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Formatting

Excel has many formatting options. That can be a good thing and a bad thing. The large number of
formatting options can make it harder to get the format you want.

In most cases is pays to keep your formatting simple. Less is more. Formatting shouldn’t take the
focus off the figures. Formatting can be used to make reports more readable and to make your files
more useable.

| will not be covering conditional formatting in this webinar as | have already presented a free
webinar on conditional formatting. This is available on my website.

Spelling

Just a note on the word colour. | will be using the Australian spelling when talking about colours. Be
aware that Excel options all use the US spelling of color. This applies to other Excel formatting
options that use the US spelling eg center.

Avoid Merge & Center

@ Merge & Center =

This icon on the Home Ribbon tab should be avoided because it can cause two issues. The Merge &
Centre format can stop you from copying and pasting ranges as well as causing macros to crash.
There is an alternative format called Center Across Selection which achieves the same result without
having the downsides. Unfortunately Center Across Selection does not have its own icon and it won’t
work vertically, so Merge & Center is the only solution to merge a range vertically.

Format Cells g

Alignment ;7 Font

\ Numberi_,;

Center Across Selection is in the Alignment tab of the Format Cell
dialog. Use the Horizontal: drop down to access it.

Text alignment
Horizontal:

General v

General .
Left (Indent)

Center

Right {Indent)

Fill

TeJusti

Lenter AQoss Selecoon

Distributed (Indent)

Colour Blindness
Be aware that about 8% of men and 1% of women have some form of colour blindness. Red and
Green is the most common form.
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Keyboard Shortcuts

Sometimes keyboard shortcuts can be the fastest way to apply formats.

Ctrl Key
The Ctrl key has a lot of selection shortcuts and when you combine these with its formatting
shortcuts you can quickly select and format ranges just using the keyboard.

The table below has a listing of useful Ctrl key formatting shortcuts.

Ctrl + + Shift Format Option
1 Format Cells Dialog
b Bold
u Underline
5 Strike Through
! Shift Number - comma and 2 decimals
# Shift Date d-mmm-yyy
$ Shift $ format - comma and 2 decimals
% Shift % format - no decimal places
& Shift Thin Outline Border
_ Shift Remove Borders (underscore)

The Ctrl key has a number of range selection shortcuts.
Ctrl + * will select the current region - great for selecting tables
Using the Shift key with Ctrl can also speed up selection by selecting ranges in batches.

Ctrl + Shift + arrow keys - allow you to select ranges in each of the four directions

Multiple Ranges

The Ctrl key can also be used with the mouse to select multiple ranges in one go. This can speed up
formatting. Select the first range as per normal and then hold the Ctrl key down and use the mouse
to select other ranges. If you make a mistake you will need to start again.

S and % symbols
When entering values into Excel you can use the $ or % symbols to automatically apply that format
to the cell.

F4 Function Key
F4 repeats your last action. Note: it doesn’t repeat multiple actions, just the very last action.

Alt + Enter

If you want to force a line break within a cell use Alt+ Enter when typing the entry. This is slightly
different to the Wrap Text format. Wrap Text will put a line break based on the column width. Alt +
Enter forces the line break all the time.
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Mouse Shortcuts

The mouse offers many formatting shortcuts. Right clicking and right dragging can speed up a lot of
your formatting work.

Using the Quick Access Toolbar (QAT) can also allow you to have all of your common formatting
icons just a click away.

Format Painter

Format Painter . .. .
7 Double click this icon to allow for multiple pastes of the selected format.

Right Click

Right clicking a range or cell displays many of the common formats.

Calibri = 11 ~ A" A" % - % o+ [
B ZEH- ALl S

%},ﬁ? Date Stamp

IInnrntart Shaatc

When using the mouse it is important to use the correct mouse cursor. The two common cursors are
the Fill Handle, and the arrow shaped cursor.

The Fill Handle is used to fill between a start and an end point.

Warning: Dragging this cursor with the left mouse button is a
Cut and Paste - be very careful it can cause #REF! errors.

4 |

The arrow shaped cursor is used to drag from one spot to another.

Right Mouse Button Drag
Both of these cursors can be dragged with the right mouse button. (This can take a little practice.)
When you release the mouse button one of the options is to Paste Formats only.

fest

—— - - - - -
-

TiF Fernatting Ony
Ly

abhoul Farmailing

Fill Handle drag
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Test

Copy Herw s Famats Omy 1

W

Link Heve

reate typerfink Here

Arrow cursor drag

Borders

The Borders icon drop down has a lot of options and each
of the individual icons can be added to your QAT.

Borders ign
Bottom Border | ]

Top Border Lo . .
| usually turn off gridlines on the sheet — View Ribbon,

Left Border — A
Show section.

Right Border

Mo Border
HH AllBorders | frequently use the All Borders and the Thick Box Border
Outside Borders format.
Thick Box Border

Eottom Double Border

Thick Bottom Border

Top and Bottom Border The Draw Borders options allow you use the mouse to

e Top and Thick Bottom Border draw your borders directly on the grid.
iii  Top and Double Bottom Border

Draw Borders

4 Draw Border You can change the Line Color as well as the Line Style.
#g Draw Border Grid
2

Erase Border
& Line Colar ;
Line Style J

FH More Borders...

Clearing Formats
Ak~ A Sometimes you might just want to remove all the formats and start again.
3 @] Fit - zr 3 There is a Ribbon icon that clears all the formats.

nat S \ Sort & Find &
£ Clear ~ Filter = Select ~
| @ cearan L
%, Clear Formats . . . :
‘ s On the far right of the Home Ribbon tab in the Clear drop down is the Clear

Clear Contents
Clear Comments — Formats icon.
Clear Hyperlinks

Another icon worth adding to your QAT.
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Adding Icons to Your QAT

L0 .| st Delete Fomat (o Sets Fnd& ¢ ag easy as right clicking the icon and selecting

Cells | 2 Clearan
1e = LS4 tnme coemns Add to Quick Access Toolbar.
Add to Quick Access Toolbar %
Customize Quick Access Toolbar... ts

Show Quick Access Toolbar Above the Ribbon

Customize the Ribbon... links

Minimize the Ribbon

To organise the icons on your QAT you need to customize it. Right click the QAT and choose
Customize Quick Access Toolbar.

Chacse commanas trim ) Customie Quith Acters Tooine o The Separator Icon (top)
N v Pozular Commands vl Foe Al doesments petasi - insertS a thln Vertical “ne on
[P ~Seppunans o S N
vy = Sober: et . the toolbar to separate
R oo D ' sections.
e SUS i Cordtiznd Parmatting . 1 ew 4
Quecx oo Toein 2! Cannediam - Pt Prewew Pudl Soreen
Qa Com ‘ & Setrtam
P i Creste Cnae &0 Quik At
trsat Conttat 8 Custom Sant B2 Bossens
. Xy i R ot o Use these arrows button to
X Dstainest Tomaning CLepaws-
N o T | - | select an icon and move it up
7' Dudete Srant Cotvmmns ¥ Cmim .
S Deete Sheet Roa = \idete g or down.
e & Oaw
P Cowm . PR X
o I : Z s Always click the OK button to
oot . 23 Dats Vasgatian
A Foat Cotet ' «Sapatzrr
Fetyes : S keep your changes.
J rormst Perin <apeakars i
T8 treese Paoen . B e
A hiresse boel Yo -
T Stow Queos &ccess Tostar Bekiw the Curtomistone  SRRES
Rboon ‘h_gl_’eb_'ld »
| oK Carem
] P
ABC Gl o .
123 wewencess o Number Section Drop Down

Mmooy

o

- At the top of the Number section of the Home Ribbon tab is a drop down that
Curmency . contains many common useful number formats.

el Accounting

sy Short Date Genens . rﬂ] _:'g Comma 2 Hyperlink . .
HH| $ o % o | 39| Conditionat Porar | [ Good Clicking the small arrow (bottom
Formatting s Tadde * . . .

jf:z: Lt Hurstr - ) ~ right corner) of a Ribbon section
Ty T Pl s e B EE e w mAOE S 0 will open a dialog.
=R ‘,fl : Tocmat Cebs Number |

% "~ T[] ARESGES™ | Inthe case of the Home Ribbon

I Fracoon | the associated tab in the Format

2 .

- /2 . Cells dialog.

lo} Scmnlific e
9 ABC Text

Mare Hameser Faenats Avoid using the Text format - it can

cause issues with calculations.
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Number Formats

Obviously numbers are the reason Excel exists and using the right number format is important. Even
if Excel doesn't have a standard format you can create a custom number format to suit your needs.

A4 Accounting

Custom number formats have a large variety of different formats that you can use on your numbers.

This includes how you handle zeros and negatives. Excel used to have a built-in format to display red

brackets for negatives. Unfortunately it is no longer a standard format and you must create a custom

number format to allow you to apply red brackets for negatives.

- ~
T pe— — - el
Alignment | Font I Border | Fill | Protection |
Category:
General & | - Sample
Mumber 12 345
Currency '
Accounting Type: }
Date
Time #,#20;[Red](#,#20)
Percentage h:mm:ss -
Fraction dfmmyyyy h:mm
Scientific mm:ss
Text
SEedal
-

Type the number format code, using one of the existing codes as a starting point.

[ 0K ][ Cancel ]

Value No Format

Formatted Value

Custom Number Format Used

12345.6789 12,346 |# #80;[Red](#,#&0)
-12345.6789 (12,346) | # #40;[Red] (#,#80)
12345.6789 12,345.68|# ##0.00;[Red] (# 4#0.00)
-12345.6789 (12,345.68) |#,##0.00;[Red](#,#0.00)
12345.6789 12,345.68 |#,4£0.00 );[Red](#, #£0.00)
-12345.6789 (12,345.68) |#,#80.00_):[Red](# #40.00)
1000 1,000 m |#, 880 "m"
1] Entry Required |# ##0;-# ##0;"Entry Required"
1234 0123400000
10000000 10,000,000 #,#40
10000000 10,000 |#,#40,
10000000 10|#,8#50,,
10000000 10,000 k| & &80, "k"
10000000 10 M (&, 880, "M"
10000000 e

“Hide” values

The Custom option on the left
allows you to use pre-defined
custom formats or to create your
own.

You can select an existing custom
format and modify it to suit.

When you enter the format in the
Type: box the Sample section shows
what the selected cell will look like.

Examples of Custom Number
formats

Note: When you link to another
cell it will often use the format
from the linked cell.

The last entry in the table shows the special custom number format which allows you to stop

anything from displaying in a cell. This won't display on the sheet and it doesn't print out. This is

slightly different to using the same Font Color and Fill Color.

© 2019 Neale Blackwood
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Styles

Styles are a feature of Excel that have been improved in recent versions. Styles allow you to
standardise your formats so that you can achieve consistent formats throughout your file.

Custom

Comma 2 Hyperlink 2 Normal 2 Normal 3
Good, Bad and Neutral

Mormal Bad Good MNeutral

Data and Model

|C5 culation ||| | explanatory... Hyperlink Linked Ce

Note Warning Text

Titles and Headings

HeadinE 1 Heading2 Heading 3 Heading 4 Title Total
Themed Cell Styles

20% - Accentl  20%- Accent2  20% - Accent3  20% - Accentd  20%- Accents  20% - Accentd

40% - Accentl  40% - Accent2  40% - Accent3  40% - Accentd  40% - AccentS  40% - Accentt

Number Format

Comma Comma [0] Currency Currency [0] Percent

im]  Mew Cell Style...
é Merge Styles...

The advantage of using a Style to format a range is that changing the Style’s format will
automatically flow through to all the ranges that have been formatted with that Style. This makes it
incredibly easy to make changes that would otherwise be quite time consuming.

Standardising your input cell colour is one
Formatted Using a Style Styles Applied way to make the user's experience better. If
Input the user can easily identify the cells that
0O Linked Cell they need to update it makes the input

process smoother.

0|Calculation

Title Title Creating a standard input Style is a good
idea. This does however involve usually
Heading Heading 1 creating three or four similar Styles to
Another Heading Heading 2 handle the different types of input that are
common. For example you might have a
Heading Again Heading 3 dollar entry; a date entry; a percentage
Last Heading Heading 4 entry; and a number entry. These all might
2 Input have the same fill colour but have separate
3|Input number formats. Hence you may need to
5 Total create a few different types of input Styles.

This is reasonably straightforward as you can

1,000.00 Comma 2 take an existing Style and modify it.

1,000 Comma [0]
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[IM 7l You can Modify an existing Style by right
% Apply —— clicking the Style button and choosing Modify.
Modify... | You can also Duplicate it so that you can create
N Duplicate... another Style based on it whilst leaving the
I'n Delete original Style unchanged.

20% - Bccents  20% - ACcento

( sty A==

Style name: | Input

The tick boxes mean that a format on the relevant tab in
the Format Cells dialog has been applied.

Style indudes Clicking on the Format button opens the Format Cells
7] Number dialog.
[] Alignment Most options are available. A few are disabled, mainly in
7] Font Caliori (Body) 11, RGB(e3, 63, 118) || the Border tab.

[¥] Border Left, Right, Top, Bottom Borders
(V] Fill Shaded

[] Protection

o | [ o JH

Merging Styles

You can use the Merge Styles option (bottom of the Styles Gallery) to copy Styles between files. You
need both files open at the same time.

WARNING: | have experienced frequent crashes when | use the Merge Styles option — save your files
before using Merge Styles.

© 2019 Neale Blackwood Page 10 of 16
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Using Colours

A4 Accounting

Using Colours correctly in your spreadsheets can make the user's experience a lot easier. Using
colours consistently throughout the file can make it easier to understand.

Excel has a couple of features that use and recognise colours that you may not be aware of.

Sort and Filter by Colour
It is possible to filter and sort by colours.

Tina
Wendy =
Fred h
Mary

Sue

B o

®

Tina

Wendy

Fred
Mary
Sue

harilliame
Cut

Copy
Paste Options:

Insert

Delete

Select

Clear Contents
Sort

Filter

Table

Insert Comment

Format Cells...
Pick From Drop-down List...

Hyperlink...

Lasilliaman
Cut

Copy
Paste Options:

S|

Paste Special...

Insert

Delete

Select

Clear Contents
Sart

Filter

Table

Insert Comment

Format Cells...

Pick From Drop-down List...

b

=, Hyperlink..

© 2019 Neale Blackwood

19
31
42
53
45

Filter by Selected Cell's Value
Filter by Selected Cell's Color
Filter by Selected Cell's Font Color
Filter by Selected Cell's Icon

19
31
42
53
45

> | 4] sortAtez

5l

SortZto A

Th

Put Selected Cell Color On Top L\\) ]

Put Selected Font Color On Top

Put Selected Cell [con On Top

Custom Sort...

Filtering

The right click menu shows the Filter
options.

The Cell’s Icon option refers to the
icons available in conditional
formatting

Sorting

Sorting by colour only sorts the chosen
colour. Excel doesn’t sort all the
colours because it has no way to figure
out what order the colours should be
sorted into.

Sorting by colour also has an option for
icons
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Find by Colour

A4 Accounting

Excel has a find and replace feature that has the ability to identify different colours in cells.

Ctrl + f opens the Find and Replace dialog - Find tab.

Ctrl + h open the Replace and Replace dialog - Replace tab

Find and Replace | ? B _|1 Click the Options >> button
Find Replace
Find what: |z|
FrdAl | [ Endhext | | close |
Find and Replace | ? & |
Find | Replace The Format drop down
Find what: |z| Mo Format Set I E a”OWS you to ChOOSE a
Format.. format from an existing cell
Withn: [sheet || [JMatch case Choose Farmat From Cell.. or use the Format Cells dialog
Sesrch: [yRows |7 [ Match entire cel contents to define a format to search
Lockin: |Formulas IZ| W ‘ for.
| Fndal | [ Enddext | | close

F

the mouse to click on a cell.

When you click the Choose Format from Cell option the cursor changes and you use

,

(|

Y

| [ Format...

Clicking the Find All button

Find Replace
Find what: E| | Preview™®
Within: | Sheet [C] Match case
Match entire cell contents
Search: |By Rows IZ| O -
Look in: |Formulas |E|

identifies all the cells with the
same format.

Pressing Ctrl + a in the bottom
section allows you to select all

the cells matching the criteria.

Find Ml | | EindNext

] | ]

Close

Value  Formula

Excel Farmatting Tips.xdsx ~ Colours
Excel Formatting Tips. xlsx

Excel Farmatting Tips. usx

Colours
Colours
Colours

Excel Formatting Tips. xlsx

You could use this to clear
inputs.

4 cell{s) found

© 2019 Neale Blackwood
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Formatting Functions

One function that can perform formatting is the TEXT function.

TEXT Function

The function allows you to apply custom formats to cell values so that you can use them in headings.
It converts the values into text. It is mainly used to convert dates into a usable format. Excel stores
dates as numbers and you need to use the TEXT function to convert the date number into a common
date format.

Syntax

=TEXT(Value,Format)

Value - usually a cell reference to a value or date
Format - format enclosed in quotation marks.

TEXT Examples

A B C
1 Value TEXT Function |Formula in Column B
2 1234(51,234 =TEXT(A2,"S#, ###")
3 12345|512,345.00 =TEXT(A3,"S#,###.00")
4 0.1/10.00% =TEXT(A4,"0.00%")
5 1/10/2013|Oct =TEXT(A5,"mmm"
6 1/10/2013|October-2013 |=TEXT(A6,"mmmm-yyyy")
7 1/10/2013|Oct 13 =TEXT(A7,"mmm yy")

UPPER, LOWER and PROPER Functions
These three functions convert text to their respective cases. See image below.

A B C D
1 Text UPPER LOWER PROPER
2 | john Smith JOHN SMITH john smith John Smith
3  two words TWO WORDS two words Two Words

To create headings you can use the & symbol to join text together. See examples below.

A B C D
6 Report for 1/10/2013|Report for October 13  |=A6&" "&TEXT(B6,"mmmm yy")
7 Report for 2/10/2013|Report for OCTOBER 13 |=A7&" "&UPPER(TEXT(B7,"mmmm yy"))

© 2019 Neale Blackwood Page 13 of 16
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General Formatting Tips

A4 Accounting

This final section is dedicated to all the other formatting tips that don't fit into the previous sections.

It has a wide variety of different types of tips.

Consider turning your gridlines off on your spreadsheets this can make your spreadsheets look

cleaner. The gridlines on the spreadsheet are different to the gridlines on the print setup. They are

controlled separately. Once you have turned off gridlines then you can apply your own borders to

your sheets.

The Alt key shortcut for sheet gridlines is Alt w v g pressed in sequence.

On the Ribbon the sheet gridlines option is in two places (It’s one of the few options that’s in two

places). One is in the Page Layout tab, the other is in the View tab.

Format As Table

The Format as Table icon on the Home Ribbon tab does a lot more than just apply a

;’d format.

Format
~as Table~

It adds special formats to the table including alternating row colours as well as different formats of

the heading rows. | mention this to show you it exists and what it does - | have another free Data

Handling webinar that covers many of the features that Format as Table incorporates. | highly

recommend you use this feature for your tables in Excel.

Handling Zeroes

If you don't wish to display zeros on your spreadsheets then there is a setting that you can change to

stop zeros displaying. The setting is in Options and it applies on a sheet by sheet basis.

Becel Options

sne —

Dnglay opbiont for s workshert 2 Genenl A
7 She

VoA T3W BN EETLTEN Tiesdery

Snow fogadas in cells initesd of their calcufated resals

Showy 1heet mght 10-left

ST Boge Break!
Q.yw B 200 In cedls tnat have 2er0 vakue
m e 2t o

Bl

Ty

Shaw gngines
& hroes Toobe angloe ol | 8
Pormiten of the sheet gridlines

You can change the colour

4| Drable matts theeaded calculation

using this option.

Number af calcutation threads

Un-tick Show a zero in cells that have zero value and click OK.

© 2019 Neale Blackwood

Alt f t opens the
Options dialog or
click the File Tab
and Options button.

Click the Advanced
heading on the left
scroll down about
two thirds.
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A B A B This shows what happens
1 Revenue | 1000.00 1 Revenue | 1000.00| Whenyouturnoff
2 Costs | 1000.00 2 Costs 1000.00| “°P1eYinEzeroes
3 Profit ‘ 0.00| W o Both calculated and
4 4 entered zeroes do not
5

Input 0.00| = ———— display.

If you need to only hide zeroes in a range you can use a custom number format to achieve that. See
the see the custom number section earlier in the manual.

Note: you can show zeroes as a dash using some custom number formats and the dash will still
display if you have turned off zeroes.

Formatting Charts

Most people are unaware that you can use many of the formatting icons from the Home Ribbon to
format charts. It is as simple as selecting a chart object and clicking on the relevant formatting icon.
In many cases this is the quickest way to change the chart’s formatting.

Not Pasting Formats

In some cases to get the format right means NOT copying a format from one range to another. You
might want to bring a formula from another range but you don’t want its format.

({4, Paste Options:

S| 23 | ) 2 %y =2 The right click options offer a few ways to avoid
Paste Special... h Paste formats.
Insert Copied Cells... | | S| |*e @ ]
Delete... = 78 123
—| & You can paste just Values
Clear Contents
Paste Values
Filter I : 2 2
o .. 123 123 123, _ﬁ oF |
= Other Paste Options Jus ormulas
Insert Comment r ) ; T
- = %y [==] [&l] -
'ﬁ}' Format Cells... ]2‘;{1
= Paste Special... Values and number formats

Pick From Drop-down List...
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*) Formulas ©
) Values ®

i©) Formats ®

() Comments
(7 validation

Operation
@ None
) Add
(7 Subtract

[7] skip blanks ]

( Paste Special & -M‘

All using Source theme

All except borders

Column widths

Formulas and number formats

(1 Valyes and number formats

All merging conditional formats

©) Multiply
7 Divide

&

Althvs
dialog.

A4 Accounting

Luckily the Paste Special dialog has a few other
options that can help you paste what you need.

in sequence opens the Paste Special

Transpose <

Paste Link [

Freeze Panes

ok ]| concl |

Note: The Transpose option can be
useful. It changes a row based range
into a column based range.

If you want to keep some column headings at the top and rows headings on the left then use Freeze

Pane in the View Menu

g

—
Panes »| ] Unhide 4 Re

Freeze Panes
E Keep rows and columns visible while the rest of

:_ the worksheet scrolls (based on current selection).

Freeze Top Row
E E Keep the top row visible while scrolling through

[ split L view

Side by Side

1 Hide A7 Synchronous Scrolling

set Window Position

the rest of the worksheet.

Freeze First Column
Dj Keep the first column visible while scrolling

through the rest of the worksheet,

© 2019 Neale Blackwood

()
A

Save
Workspace

Lo |

It also has an Alt key shortcut

Alt w f f pressed on sequence.
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