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Conditional Formatting

ÅConditional Formatting is applying a condition 
to a cell or group of cells, so when the value in 
the cell(s) meets the condition, the formatting 
of the cells changes.  This helps draw attention 
to certain cells.

ÅCƻǊ ŜȄŀƳǇƭŜΣ ƭŜǘΩǎ ǎŀȅ ǿŜ ǿŀƴǘ ǎƻƳŜ ŎŜƭƭǎ ǘƻ 
turn red if the value in the cell is less than 
zero.  We use conditional formatting.



Spreadsheet

Å[ŜǘΩǎ ǎŜŜ Ƙƻǿ ǿŜ Ŏŀƴ ǳǎŜ ŎƻƴŘƛǘƛƻƴŀƭ 
formatting

ÅCƛǊǎǘΣ LΩƭƭ ǎǘŀǊǘ ǿƛǘƘ ŀ ǎǇǊŜŀŘǎƘŜŜǘ ǿƛǘƘ ǘƘŜ 
monthly expenses for four months.

ÅIf the totals on the bottom of the spreadsheet 
are negative, we want the background of the 
cell to turn red.





Totals

ÅSelect the cells you want to apply the 
condition to.

ÅIn my case I want to select the cells with the 
totals on the bottom.





Conditional Formatting Button

ÅClick the Conditional Formatting button under 
the Home tab.





Highlight Cells Rules

ÅThere are a number of common conditions 
you can use under Highlight Cells Rules.

ÅClick on Highlight Cells Rules.





Highlight Rules Cells

ÅHighlight Rules Cells displays the most 
common conditions.





Less Than

ÅIn my case, I want to change the formatting of 
any numbers less than zero.

ÅI select less than.





Condition

ÅA window opens up.  It asks for two things.

ÅFirst, what is the number the condition is less 
than.  In my case I what a number less than 
zero.

ÅSecond, what formatting do you want to 
change the cell to if the value in the cell meets 
the condition.  In my case I want a red 
background.



Zero

ÅI enter zero for the number.




