Conditional Formatting in Excel

By James Jones



Conditional Formatting

A Conditional Formatting is applying a condition
to a cell or group of cells, so when the value Ir
the cell(s) meets the condition, the formatting
of the cells changes. This helps draw attentiol
to certain cells.
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turn red if the value in the cell is less than
zero. We use conditional formatting.



Spreadsheet
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monthly expenses for four months.

A If the totals on the bottom of the spreadsheet

are negative, we want the background of the
cell to turn red.
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Totals

A Select the cells you want to apply the
condition to.

A In my case | want to select the cells with the
totals on the bottom.



Oa) = e A _t: B Bookl - Microsoft Excel - = X

|- Home l Insert Page Layout Farmulas Data Review View @ -
Eﬁ :s Calibri -1 -|A‘ ;{| |§ =1 — = || General - ng ﬁ @ g::slefv é' ﬂ [ﬁ
F EIETE ™ ~
" g | B (= = o 0| - (8 o {58 ) SO e - s | B Fomat - | 2 e s+
Clipboard M Font P Alignment [ Mumber P Styles Cells Editing
A9 - £ | Total ¥
A el e lo el £ | 6 | u | 1 | 1 | k L | m | N | o P
1 |Expenses January February March April [T
2 Pay Check 1100 1100 1100 1100
iFGGd -250 -250) -300| -300
iEIEC‘[riCi‘t\,’ -55 -60 -55 -65
3 |Rent -625 -625 -850 -650
6 |Phone -35 -35 -40)  -40
7 Cable -45 -45 -45 -45
8 Carlnsiranca 55 55 55 -5
9 [Total 25 20 55 -6
10
11|
12 |
£ ES
14|
15|
16
17|
18
19|
20|
21|
22|
23
24|
25|
26
27

M 4 » ] Sheetl “Sheet2 ,"Sheet3 ¢ N

Ready | Average: -13.75 Count: 5 Sum: -75




Conditional Formatting Button

A Click the Conditional Formatting button under
the Home tab.
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Highlight Cells Rules

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

A Click on Highlight Cells Rules.
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Highlight Rules Cells

A Highlight Rules Cells displays the most
common conditions.
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Less Than

A In my case, | want to change the formatting of
any numbers less than zero.

A | select less than.
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Condition

A A window opens up. It asks for two things.

A First, what is the number the condition is less
than. In my case | what a number less than
Zero.

A Second, what formatting do you want to
change the cell to Iif the value In the cell meets
the condition. In my case | want a red
background.
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A | enter zero for the number.






