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8.5: Conditional Formatting

Learning Outcomes

o Create and apply conditional formatting.

As we have learned so far, Excel has a wide variety of easy to use tools for organizing, sorting, and otherwise marking information.
Think back to when we applied styles to a cell to indicate good information or information that needs to be verified. Excel also has
the ability to automatically apply such markings through conditional formatting.

With conditional formatting, you provide Excel with a rule, such as “less than 10,” and the program will scan through your data and
highlight all the cells that meet that rule. There are several rules already available, but you can also create and apply your own rules
and visual clues.

1. Select the cells, rows, or columns you wish to have conditional formatting.

2. From the Styles group, click on the Conditional Formatting button

3. Select the style of formatting you would like. Here we have Highlight Cell Rules.

4. Select the specific type of rule you would like to use and then apply your target value. Here we have selected Less Than.
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5. The formatting will appear automatically so you can see what it will look like. Note that Excel will automatically provide a
value, but you can manually change it.

6. Hit OK if you wish to apply the formatting. Otherwise, when you leave the formatting menu, it will disappear.
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One important tool to keep in mind is the ability to enter your own rules. This can include applying formatting to specific date
ranges, to specific text (like names), or even cells that are blank. In this case, you also set the format, so instead of highlighting
cells you can choose to strikethrough text or change the font, change the size, or bold the text.

Module 6 worksheet.xlsx - Excel il
Insert Page Layout Formulas Data Review View Foxit PDF ‘:.:-' Tell me
2 X, Calibri -12 - = == E |Curency ~ [ Conditional Formatting~ &= Insertt -+ X ~ 47~

- $-% :"De\ete' E'p'

DE@' B I U- A A

Paste Highlight Cells Rules » |,
- 4 SER R A~ - p e o e e AFormat & -
Clipboard = Font ] Alignment . Number [ T , i Cells Editing ~
Top/Bottom Rules  »
B2 - I 5000 ~7
Data Bars 3
A B = | D | E| L | H | =
1 |Month Sales Total
Color Scales 3
2 |January $5,000.00 [:] olorseae
3 |February 5500.00
4 |March $50,000.00 lcon Sets '
5 |April 54,876.00 F——
6 |Ma ,000.00 - .
P Jun: SSOSZSOM D Clear Rules 3
8 |1uly $45,689.00 & Manage Rules...
9 |August $10,000.00
10 |September $34,245.00
11 |October $987.00
12 |November $76,000.00
13 |December $8,764.00
14
15 |
Sheetl ® [«] [v]
Ready Average: §26,359.25 Count:12  Sum: $316,311.00 ] mo- 1 + 100%

https://biz.libretexts.org/@go/page/46542



https://libretexts.org/
https://creativecommons.org/licenses/by/4.0/
https://biz.libretexts.org/@go/page/46542?pdf

LibreTextsw

New Formatting Rule ; .. : h- m

Select a Rule Type:

= Format all cells based on their values

= Format only cells that contain

= Format only top or bottom ranked values

* Format only values that are above or below average
+ Format only unique or duplicate values

+ Use a formula to determine which cells to format

Edit the Rule Description:

Format only cells with:
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Practice Question
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