. Although you can print these gridlines, sometimes a
different grid pattern better emphasizes your data. For example, you
might put a decorative line border around the title, a double-line bottom
border below cells with totals, or a thick border between sections of a
complicated worksheet. You can add borders of varying colors and
widths to any or all sides of a single cell or range.

Adding Borders
to Cells

[l Microsoft:
caoffice]  xoss31

Specialist

Approved Courseware

Apply a Border

Select a cell or range to which you
want to apply borders.

B3 Microsoft Office Excel 2003 YendorSupplies

. i) Pl Edi View Insert Format Tools Data  Window Help Typeaquestionforhelp v = & X
Click the Format menu, and then I TN s 2o o|[Bls u == s | s A
H C2 v A SKU Number
click Cells. = . R e
: ~
. 2 |TnT Lightin Price SKU Number |—! 1
Click the Border tab. 3
4 [imterior Vanity Surips
=
- | B [5-Light Chrome and Brass Yanity Strip § 99.97 LT9203
Select a line Style. | 7 |4-Light Polished Brass Bath Light $ 99.68 LTa743
8 [4-Light Brushed Nickel Bath Light § 0300 LT9732
| 9 |3-Light Mirrored Chrome Bath Light ¥ 96.57 LTES44
1 1 | 10 |4-Light Chrome Bath Light $ 9468 LTES29
Click the Color list arrow, and then 1113 i Poar Nokel BainVich vaniy Site. 8 gen 1o
. 2
click a color for the border. 5 Fans
14
| 15 [20" White Remote Control Pedestal Pan $ 38.99 LT5991
i 16 [52° Ceiling Fan in Rustis Branze Finish § 11999 LT4443
If you Wa nt a border on the OUtSIde | 17 |56" Flemish Brass Antigque Ceiling Fan ¥ 199.93 LTa722
H H | 18 |44" Antique Brass Ceiling Fan $ B9.97 LT4329
of a cell or range, click Outline. If 15 52" Sk GoingFar i Lat i T
20 [42° Whits Gazsho Ceiling Fan § 5309 LTEE20
you want a border between Ce”s, | 21 |Brass Ball Pull Ghain 5 198 L7333
. . | 22 [\White Square Pull Chain $ 1.96 LT3318
click Inside. If you want to remove | 23 |Ceramic Ball Pull Chain § 239 LT3329
lick N 24 |Universal Thermostatis LCD Remote § o807 LT3002 L
a border: clic one. o w1, Lumber } Lighting / Closets / Electric / |< | Sl
Ready UM

To set a custom border, click a
Border button, or click the Preview
Border box where you want to add
a border.

. Format Cells
Click OK.
Number | Alignment Font Border | Patterns | Protection
Presets Line
Style:
b MNone -
Mone outine  Inside
Border o
=l Text Text

diagram or the buttons ab

The selected border style can be applied by dicking the presets, preview
e,

1

o o
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Apply a Border Using the
Formatting Toolbar 2

Select a cell or range to which you B3 Microsoft Office Excel 2003 - VendorSupplies

i9] Ble Edt Wew Inset Format Took Data  Window  Help
want to apply a border. NEHRSS R P ka0 e d e - e
. . i Avial -1 -|[B]Z[U] EEE S % o 5% iE
Click the Borders list arrow on the A2 v A TnTlighing

Typeaquestionforhelp =0 @ X

. A & 1 [ 1 F 5=

Formatting toolbar or the Borders T — —— — o
i n 1ghting rice umbe —

button to select the default border El S 5 A

. |4 |nterior Vanity Stips L4 Draw Borders
style. If necessary, click the ]
. . | B |5-Light Chrome and Brass Wanity Strip 3 9997 LT9203

Toolbar Options list arrow to L Eor e B o P e

display the button. e s Chvome Bt gt b aae reem
11 |3-Light Pearl Mickel Bath Match Yanity Strip § 89.93 LT9275

iz
Select a border from the submenu [l 0
of available borders. The previous %ég ol Fon s Bonss Fri HE et
border style you have chosen i At Erees Coiing Fan b eas em
appears as the default Borders o+ i Gosena Coimg P I i
. [ 21 |Brass Ball Pull Chain $ 1596 LT3383 &
button on the Formattlng t00|bar' W4V M, Phane Order { Lumber b Lighting { Closets {Electric /|« e
ions s Jasosepss- \ N OO A @E O-G-A-===a a3
Ready Sur=1168,64 CAPS NUM

Did You Know?

You can use the Select All button. To
place a border around the entire work-
sheet, click the Select All button, and
then apply the border.
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Formattlng Data Formatting wgrksheet data car.1 l?e a lot of f.un but also very intensive. To
. make formatting data more efficient, Excel includes 18 AutoFormats. An
Wlth AutOFormat AutoFormat includes a combination of fill colors and patterns, numeric
formats, font attributes, borders, and font colors that are professionally
[l Microsoft: . B
;” Office| xiossae designed to elnhance your worksheets. If you don’t gelfct any"ceII§
Specialist before choosing the AutoFormat command, Excel will “guess” which

data it should format.

Approved Courseware

Apply an AutoFormat

X

AutoFormat

Select a cell or range to which you TR
want to apply an AutoFormat, or Hiw Fob ia: Tota! NNERER LR SR L

7 7 5 19
. . o ancel
skip this step if you want Excel to e ———
" " . M| | Total Optians... |-
guess” which cells to format. Tl 2 & 2 2 =

Colorful 3 List 1

FIRRL

Click the Format menu, and then g feb Mur Total
click AutoFormat. o T | e e It

& 0o

Total 21 18 21 B0 | Fotal 21 18 21 B0
List2 List 3

Click an AutoFormat in the list.

Jan Feb Mar Total Jan Feb Mar Total

East 7 5 &
Click Options. WEZ‘J cl oy ———— e

Sol g 78 24 South 8 7 E 24

Total 21 18 21 B0 Total al 18 pal (=]
Select one or more Formats To 30 Effects 1 a0 Efferts 2 Il
Apply check boxes to turn a Formats & 0l

Number Fant Alignment
featu re on or Off' [] Border [] Patterns [+] widthyHeight
Click OK.
(" Did You Know? N

You can copy cell formats with Format
Painter. Select the cell or range whose
formatting you want to copy, double-
click the Format Painter button on the
Standard toolbar, select the cells you
want to format, and then click the
Format Painter button.

J
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MOdlfylng an Excel Autqurmats give any worksheet a p.rofessmnal look, but'you may
need to modify an AutoFormat to better suit the needs of a particular

AutOFormat project. For example, the AutoFormat you applied might be perfect
except that the font used should be different—to match the font in the

Cla Morgeoft rest of your report. You can control individual elements in an AutoFormat

IC€|  xL03s-31 .
Specialist so that not all are applied to the current worksheet. These changes are
temporary; you can't permanently alter an AutoFormat.

Approved Courseware

Modify an AutoFormat

Select a cell or range whose
AutoFormat you want to change,

x| osoft.0 00

or skip this step if you want Excel H) He Gt Wew [set |Fgmet| Tods Detn| window ek Ty & question For elp 7 = 8 X
" T il RN~ RERET = N o) R R RN R Y AN | ED SN
to “guess” which cells to format. T [ TR T I |
a2« A | Coumn 5
. " —
Click the Format menu, and then ; L B el = = F 37
. —— L & 5= ’
click AutoFormat. 2 [TT Lighfing o drorsg, S SKUNumber
|4 |Interior Vanity Strips Style.
. 5]
6 |5-Light Chrome and Brass Yanity Strip § 99.97 LT9203
CIICk the AUtOFormat you Want to IAerghl Polished Brass Bath Light § 99.68 LTB743
8 [4-Light Brushed Nickel Bath Light 5 99.00 LT9732
mOdIfy' IE-L\QM Mirrored Chrome Bath Light $ 96.57 LTB944
| 10 |4-Light Chrome Bath Light § 94,65 L8929
. . | 11 |3-Light Pearl Nickel Bath Match Vanity Strip § 89.93 LT9275
Click Options. | 0
[13 |Fans
14
. [18 [20" White Remote Gontrol Pedestal Pan § 39.99 LT5991
Click to select or clear one or (16 |52 Ceiling Fan in Rustic Branze Finish 5  149.98 LTa8d3
| 17 |56" Flemish Brass Antique Ceiling Fan $ 199.99 LT5722
more Formats To App|y check [18 |44" Antique Brass Ceiling Fan 5 §9.97 LT4329
| 19 |62" Black Ceiling Fan with Light Kit 5 G4.96 LTE458
boxes to turn a feature on or off. 20 |42 White Gazebi Ceiling Fan 5 5999 L7520
21 |Brass Ball Pull Chain $ 1.96 LT3389
X 16 4 ¥ W\ Phone Order £ Lumber ) Lighting { Ciosets { Bectric /| >
Click OK. ipows s |aucsbores- N N OO A A E@A| O Z- A ===a a3l
Ready Sum=1168.64 CAPS HUM
(" Did You Know? ) X
A
o v o v || B 5 )
You can let Excel choose the range to T T T T [ T8 T8 85 13
,
format. If you don't select the cells you o R | A
want to apply the AutoFormat to, Excel T AT T AT | g | 2]
) £ 23 183 215 60
. . Accounting 3 Accounting 4
will guess which cells you want
formatted. East 1 1  5peig
Waest B 4 T 17
J South 8 7 El 24
Fi) | Total ] 18 ] B0 F
Colorful 2
Jaw Feb Mar Total
7 7 5 19
B 4 7 17
g 7 B 24
21 18 21 &0
Calorful 3 List 1 v
Farmats to apply
et Eont Alignment
Patterns [ width Height
1
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Formatting Tabs and
Background

XL03S-3-4

Specialist

Approved Courseware

Add Color to Worksheet Tahs

Click the sheet tab you want to
color.

Click the Format menu, point to
Sheet, and then click Tab Color.

Click a tab color.

Click OK.

108

Depending on your screen size, the sheet tabs at the bottom of your
workbook can be hard to view. You can add color to the sheet tabs to
make them more distinguishable. If you want to add artistic style to your
workbook or you are creating a Web page from your workbook, you can
add a background picture. When you add a background to a worksheet,
the background does not print, and it's not included when you save an
individual worksheet as a Web page. You need to publish the entire
workbook as a Web page to include the background.

i Microsoft Office Excel 200 C[=]
\Zﬂ Eile  Edic Wiew Insert Fgrlmat Iools Data  Window Help Type aquestionforhelp < o @ X
A= NN ] SEJzlul== =8 % o @ SE - B A
A13 - £ Fans
A B | € C @ L E L E L &
i 2]
2 |TnT Lighting Price SKU Number | 1
3
|4 |interior Vanity Strips
5
| 6 |5-Light Chrome and Brass anity Strip § 99.97 LT9203 Format Tab Color X
| 7 |4-Light Palished Brass Bath Light $ 9968 LTe743 P—
| 8 |4-Light Brushed Nickel Bath Light $ 98.00 LT9732 e A —
| 8 |3-Light Minored Chrame Biath Light $ 9B.57 LTag44 [ Ho Color |
| 10 |4-Light Chrome Bath Light ] 9458 LTE929 EEEEEEEE
| 11 |3-Light Pearl Nickel Bath Match Vanity Strip $ 89.93 LT9275
2
3 [Fans 1
| 14|
| 15 |20" White Remote Gontrol Pedestal Pan $ 39.99 LT5991
| 16 /52" Ceiling Fan in Rustic Branze Finish § 14399 LT4443 n EEN
| 17 56" Flemish Brass Antique Ceiling Fan § 19999 LTa722 am EEEE
| 18 |44" Antique Brass Celling Fan ] 69.97 LT4329
| 13 52" Black Ceiling Fan with Light Kit [] 6496 LT5458 o] [coxd ]
| 20 |42" White Gazeho Cailing Fan $ 59.99 L5520
| 21 |Brass Ball Pull Chain $ 1.95 LT33a8
| 22 |White Square Pull Chain [ 1.96 LT3318
| 23 |Ceramic Ball Pull Chain [ 239 LT3328
| 24 |Universal Thermastatic LCD Remote $ 297 LT3002 2
4 v [\ Lumber ) Lighting { Closats / Electric / |« | Sl

Ready

UM




Add or Remove a Background

o Click the sheet tab you want to add

a background to.
Sheet Background

o Click the Format menu, point to

| @-3 1@ X Ci B - Teos -

Sheet, and then click Background.

My Recent
o Select the folder with the graphic Documerts /]/:L
file you want to use. @ HOME SENSE

Deskkop

o Select the graphic you want.
o Cllck |nSEI‘t. Myﬁocuments

o To remove the background, click
the Format menu, point to Sheet,
and then click Remove

W

=
E:
5
£
2
<
a

File name: |

v [ st ]._a

Background. Wy NisEwork

Places Files of type: |,q|\ Pictures

- | Cancel
|
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Creating and Applying
Styles

e Microsoft:
coOffice]  x03s32

Specialist

Approved Courseware

Create a New Style

Select a cell or range that you
want to create a style.

Click the Format menu, and then
click Style.

Type the name of the new style.

Clear the check boxes with the
options you do not want.

Click Modify.

Click any of the formatting tabs,
and then make additional
formatting changes to the style.

Click OK.
Click OK.

(” Did You Know? )

You can merge a style from another
workbook. Click the Format menu,
click Style, click Merge, click the
workbook that contains the style you
want, click OK, and then click 0K
again.

J
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A style is a defined collection of formats—font, font size, attributes,
numeric formats, and so on—that you can store as a set and later apply
to other cells. For example if you always want subtotals to display in
blue 14-point Times New Roman, bold, italic, with two decimal places
and commas, you can create a style that includes all these formats. If
you plan to enter repetitive information, such as a list of dollar amounts
in a row or column, it's often easier to apply the desired style to the
range before you enter the data. That way you can simple enter each
number, and Excel formats it as soon as you press Enter. You can also
copy styles from one workbook to another. Once you create a style, it is
available to you in every workbook.

Stylename: | [product Category —I

v 0K s

Style includes
Humber General

Alignment General, Bottam Aligned

il
©o

Eont Arial 10, Bold Italic Red
Barder Mo Borders
Patterns No Shading

Protection Mo Protection

Format Cells

INumbar Rlignmentl Font ‘Border Patterns Protectionl

Font: Font skyle: Size:
Arial

H Agency FB
Algerian

i

T Arial Black
Underline: Cr
|None w | |_ v|

Effzcts Preview

[ Strikethrough

[ superscript I AaBbCcYyZz

[ subseript

This is & TrueType Font. The same Fonk will be used on bath your printer
and your screen,

Co




Apply a Style

o Select a cell or range to which you
want to apply a style.

Click the Format menu, and then
click Style.

o Click the Style Name list arrow,
and then select the style you want

to apply.

(1 Click OK.

Excel 2003 'lendorSupplies

i) Ble Edt Wiew Inset Format  Jools  Data

Window

Help

= e - 10 -|B 7O =5 % o %% - eA-H
A13 - % Fans
A [ ER] c G
TnT Lighting Price SKU Number |

interior Vanity Strips

5-Light Chrome and Brass anity Strip
4-Light Polished Brass Bath Light

4-Light Brushed Nickel Bath Light

3-Light Mirrored Chrome Bath Light

4-Light Chrome Bath Light

3-Light Pear Nickel Bath Match Vanity Strip

Fans

20" White Remate Control Pedestal Pan
52" Ceiling Fan in Rustic Branze Finish
55" Flerish Brass Antique Ceiling Fan

44" Antique Brass Ceiling Fan

52" Black Ceiling Fan with Light Kit

42" White Gazebo Ceiling Fan

Brass Ball Pull Chain

"White Square Pull Chain

Ceramic Ball Pull Chain

Universal Thermostatic LCD Remate

Style name:

Sty includes
Hurmber

Gereral

General, Bottom Aligned
Arial 10, Bold Italic Red
Mo Borders

Mo Shading

Mo Protection

K4 b i Lumber Lighting { Closets { Electric
Ready

TS T
59.99 L5620
1.96 LT3389
1.96 LT3318
239 LT3328
29.97 LT3002 &
| | Hll|
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MOdlfylng a Style Any style—whether it \.N.as supplied by Excel or created by you.O.r some-
one else—can be modified. Suppose you created a style containing
[y Microsoft: fonts and colors your company uses. If those specifications changed,
Specia“ XL035-3-2 you could modify the style to include the new attributes. If you want to
Approved Coursevare use styles created or modified in another workbook, you can merge the
styles into the open workbook. If you no longer use a style, you can

delete it from the workbook.

Modify a Style

Click the Format menu, and then
click Style.

B3 Microsoft Office Excel 2003 - VendorSupplies FEX
. . i) Fle Edit Wew [nsert | Format | Tools  Data  Window Help Type aquestion farhelp = - & X
Click the Style Name list arrow. B e 30 (3|8 o e R e | )
: il I R g T ERr N |
a q a3 - = Column »
Click the style you want to modify. _— e v = rF e
o — AutaFormat. .. X 3
. . 2 |TnT Lightin: S Price SKU Number
Click Modify. £l — c
| 4 [Interior Vanity Strips Style...
5
. | & |5-Light Chrome and Brass Yanity Strip ] 99.97 |LT8203
Make any changes you want in the | 7_|4-Light Pulished Brass Bath Light 5 9968 |LTe743
. |8 [4-Light Brushed Nickel Bath Light § 9900 L7973
Format Ce"s d|a|0g bOX_ | 9 |3-Light Mirrored Chrome Bath Light § 96.57 |LTA944
| 10 |4-Light Chrame Bath Light § 9480 L7929
11 |3-Light Pear Nickel Bath Match Vanity Strip § 8983 LTS

Click OK.
Click OK.

Style name: R
Style inchudes
ancel
[ umber (* #m 00 s (" G, ##0.003,_*

oo

[ protection

[¥] alignment

] Font

[Border
[ patterns

Format Cells 2

wumber | Alanment | Font | Border | Patterns | Protection

Text alignment Crientation -
Horizontal +
.
Yertical. 0 = l .
—e
Bottom 2 et —
~ t .
Bottom = o+
Te ustify — .-
Distributed v
[ shrink ko fit Degrees
Right-to-left

Text direction:

o
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Merge Styles

Style 5]

o Open the worksheet that contains ER—— 2 - }__e
the styles you want to merge. Stye inchudes
y y g Humber General
. dify...
Click the Format menu, and then [&] Alignment  General, Bottom Aligned
click Style [¥] Font arial 10 el
Border Mo Borders Delete
o Click Merge. [Z]Patterns Mo Shading

Protection  Locked

Click the workbook that contains
the styles you want to merge with
the current workbook.

Merge Styles

1 Merge styles from:
o Click OK. Vendoroupplies. s

() Click OK.

o

Delete a Style
Click the Format menu, and then
click Style.
o Click the Style Name list arrow, stylename: [Froduct Category ¥ [ }._o
and then click the style you want Sl
to delete ty y Mumber General
’ Alignment: General, Bottam Aligned e =
o CIlC k D elete. Font Arial 10, Bold Italic Red Add
o Cl k OK Border No Borders _o
15 . Patterns o Shading
Protection Mo Prokection

4 )

Did You Know?

You can use the Add button to create a
new style based on a current style.
You never know when you might want
to use an original style supplied by
Excel. To keep the original style intact,
modify the formatting in the Style dia-
log box as desired, click Add, and then
give the modified style a new name.

- J
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Finding and Replacing
Formatting

[l Microsoft:
caOffice|  xiossa2

Specialist
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Find or Replace Formatting

Click the Edit menu, and then click
Find or Replace.

Enter the word or words you want
to find.

Click Options to display formatting
options. If necessary, click Format,
and then click Clear Formatting
From Cell to clear previous criteria.

Click Format, specify the
formatting you want to locate, and
then click OK.

Click Find Next to find the
formatting options you specified.

To replace text and formatting,
click the Replace tab, and then
enter the word or words you want
to replace in the Replace With text
box.

Click the Replace With Format
button, specify the formatting you

want to replace, and then click OK.

Click Find Next to select the next
instance of the formatted text or
click Replace or Replace All to
substitute formatting.

114

The Find and Replace commands make it easy to locate or replace spe-
cific text, numbers, and formatting in a workbook. For example, you might
want to replace all the references to cell A6 in your formulas with data
contained in cell H2, or you might want to replace bold text with italic
text. Or, you may want to change a client name or contact on all of your
financial reports. You can be specific in your replacing, by replacing one
at a time, or all matches found.

Find and Replace

Find | Replace

Find what: |Gazebo V‘ l_ Preview _l

wihin Dl matrh case

Match entire cell contents
4 2
i ((Options <<} e

[ Fndan ][Eindll\lext | [ s ]

i 1A
i) Fle Edic Wiew [nsert Format  Iools Dats  Window  Help Typeaquestion forhelp = _ @ X

BHBSgRITE] FACRACRAT R I N R LY

i Baskervile OldFace - 10 - | B ! u

EE=EEHES$ % 0l 12 G- A
A20 - e 42" White Gazebo Ceiling Fan
A [ ] c o & I F I _©7

7 A
| 2 |TnT Lighting Price SKU Number

k]
| 4 |Interior Vanity Strips

5
| B_|5-Light Chrome and Brass ‘anity Strip $ 99.97 |LT9203
| 7 |4-Light Palished Brass Bath Light ] 99 65 |LTE743
| 8 |4-Light Brushed Nickel Bath Light g gl
| S [3-Light Mirrored Chrame Bath Light Find and Replace

10 |4-Light Chrame Bath Light

Replacs |

3-Light Pear Nickel Bath Match anity Strip

=

15 Fans Fndwhat: | Gazebo | [[Mo Format Set | [_Format.. ]

14 Replace wih; | v| £ fremewr ] [ Format.. - 0
15 [20" White Remote Control Pedestal Pan e Dimetch g

16 [52" Ceiling Fan in Rustic Branze Finish within: | sheet W &

17 |56" Flemish Brass Antique Ceiling Fan Search: [oyRows || L "ekch entire col contents

18 [44" Antique Brass Ceiling Fan

18 e ook 2 ook ol

52" Black Ceiling Fan with Light Kit
20 |07 Vot Garzebo Celing Flerr
B

|21 | all Pull Chain [(Replaceat | [~ Replace [Crndar_] [Endnest | [ cese |
W4 VN, Bhone Order { Lumber ) Lighting / Closets /e T - .
D Lo [ Aoshepes- \ W O A G @A B -2-A-=S=2Adf

Ready MM




