Topics
Home Tab (Part-1)

Font Group

e Font Style

¢ Font Size

e Bold, Italic, Underline

e Borders

e Fill Colour

e Font Colour

e Effects
Alignment Group

e Align

e Orientation

e Indent

o  Wrap Text

e Merge Cell

e Shrink to fit

Number Group
e Number Format
Styles Group
e Conditional Formatting
e Format as Table
e Cell Styles

Clipboard Group
e Cut
e Copy

e Paste Special
e Format Painter
e Clipboard
Cells Group
e Insert Cells, Rows, Columns and Sheet
e Delete Cells, Rows, Columns and Sheet

¢ Row Column heights & Widths

e Hide unhide Row Column Widths

e Sheet Formatting

e Sheet Protection (Protection Tab)
Home Tab

It is a Default tab activated whenever you open the Excel file. This tab consist all the function which is
frequently used by user such as cut/copy/paste, font formatting, alignment, Number formatting,
Conditional formatting, Sorting & Filter, Find & Replace etc. So this tab is basically use for formatting

the data.
So Home Tab is dividing into seven Groups which are:
e C(lipboard
e Font
e Alignment
e Number
e Styles
e Cells
e Editing
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Font Group

In Font group you can change the font (style, size, bold, Italic, underline and colour), Cells Borders
and Cell colour etc.

e Font Style: From this option you can change the font style as the image shown below:
e Font Size: From this option you can change the font size according to you need as the image
shown below:
e Font Size:
o Increase font Size: From this option you can increase font size in incremental order
by clicking this button as the image shown below:
o Decrease font Size: From this option you can decrease font size in decremental
order by clicking this button as the image shown below:
e Bold, Italic, Underline:
o Bold(Ctrl+B): From this option you can bold the font as the image shown below:
o Italic(Ctrl+l): From this option you can Italicise the font as the image shown below:
o Underline(Ctrl+U): From this option you can underline the font as you can see this is
a combo box and inside the combo box you have one more option which is Double
underline by which you can inset double underline at bottom of the text as the
image shown below:
e Borders: From this option you can insert the borders outside of the cell(s). Now you have
multiple option to insert different kind of borders as the image shown below:

o Bottom Border: It will insert outside border A B c
on the bottom of selected cell/Range. 0
2
3

o Top Border: It will insert outside border on A B c
the top of selected cell/Range. b
2
3

o Left Border: It will insert outside border on A B C
the left of selected cell/Range. 1
2
3

o Right Border: It will insert outside border A B C
on the right of selected cell/Range. 1
2
3

o No Border: It will remove all border from A B c
selected cell/Range. n
2
3

Excelvbacoach.com Page 2



o All Borders: It will insert all borders in
selected cell/Range.

o Outside Borders: It will insert outside
borders on selected cell/Range.

DR S

o Thick Box Border: It will insert outside
borders on selected cell/Range with thick
line.

o Bottom Double Border: It will insert A B C
outside double border on the bottom of
selected cell/Range.

W k| =

o Thick Bottom Border: It will insert outside A B C
thick border on the bottom of selected
cell/Range.

W | b | =

o Top and Bottom Border: It will insert
outside border on the top and bottom of
selected cell/Range.

| WD

o Top and Thick Bottom Border: It will insert A B C
outside border on the top and thick on
bottom of selected cell/Range.

W | b | =

o Top and Double Bottom Border: It will A B C
insert outside border on the top and
double line on bottom of selected
cell/Range.

W | b | =

o Draw Border: From this option you can A B C
insert the border as per your requirement. [

(=
"
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o Draw Border Grid: From this option you

i B c
can insert the grid border on your range 1
selection. 2
3 s
o Erase Border: From this option you can A B C
erase the grid border on your range 1 o
selection. 2
3
o Line Colour: From this option you can A B C
change the border line colour. 1
2
3

the style of border line.

o Line Style: From this option you can change

Thick Bottom Border
Top and Bottom Border
-+ Top and Thick Bottom Border

No Border

i Top and Double Bottom Border

Draw Borders
j Draw Border
st Draw Border Grid
¢#| Erase Border
z Line Color
Line Style

o More Borders...: This option will launch the Format cell dialog box which you can see
all the border style which we cover previously. Here as you can see one more style of
border which is diagonal line, by which you can insert the diagonal line.

¢ Fill & Font Colour:

o Fill Colour: From this option you can fill

the background colour of your selected A 8 €
cell\Range. L
2 Textl Textl
3 Textl Textl
o Font Colour: From this option you can fill A B c
the font colour of your selected 1
cell\Range.
2 Textl Textl
3 Textl Textl

e Font Dialog Box: From this launcher button you will open the Format cell dialog box and
under that Font tab is activated because we have only necessary functions is there in the
Font group and you can see the font, Font style, Size, Underline, Colour(Font Colour) which
we already cover previously. So apart from this there are few new option which are not

available in Font Group:

o Normal font: This option will change the font colour to default colour based on your

theme.

o Effects: Effects has further three option:

= Strikethrough: it will insert a strike through line in
the values of selected value or cell/Range as the
image shown below:

A
1 |List

2 |Preduct
3 Product2
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= Superscript: it will insert a superscript selected value

or cell/Range like position of 2 in the square of ten in
mathematical equation as the image shown below:

= Subscript: it will insert a superscript selected value or _II[

cell/Range like position of 2 in the chemical formula
of water as the image shown below:

= Preview: Here you can see the sample before you

implement on your work as the image shown below: 1 |List

2 o]

3 Productl

Note: As you are writing some value in the cell you can see the font group that there are few options
still active. So you can use those options in between of your writing see the image below:

# cut Calibri - 11 - A J{I
E3 Copy -

B I U- A -

d9-0-ARll2 @A -
D1 - X x| Myva

Alignment Group:

In excel when you write any text value than Excel will automatically align it on the left and for
numbers and dates its alignment will be right. So in alighment group we can change the alignment of
the cell as per our requirement, we can also change its orientation, we can write multiple lines in
one cells, we can merger multiple cell in different ways and much more.. So let’s understand the
Alignment Group:

e Align:
o Top Align: It will do the alignment of the text on top A
in the cell. Valoe
1 | |
o Middle Align: It will do the alignment of the text on A
middle in the cell.
Value
1 | |
o Bottom Align: It will do the alignment of the text on A
bottom in the cell.
1 |Value 1
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o Left Align: It will do the alignment of the text on left A
in the cell.
1 |Value
| |
o Centre Align: It will do the alignment of the text on a
centre in the cell.
Value
o Right Align: It will do the alignment of the text on A
right in the cell.
1 Value
| ]

e Orientation: In orientation we can change the angle of the value as per our need. In
Orientation dropdown we have many option to change the orientation:

o Angle Counter clockwise: A
@
ok
1|
| |
o Angle Clockwise: A
%,
1 “%
— | |
o Vertical Text: A
v
a
I
u
1| e
—_—
o Rotate Text up: A
4]
=
1|2
b I
o Rotate Text down: A
<
o
1|5
—_—
o Format Cell Alignment:
¢ Indent:

o Decrease Indent: If you don’t want your value to A
extreme Right or Centre align then you can use this 1 |Group
option. This option will allow you to move cell value

2 |Sub Groupl
toward the left. —

3 |Sub Group2

4 |Sub Group3
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o Increase Indent: If you don’t want your value to A
extreme Left or Centre align then you can use this 1 |Group
option. This option will allow you to move cell value
toward the Right. . Sub Groupl
3 Sub Group2
4 Sub Group3 1
e  Wrap Text:
o This will allow you to Wrap extra-long text into A
multiple lines within the cell so you can see all the 1
value.
2
e Merger Cell
o Merge & Centre: This option is very useful to create a B
any Table heading or Label that span multiple -
columns. As the name says Merge & Centre which L | Table Heading !
means it will merge two or more cells into one cell 2 Headingl Heading2
and make its alighment centre. Now as you can see 3 Typel  Typel
this is a dropdown option where you can see )
multiple option of merging types, So let’s
understand this one by one:
o Merge Across: A B
1 [Thisis my Textl
2 |This is my Text2
3 |This is my Text3 1
o Merge Cells: A B
1 [ThisismyText1 |
o Unmerge Cells: A B
1 [ThisismyText1 |

Number Group

In Number Group we can formatting the value of text for example if you want to add currency symbol
in the number value you can do that in Number formatting group or if you want to change the date
format. So all the value format are done in the Number group.

Before start to understand the Number Group, There are some point when you write value in a cell
then it will automatically select its appropriate Number format for example when you write a date in a
cell the it will automatically change the cell format General to Date or when you write a number with
percentage sign then it will automatically change the cell formatting to Percentage.

So let’s explore the Number group:

e Number Format: This is a very useful option and you will use this option very frequently in
your work life. This will allow you choose how the values in a cell are displayed. This option is
a drop-down, So let’s understand each option in this drop-down:
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o General: By default every cell is formatted in

General from. A

1 Value
2 1243
3 -1235

o Number: Some time when you write some long
number then excel automatically convert that
number to scientific language so for example if you 1 Value
write a number more than 11 figure example 3 1243.00
123456789012 then after click on enter you will get 3 -1735.00
something like this 1.23457E+11. So to make this :
value as a full number you need to select the Number
option and you will get the value something like this
123456789012.00. It will also add two decimal points
at the end of the value. Don’t worries if you don’t
want these two decimal then I will teach you how to
remove it in upcoming formatting,

A

o Currency: If you want to add currency symbol in
your number value than you can choose the Currency
format Its will add currency symbol and comma 1 Value
separator with two decimal, also remember currency 2 % 1,243.00
symbol is based on your system setting, So for 3 %1.235.00
example if your system configuration is based on e
USA then currency symbol will be $ or if your system
configuration is based on UK then your currency
symbol will be £. So if you have different currency
you can see my blog where you can change your
system configuration as per your country.

o Accounting: Accounting formatting is almost
similar to Currency formatting it will also add
currency symbol and comma separator with two 1 Value
decimal. There is only one difference in Accounting 7 = 1,243.00
formatting is that if you want your currency symbol
on extreme left in the cell then you can choose the : % -1,235.00
Accounting format.

A

A

o Short Date: Short Date formatting is used to

convert number into Date format. Sometime when =
you copy the data which contain date and paste it in 1 Value
your destination then date format converted into 3 06-05-2017
number so at that time you need to change its 3 14-09-7018
formatting to Short Date to show the date.
o Long Date: This command will allow your Short
date to Long date for example if your cell contain 13- A
9-2011 then it will convert it to Tuesday, September 1 Value
13, 2011 format. ) 06 May 2017

3 14 September 2018

o Time: This command will allow cell formatting in

Time. A
1 Value
2 10:20:23
3 23:10:45
o Percentage: This command will allow cell A
formatting in Percentage after applying this
formatting it will multiply that value with 100 and 1 Value
add % sign at back. For example if your cell value is 7 97%
0.35 then after applying the percentage formatting it 3 499,

will give you 35% as a result (.35%100 (%)).
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o Fraction: This command will change the decimal

value in Fraction. For example if your cell value is 5.5 = 8
and you change its formatting to fraction your cell 1 Value Fraction
value become 5 1/2. This command is not use much. 2 | 23.50 231/2

3 | 76.80 76 4/5

o Scientific: This command will convert the number

in scientific term. A
1 Value
2 2.31E+10
2 3.42E+11

o Text: This command will change the cell formatting A

to text. So after changing the cell formatting to text

every value or formula you are entering in the cell it 1 Vvalue

will consider it as a text so the default alignment is 2 1

always be left whether you are entering any number 3 |=SUM(H1:H6)

or date. In Other word the cell is displayed exactly as
you entered. And it will also not execute any formula
so if you are facing this kind of problem than first
check your cell formatting and change it to general to
execute the formula.

o More Number Formats...: This command will open the Number format tab under
the Format cell dialog box. Here you find more option in every formatting and also
you can create custom formatting;:

» Custom: Here you find all the formatting which is built-in in the excel. And
here you can also create your own custom formatting according to your need.
So there is a special blog I write where you can write your own custom
formatting.

¢ Other Formatting:

o $ (Accounting Number Format): Form this
command you can change your currency symbol and A
it will show you top 3 currencies according to your 1 Value
location. Here inside in it there is one option whichis | 5 = 1,243.00
more accounting formats... which is directly navigate T 1.235.00
you to Accounting option in Number tab on Cell . Rt
format dialog box. "
o % (Percentage): This is the percentage command A
due to more usage Microsoft provides you this
command outside from Number format drop down 1 Value
as well. 3 97%
2 49%
o ,(Comma Style): This command will allow your A
number with comma separator.
1 Value
1,243.00
3 -1,235.00
o Increase Decimal: This command will allow you to A
increase the number of you decimal.
1 Value
2 1,243.000
2 -1,235.000
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o Decrease Decimal: This command will allow you
to decrease the number of you decimal. A
1 Value
2 1,243.0
3 -1,235.0

Styles Group

In the Style group you can change the cell and table style and also do dynamic cell formatting based on
cell value.

Conditional Formatting: This is very useful and powerful option in excel. By Conditional
formatting you can quickly highlights the desire information in a spreadsheet.

Highlight Cells Rules: From this option you can highlight your values based on following Rules:

' 1 | 2 L. P E Autot
L ¥ +
= S VRl O 3 Fi -
Conditional | Format Cell Insert Delete Format
Formatting =|as Table = Styles - - - - (2 Clear
CiE=E Highlight Cells Rules *» — =
FEE nighlig =g Greater Than...
rﬁl Top/Bottom Rules 4 —‘II Less Than
3 e T = L L
= =
=1 Data Bars 3 Between...
E_ Color Scales b _—_'=I Equal To...
i= |
=" lcon Sets . —_'_,DI Text that Contains...
= ] —— dl
£ New Rule... —_'.% A Date Occurring...
25 Clear Rules .
ﬂ FManage Rules... —

=1 Duplicate Values...

More Rules...

Greater Than...: This rule will allow you to highlight those value which is greater than your required
value.

Example: You have the monthly sales data for 12 month and you want to highlight those data which
is greater than 25000. Than you will use this Grater than rule (See the steps below):

Step 1: Select the Sales data range

A o]

~ 1 Month Sales
_ 2 |Jan 23000
3 [Feb  |28000
& |Mar  |24000]

Step 2: Select the Greater Than rule from Conditional Formatting=> Highlight Cells Rules=> Greater
Than...
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Step 3: Than one dialog box will appear than Enter 25000 in the inputbox (You can also refer the cell
and enter 25000 in that cell) and select the formatting style and then click OK.

A B | C D E F G H 1

Month Sales Greater Than 7 -
Jan 23000

Feb 28000 Format cells that are GREATER THAN:

Mar 2‘“:"':"':". 25000 E®z| with |Light Red Fill with Dark Red Text |«

Cancel

Less Than...: This rule will allow you to highlight those value which is less than your required value.

Example: You have the monthly sales data for 12 month and you want to highlight those data which
is less than 25000. Than you will use this less than rule (See the steps below):

Step 1: Select the Sales data range

Step 2: Select the Less Than rule from Conditional Formatting=> Highlight Cells Rules=> Less
Than...

Step 3: Than one dialog box will appear than Enter 10000 in the inputbox (You can also refer the cell
and enter 10000 in that cell) and select the formatting style and then click OK.

A B | C D E F G H I

1 Month Sales Le<s Than 2 w
2 |lan 23000
3 |Feb 28000 Format cells that are LESS THAN:

_4 |Mar 240001 | (55500 55| with | Light Red Fill with Dark Red Text |«
5
6 Cancel
7

Between...: This rule will allow you to highlight those value which is between your two values value.

Example: You have the monthly sales data for 12 month and you want to highlight those data which
is between 25000 and 30000. Than you will use this Between rule (See the steps below):

Step 1: Select the Sales data range

Step 2: Select the Between rule from Conditional Formatting=> Highlight Cells Rules=> Between...
Step 3: Than one dialog box will appear than Enter 12000 and 18000 in the inputboxes respectively
(You can also refer the cells and enter 12000 and 18000 in that cell) and select the formatting style
and then click OK.

A B C D E F G H | ]

Month Sales | petween ? »
Jan 23000
Format cells that are BETWEEN:
Feb 28000
Mar 24000. 25000 %z and | 30000 Ez| with |Light Red Fill with Dark Red Text |-

Cancel
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Equal To...: This rule will allow you to highlight those value which is equal to your required value. In
this rule you can also highlight the text value.

Example: You have the monthly sales data and you want to highlight those data which is equal to
28000. Than you will use this Equal to rule (See the steps below):

Step 1: Select the Sales data range

Step 2: Select the Less Than rule from Conditional Formatting=> Highlight Cells Rules=> Equal To...
Step 3: Than one dialog box will appear than Enter 20000 in the inputbox (You can also refer the cell
and enter 28000 in that cell) and select the formatting style and then click OK.

A B | C D E F 3 H | ]
Month Sales Equal To 2 n
Jan 23000

Eeh 2appg| | Fermat cells that are EQUAL TO:

Mar [ 280008 | [ s000] E%:| with |Light Red Fill with Dark Red Text |«

Cancel

Text that Contains...: This rule will allow you to highlight those value which contain your required
value (It should be either text or number).

Example: You have the employee data and you want to highlight those employee whose last name is
Kumar. Than you will use this Text that Contains rule (See the steps below):

Step 1: Select the Employee data range

Step 2: Select the Text that Contains rule from Conditional Formatting=> Highlight Cells Rules=>
Text that Contains...

Step 3: Than one dialog box will appear than Enter Kumar in the inputbox (You can also refer the cell
and enter Kumar in that cell) and select the formatting style and then click OK.

A B = D E F G H | J

Month Sales Trend Text That Containe 7 X
Jan 230000High Sale

Feb 28000|Very High Sale
Mar 24000{Normal Sale High| E&z| with |Light Red Fill with Dark Red Text |«

Cancel

Format cells that contain the text:

e = I < T O S B

A Date Occurring...: This rule is specifically for date values where you have multiple option by
which you want to highlight the dates.

Example: You have the Good delivery data and you want to highlight those dates which are coming
on Next week So that you can plan for that. Than you will use A Date Occurring rule (See the steps
below):

Step 1: Select the Delivery date range

Step 2: Select the Date Occurring rule from Conditional Formatting=> Highlight Cells Rules=> A
Date Occurring rule...

Step 3: Than one dialog box will appear than select the Next week option from the dropdown list and
select the formatting style and then click OK.
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A B

Delivery Date ltem

06-05-2017]1teml
07-05-2017|1tem2
06-05-2017]1tem3
05-05-20171ltem4

£ D

A Date Occurring

Format cells that contain a date occurring:

Today with | Light Red Fill with Dark Red Text |

Yesterday

Tormorrow

Cancel

In the last 7 days
Last week

This week

Mext week

Last month

This Manth

Mext month

Emmwmu|h|m|mu

[
[

Duplicate Values...: This rule helps you to highlight duplicate or unique value from the selected
data range

Example: You have the Good delivery data and you want to highlight those dates which are occurring
more than one time So that you can plan for that. Than you will use Duplicate Values rule (See the

steps below):

Step 1: Select the Delivery date range
Step 2: Select the Date Occurring rule from Conditional Formatting=> Highlight Cells Rules=>

Duplicate Values...
Step 3: Than one dialog box will appear than select the Duplicate option from the dropdown list and

select the formatting style and then click OK.

A B C
Delivery Date Item Duplicate Values ? %
06-02-2017)Iteml
07-05-2017|ltem2
06-05-2017)Iteml Duplicate values with |Lioht Red Fill with Dark Red Text |«
09-05-201 7| ltem4 Duplicate

e Cancel

D E F G H

Format cells that contain:

<o e fw | |e

Top/Bottom Rules: From this option you can highlight your values based on following Rules:
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| , f— ot i 5 aut
L, o +
jg: ﬂéﬂ —I—:'ZT B & . g il
Conditional | Format Cell Insert Delete Format
Formatting = as Table = Styles - - - - &4 Cle:

Cells

- I Highlight Cells Rules »

e

'ﬁl Top/Bottom Rules 4 ﬂl Top 10 ltems...

=
|
=

b
: ] 1op10%
Data Bars ¥ g op

E_ Color Scales . J'—‘I_-l|_'lil Bottom 10 ems...

=

=§ lcon Sets . J__J_j'ﬁ Bottom 10 %...
Zi HewRule.. 'ﬁlll Above Average...
5 Clear Rules po| T

i3] Manage Rules... ="
J'_‘Iﬂ Below Average...

Mare Rules...

Top Ten Items...: This rule helps you to highlight the Top Ten Items from the selected numeric
range.

Example: You have the monthly sales data for 12 month a you want to highlight the Top 3 month
sales data. Than you will use this Top Ten Items rule (See the steps below):

Step 1: Select the Sales data range

Step 2: Select the Top Ten Items rule from Conditional Formatting=> Highlight Cells Rules=> Top
Ten Items...

Step 3: Than one dialog box will appear than change the number to 3 in the inputbox (You can also
refer the cell and enter 3 in that cell) and select the formatting style and then click OK.

A B 5 D E F G

-1 Month Sales
~ 2 |Jan 230000 |Top 10 ltems ? >
i Feb 22000 Format cells that rank in the TOP:
4 |Mar 24000
5 |Apr 36000] | |3 | with |Light Red Fill with Dark Red Text |«
6 |May 29000
7 [lun  |34000 Cancel
'8 [l |25000
9 |Aug 26000
10 |Sep 29700
11 |Oct | 24000
12 |Nov 22000
13 |Dec ZE-EI'DD_

Top Ten %...: This rule helps you to highlight the Top Ten percentage of your total number of Items
from the selected numeric range.
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Example: You have the monthly sales data for 12 month a you want to highlight the Top 20% of
month sales data. Than you will use this Top Ten % rule (See the steps below):

Step 1: Select the Sales data range
Step 2: Select the Top Ten % rule from Conditional Formatting=> Highlight Cells Rules=> Top Ten

X

Step 3: Than one dialog box will appear than change the number to 20 in the inputbox (You can also
refer the cell and enter 20 in that cell) and select the formatting style and then click OK.

A B | C D E F G
~ 1 Month Sales
LJEH 23000 Top 10% 7 X
iFEb 22004 Format cells that rank in the TOP:
_ 4 |Mar 24000
5 |Apr 360000 |20 5| %ewith |LightRed Fill with Dark Red Text |
6 May 29000
7 |un 34000 Cancel
8 [Jul 25000
9 |Aug 26000
10 Sep | 29700
11 |Oct | 24000
12 |Nov 22000
13 |Dec Zﬁﬂﬂﬂ_

So according to calculation it will highlight the Top 2 items from the Sales Data (12 * 20%=2.4 and
result will be 2 after round off)

Bottom Ten Items...: This rule helps you to highlight the Bottom Ten Items from the selected
numeric range.

Example: You have the monthly sales data for 12 month a you want to highlight the Bottom 3 month
sales data. Than you will use this Bottom Ten Items rule (See the steps below):

Step 1: Select the Sales data range
Step 2: Select the Bottom Ten Items rule from Conditional Formatting=> Highlight Cells Rules=>
Bottom Ten Items...

Step 3: Than one dialog box will appear than change the number to 3 in the inputbox (You can also
refer the cell and enter 3 in that cell) and select the formatting style and then click OK.

A B C D E F G
~1 Month Sales
~ 2 |Jan 230000 |Bottom 10 tems 7 >
=N Feb IS Format cells that rank in the BOTTOM:
4 |Mar 24000
5 |Apr 36000 | |3 Z| with |Light Red Fill with Dark Red Text |«
6 |May 29000
7 [Jun  |34000 Cancel
'8 bul 25000
9 |Aug 26000
10 |Sep 29700
11 |Oct 24000
12 |Nov 22000
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Bottom Ten %...: This rule helps you to highlight the Bottom Ten percentage of your total number of
Items from the selected numeric range.

Example: You have the monthly sales data for 12 month a you want to highlight the Bottom 20% of
month sales data. Than you will use this Bottom Ten % rule (See the steps below):

Step 1: Select the Sales data range

Step 2: Select the Bottom Ten % rule from Conditional Formatting=> Highlight Cells Rules=>
Bottom Ten %...

Step 3: Than one dialog box will appear than change the number to 20 in the inputbox (You can also
refer the cell and enter 20 in that cell) and select the formatting style and then click OK.

A B | C D E F G

~ 1 Month Sales

~ 2 |Jan 230000 | Bottom 10% ? >
3 |Feb 28000 .

— Format cells that rank in the BOTTOM:

_ 4 Mar 24000

5 |Apr  ]36000]| |20 |5 S with |LightRed Fil with Dark Red Text |+
6 |May 29000

7 lun | 24000 Cancel

8 [Jul  |25000

9 Aug 26000

10 |Sep | 29700

11 |Oct 24000

(12 Nov 22000
13 [Dec ZEODU_

S:)Jaccording to calculation it will highlight the Bottom 2 items from the Sales Data (12 * 20%=2.4 and
result will be 2 after round off)

Above Average...: This rule will calculate the average of your selected range and highlight those
value which are above average.

Example: You have the monthly sales data for 12 month a you want to highlight the above average
sales data. Than you will use this Above average rule (See the steps below):

Step 1: Select the Sales data range

Step 2: Select the Above average rule from Conditional Formatting=> Highlight Cells Rules=> Above
average...

Step 3: Than one dialog box will appear, select the formatting style and then click OK.
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A B | C D E F G
~ 1 Month Sales
~ 2 |Jan 23000) |Above Average 4
3 |Feb | 28000 | L ot cells that are ABOVE AVERAGE:
4 Mar 24000
5 |Apr 36000) | for the selected range with | Light Red Fill with Dark Red Text ;| -
6 |May |29000
7 |un | 22000 Cancel
8 Jul  |25000
9 |Aug 26000
(10 |Sep 29700
11 |0ct  |24000
(12 Nov 22000
13 |Dec 25000_

Below Average...: This rule will calculate the average of your selected range and highlight those
value which are below average.

Example: You have the monthly sales data for 12 month a you want to highlight the Below average
sales data. Than you will use this Below average rule (See the steps below):

Step 1: Select the Sales data range

Step 2: Select the Below average rule from Conditional Formatting=> Highlight Cells Rules=> Below
Average...

Step 3: Than one dialog box will appear, select the formatting style and then click OK.

A B | C D E F G H

~ 1 Month Sales

~ 2 |Jan 23000} | Below Average ? >
3 [Feb 128000 | ¢ cells that are BELOW AVERAGE:

4 Mar 24000

5 |Apr 36000 | for the selected range with  |Light Red Fill with Dark Red Text | -
6 |May 29000

7 |un | 34000 Cancel
8 Jul 25000

3 |Aug 26000

10 /sep  |29700

11 |0ct | 24000

(12 |Nov 22000

(13 |Dec Zm_

More Rules...: This option will navigate you to the Format only Top or Bottom ranked values rule in
the New Formatting Rule dialogbox. In this you have same functionality related to Top/Bottom Rules.

Data Bars: This rule will a colored data bar to represent the value of a cell, The higher the value the
longer the bar See the image below:

Here all the bar is based on the largest value bar. So for example if one data value of your data range is
very high than you cannot able to see the bar of other value See the image below:
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| E——

Conditional | Format Cell Insert Delete Format
Formatting =|as Table = Styles - = = = |
] Cells
*| 5%, Highlight Cells Rules »
g 15 Top/Bottom Rules  »
L@‘l—%l - | r Q
E Data Bars s Gradient Fill
% Color Scales 4 = = =T
H 3
LE lcon Sets k| Solid Fill
[E Mew Rule... E E E
@- Clear Rules L= E E
Manage Rules... 5=
Mare Rules.,..

In the Data Bar rule you have two options:

Gradient fill: It will fill the data with three dimensional color look by blending one color into
another.

A B
1 Month Sales
2 |lan 23000
3 |Feb 28000
4 Mar 24000
5 |Apr 26000
6 May 29000
7 [Jun 34000
8 Jul 25000
9 |Aug 26000
10 | Sep 29700
11 |Oct 24000
12 MNov 22000

13 Dec 26000

Solid Fill: It will fill the data with solid one color.
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A B

1 Month Sales
2 |lan 23000
3 |Feb 28000
4 Mar 24000
5 Apr 36000
6 May (29000
7 [Jun 34000
8 Jul 25000
9 Aug 26000
10 | Sep 29700
11 (Cct 24000
12 MNov 22000

13 Dec 26000

Color Scales: This rule will highlight the cell based two or three color gradient in a range or a cell.
The shade of colour represent the value in the cell. Please see the below image for more visibility.

T ol i e

Conditional | Format Cell Insert Delete Format
Formatting ~|as Table = Styles ~ - - - 2 Clei
| Cells L
‘ \% Highlight Cells Rules * A B
= 1 Month Sales
= \% Top/Bottom Rules » 2 Jan -
| » Q R 3 Feb 28000
E Data Bars » 4 |Mar ol
B 5 Apr 36000
" & May 29000
5] cotorsctes | 7 sun 34000
= ) = & |Jul 25000
Lg lcon Sets ’ = E ﬁ % 9 Aug 26000
- = = 10 Sep 29700
| HewRule.. = = 11 Oct 24000
% Clear Rules r More Rules.. 12 Nov -

hanage Rules...

| 13 Dec 26000

Icon Sets: From this rule you can add the icon based on the value. Here you have many choice of
Icon set:
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:=1 Icon Sets v

@+ =& t+t=23
[E MNewRule.. A = 4 AN I

7
Manage Rules...

@00 Q0O
[ QAN @00 e

@00 < 1 X

WU e |I]|]|] |||]|] Illl] Illl

EE B0 OO0 OO OO
EE @@ @@ @0 oo

More Rules...

Clear Rules e AT 4+ A=>NG

. 0 0 O O u[lﬂ[l |I]|]|] |I|]|] |I||] |I||

[]4]

A | B

1 Month Sales
2 Jan {23000
3 Feb 28000
4 mar {24000
5 Apr 4 36000
6 May 29000
7 Jun 4 34000
8 qul {25000
9 Aaug 26000
10 Sep 29700
‘11 Oct 24000
12 Nov {22000
~ 13 Dec 4} 26000

New Rule...: This option will navigate you to the New Formatting Rule dialogbox. In this you have

all the conditional formatting rules including above rules.

Mew Formatting Rule

Select a Rule Type:

» Format only cells that contain

» Format only top or bottom ranked values

» Format only values that are above or below average
» Format only unigue or duplicate values

* Uze g formula to determine which cells to format

7 >

Edit the Rule Description:

Format all cells based on their values:
Format Style: |2—Culur Scale |

Mirirnum Maximum

Type: | Lowest Value | | Highest Value |

Value: | (Lowest value) Rz | (Highest value) Rz

Color: || | |

——
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Clear Rules: This command will clear the conditional formatting rules. It has following option to
clear the conditional formatting:

] s = = = ¥ aAutoSum + A&
= /BNl o R

Conditional | Format Cell Insert Delete Format S0
Formatting = as Table = Styles ~ - - - ¢ Clear ~ Fil
Cells Editing

= I Highlight Cells Rules *

=L

]

Top/Bottom Rules k

pR==il"]
10 P ] R
= Data Bars k
E_ Color Scales g
=
= lcon Sets k
a=
B Mew Rule...
%5 Clear Rules 4 Clear Rules from Selected Cells
{5] Manage Rules... Clear Rules from Entire Sheet

Clear Rules from Selected Cells: This option will clear the rules only the area or range which you
have selected on the sheet.

Clear Rules from Entire Sheet: This option will clear all rules from the active sheet.
Clear Rules from This Table: This option will clear all rules from the table which you are selected.

Clear Rules from This PivotTable: This option will clear all rules from the PivotTable which you
are selected.

Manage Rules...: This command will open the Conditional formatting rule manager dialog box
where you can add New Rule, Edit Existing rule, Delete Rules, Change the rules Order and Stop the
execution of below rules.
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Conditional Formatting Rules Manager ? >
Show formatting rules for: | Eirent Selection I
|5} Mew Rule... ._"} Edit Rule... " Delete Rule - L
Rule (applied in order shown)  Format Applies to Stop If True
Cell Value = 23000 AaBbCcYyZz =$B$2:$B513 & L]
Icon Set + = ¥ =$B52:5B513 2.5
Close Apply

Format as Table: From this option you can change the style format of your Table.

l_—]ﬁ.' E_ E‘E: i:\"'i'"' % AutoSum - W [ﬁ
3 - (@] Finn - 5
Cell Insert Delete Format Sort & Find &
as Table =|Styles = - - 2 Clear ~ Filter = Select ~
S s e S e e
Medium
- — —— - —————— — — — ] ———— - ———— -
BEEEE CosED SEEEE Cosss BEEEs EoEES Eooss
—— e s B ===
Dark
- ——— - " ———-§— " —"—" "N ——— " ——— N ——— |
[— — —— ] [— = —— ]
[— — — — —| | — — — — —|

=]
i

Mew Table Style..,
Mew PivotTable Style...

=)

Cell Styles: From this option you can change the style format of your selected cell or Range.

Excelvbacoach.com

Page 22



— . i_é'l % _‘,__"ﬂl‘ EE_ %\ @ % AutoSum - %?' \ﬁ

Text
3] Fill ~
& Center - | B - o, s | %8 .08 Conditional Format Insert Delete Format Sort & Find &
EmEr Lg ° oo >0 Formatting ~ as Table ~ |Styles ~ - - - &2 Clear - Filter = Select ~
F FMumber | Good, Bad and Meutral L
[ Normal l Bad Good Meutral
Data and Model
K [calculation || | explonatory... FollowedHy... Hyperlink [
|| || || Linked Ce Note Output Warning Text
Jan 23000 Titles and Headings
Feb 28000 HeadinE 1 Heading2 Heading 3 Heading 4 Title Total
Mar 24000
Themed Cell Styles
Apr 36000
20% - Accentl  20% - Accent2  20%- Accent3  20% - Accentd  20% - Accent5  20% - Accent6
May 29000
Jun 34000 | 40%- Accentl  40% - Accent2  40% - Accent3  40% - Accentd  40% - AccentS  40% - Accentd
Jul 25000
Aug 26000
—— (ccenis——J accenis |
Oct 24000 Number Format
Mov 22000 Comma Comma [0] Currency Currency [0] Percent
Dec 2 =] Mew Cell Style...
é Merge Styles..,
L
L3
Clipboard Group
This is most frequently use group in the Home Tab. In this Group you can do Cut Copy Paste task.
== ¥ Cut
4 =3 Copy ~
Faste ]
- < Format Painter
Clipboard u

e  Cut (Ctrl+X): This option will allow you to move your selected range data from one position to
another. For example if you have Month in first column and you want It on second column then
you simply cut the month range and paste on another column.

e Copy (Ctrl+C): As the name says from this option you are creating a copy of your selected data.
This is a dropdown list where you find the following options:

o Copy As Picture...: From this option you are going to copy the data in form of Picture. So
whenever you paste your copied data it will paste as a Picture.
Note: This command will only activate when you use either Cut command or Copy
command. This command has multiple options:

Before explaining paste option let’s see what kind of formatting we can do on the cell:

e Values: We can add the constant value in the cell
e Formulas: We can write the formula in the cell
e Formats:
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\

Formulas: Having formula in
Expense & Revenue fields
Borders

Conditional Formatting:
Having Top 1 Revenue

B cormment

Sales Table \
Sr. No. |Month (Sales Exp. Revenua&,
Contents (Values): 1llJan Rs. 3,53,000 =-F6*40% =F6+G6
B 2|[Feb  |Rs.2,37,000| Rs. 94,800|Rs. 1,42,200
3|Mar |Rs. 2,88,000|Rs. 1,15,200/|Rs. 1,72,800
4|Apr  |Rs. 4,00,000]Rs. 1,60,000|Rs. 2,40,000
5/May |Rs.2,44,000| Rs.97,600|Rs. 1,46,400
6/Jun | 7s.3,05,000|Rs, 1,22,000|Rs. 1,83,000
Data Validation: Having DropDown | | Number Formating: Having
validation in Month fields Currency formatting
Column Widht

o Cell Color: We can add the cell background colour and Font color

o Borders: We can add the borders
o Number Formatting: We can change

Paste Special

the Number formatting. Paste
o Validation: We can add the @Al () All using Source theme
validation on the cell (O Formulas (O All except borders
o Comments: We can add the (O Values O Column widths
comment on the cell () Formats () Formulas and number formats
o Widths: We can adjust the column (O Comments (O valyes and number formats
width on the cell (O validation All merging conditional formats
o Conditional Formatting: We can add Operation
the conditional formatting on the (®) None () Multiply
cell O add () Divide
So let’s start with Paste command. It has the () Subtract
following options:
e Paste Special...: It will open the Paste [] skip blanks [ Transpose
Spacial Dialogbox, Where you will see ;
Paste Link Cancel
the above commands as well as some
other commands:
All
All to paste all the stuff in the cell selection (formulas, formatting, you name it). This is what happens when you paste normally.
Number Formating
Sales Table Colour Formatting Sales Table
Sr. No. [Month [Sales Exp. Revenue Conditional Formatting Sr.No. |Month Sales Exp. Revenue
1ltan__|Rs. 3,53,000] Rs. 1,41,200[ Rs. 2,11,800) 1)san Rs. 3,53,000] Rs. 1,41,200| Rs. 2,11,800)
2|Feb Rs. 2,37,000| Rs. 94,800 Rs. 1,42,200] Boders 2|Feb Rs. 2,37,000| Rs.94,800(Rs. 1,42,200
3|Mar Rs. 2,88,000| Rs. 1,15,200| Rs. 1,72,800| Merge Cell 3|Mar Rs. 2,88,000| Rs. 1,15,200{ Rs. 1,72,300]
4|Apr Rs. 4,00,000| Rs. 1,60,000 Rs. 2,40,000 Formulas 4|Apr Rs. 4,00,000| Rs. 1,60,000( Rs. 2,40,000
5[May Rs. 2,44,000| Rs. 97,600| Rs. 1,46,400) Contents (Values) 5|May Rs. 2,44,000| Rs. 97,600{Rs. 1,46,400
B|Jun Rs. 3,05,000| Rs. 1,22,000| Rs. 1,83,000] Comments 6|Jun Rs. 3,05,000| Rs. 1,22,000( Rs. 1,383,000

Data Validation
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I Formulas

Formulas to paste all the text, numbers, and formulas in the current cell selection without their formatting.

Number Formating

Sales Table Colour Formatting
Sr. No. [Month |Sales EXp. Revenue Conditional Formatting
1{Jan Rs. 3,53,000( Rs. 1,41,200| Rs. 2,11,800) Column Widht
2(Feb  |Rs.2,37,000] Rs.94,800|Rs. 1,42,200) Boders
3|Mar Rs. 2,88,000| Rs. 1,15,200| Rs. 1,72,800] Merge Cell
4|Apr Rs. 4,00,000| Rs. 1,60,000|Rs. 2,40,000| Formulas
5[May Rs. 2,44,000 Rs.97,600|Rs. 1,465,400 Contents (Values)
6|Jun Rs. 3,05,000| Rs. 1,22,000| Rs. 1,83,000 Comments
Data Validation
I Values I

Values to convert formulas in the current cell selection to their calculated values.

Sales Table
Sr. No. [Month [Sales EXp. Revenue
1|Jan Rs. 3,53,000| Rs. 1,41,200| Rs. 2,11,800|
2|Feb Rs. 2,37,000( FRs. 94,800| Rs. 1,42,200|
3|Mar  |Rs.2,88,000|Rs. 1,15,200| Rs. 1,72,800
4|lapr | Rs.4,00,000Rs. 1,560,000] Rs. 2,40,000]
5|May Rs. 2,44,000{ Rs. 97,600 Rs. 1,46,400|
6Jun Rs. 3,05,000( Rs. 1,22,000| Rs. 1,83,000|
I Formats I & - Format Painter

Number Formating
Colour Formatting
Conditional Formatting
Column Widht

Boders

Merge Cell

Formulas

Comments

Data Vali

Values to convert formulas in the current cell selection to their calculated values.

Number Formating

Sales Table
Sr. No.

Month
1Jan
2 Feb
3 Mar
4 Apr
5 May
6 Jun

Sales Table

5r. No.

Month
1Jan
2 Feb
3 Mar
4 Apr
5 May
6 Jun

Sales

353000
237000
288000
400000
244000
305000

Sales
353000
237000
238000
400000
244000
305000

Exp.

Exp.

Revenue

-141200 211800

-94300 142200

-115200 172800

-160000 240000

-97600 146400

-122000 183000

Revenue

-141200 211800
-94300 142200
-115200 172800
-160000 240000
-97600 146400
-122000 183000

Sales Table Colour Formatting
Sr. No. |Month [Sales Exp. Revenue Conditional Formatting
1|Jan Rs. 3,53,000| Rs. 1,41,200| Rs. 2,11,800|
2|Feb  |Rs.2,37,000| Rs.94,800|Rs. 1,42,200| Boders
3|Mar Rs. 2,88,000| Rs. 1,15,200| Rs. 1,72,800 Merge Cell
A|Apr Rs. 4,00,000| Rs. 1,60,000| Rs. 2,40,000| Formulas
5|May Rs. 2,44,000| Rs. 97,600| Rs. 1,46,400| Contents (Values)
6|Jun Rs. 3,05,000| Rs. 1,22,000| Rs. 1,83,000 Comments
Data Validation
I Comments |

Comments to paste only the notes that you attach to their cells (kinda like electronic self-stick notes).

Sales Table
Sr. No. [Month [Sales Exp. Revenue
1[Jan Rs. 3,53,000| Rs. 1,41,200| Rs. 2,11,800)
2|Feb  |Rs.2,37,000| Rs.94,800|Rs. 1,42,200|
3|Mar | Rs. 2,88,000| Rs. 1,15,200| Rs. 1,72,800|
4|{Apr Rs. 4,00,000 Rs. 1,60,000| Rs. 2,40,000|
5[May Rs. 2,44,000( Rs. 97,600| Rs. 1,46,400|
6|Jun Rs. 3,05,000{ Rs. 1,22,000| Rs. 1,83,000|
| Validation |

Number Formating
Colour Formatting
Conditional Formatting
Column Widht

Boders

Merge Cell

Formulas

Contents (Values)
‘Comments

Data Validation

Validation to paste only the data validation rules into the cell range that you set up with the Data Validation command.

Sales Table
Sr. No. |[Month [Sales Exp. Revenue
1|Jan Rs. 3,53,000| Rs. 1,41,200| Rs. 2,11,800]
2|Feb  |Rs.2,37,000| Rs.94,800|Rs. 1,42,200]
3|Mar | Rs.2,88,000|Rs. 1,15,200 | Rs. 1,72,800]
4|lApr  |Rs. 4,00,000| Rs. 1,60,000Rs. 2,40,000]
5|May |Rs.2,44,000| Rs.97,600|Rs. 1,46,400]
6[Jun Rs. 3,05,000| Rs. 1,22,000| Rs. 1,383,000

Number Formating
Colour Formatting

Conditional Formatting

Column Widht
Boders

Merge Cell
Formulas

Contents (Values)

Comments

Data Validation
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I All using Source Theme |
All Using Source Theme to paste all the information plus the cell styles applied to the cells.

Number Formating

Sales Table Colour Formatting Sales Table
Sr. No. [Month |Sales EXp. Revenue Conditional Formatting Sr. No.  [Month Sales Exp. Revenue
1jJan__|Rs. 3,53,000| Rs. 1,41,200| Rs. 2,11,800) 1)1an Rs. 2,53,000| Rs. 1,41,200| Rs. 2,11,800
2|Feb Rs. 2,37,000| FRs. 94,800| Rs. 1,42,200] Boders 2|Feb Rs. 2,37,000) Rs. 94,800(Rs. 1,42,200)
3|Mar Rs. 2,88,000| Rs. 1,15,200| Rs. 1,72,800] Merge Cell 3|Mar Rs. 2,88,000| Rs. 1,15,200(Rs. 1,72,800)
4|Apr | Rs.4,00,000| Rs. 1,60,000| Rs. 2,40,000) Formulas 4|Apr Rs. 4,00,000| Rs. 1,60,000| Rs. 2,40,000)
5/May |Rs.2,44,000| Rs.97,600|Rs. 1,46,400) Contents (Values) 5|May Rs. 2,44,000| Rs.97,600|Rs. 1,46,400]
6(Jun Rs. 3,05,000| Rs. 1,22,000| Rs. 1,83,000) Comments 6/Jun Rs. 3,05,000| Rs. 1,22,000| Rs. 1,83,000]

Data Validation

| All except boders I
All Except Borders to paste all the stuff in the cell selection without copying any borders you use there.

MNumber Formating
Sales Table Colour Formatting Sales Table
Sr. No. |Month |Sales EXp. Revenue Conditional Formatting Sr.No.  Month Sales Exp. Revenue
1|Jan Rs. 3,53,000| Rs. 1,41,200| Rs. 2,11,800 1 Jan Rs. 3,53,000 Rs.1,41,200 Rs.2,11,800
2|Feb Rs.2,37,000| Rs.94,800|Rs. 1,42,200 Boders 2 Feb Rs.2,37,000 Rs. 94,800 Rs.1,42,200
3|Mar | Rs. 2,88,000|Rs. 1,15,200| Rs. 1,72,800] Merge Cell 3 Mar Rs.2,88,000 Rs.1,15,200 Rs.1,72,800
4|Apr | Rs.4,00,000|Rs. 1,60,000| Rs. 2,40,000| Formulas 4 Apr Rs.4,00,000 Rs.1,60,000 Rs.2,40,000
5/May |Rs.2,44,000| Rs.97,600|Rs. 1,46,400) Contents (Values) 5 May Rs.2,44,000 Rs. 97,600 Rs.1,46,400
6/Jun Rs. 3,05,000| Rs. 1,22,000| Rs. 1,83,000] Comments 6 Jun Rs. 3,05,000 Rs.1,22,000 Rs.1,83,000
Data Validation
I Column width I
Column Widths to apply the column widths of the cells copied to the Clipboard to the columns where the cells are pasted.
Number Formating
Sales Table Colour Formatting
5r. No. |Month |Sales EXp. Revenue
1|/Jan Rs. 3,53,000| Rs. 1,41,200| Rs. 2,11,800|
2|Feb  |Rs.2,37,000| Rs.94,800|Rs. 1,42,200|
3|Mar Rs. 2,88,000| Rs. 1,15,200| Rs. 1,72,800| Merge Cell
4|Apr Rs. 4,00,000| Rs. 1,60,000 Rs. 2,40,000| Formulas
5|May Rs. 2,44,000| Rs.97,600|Rs. 1,46,400 Contents (Values)
6/Jun Rs. 3,05,000| Rs. 1,22,000| Rs. 1,83,000 ‘Comments
Data Validation
| Formulas & Number formats I
Formulas and Number Formats to include the number formats assigned to the pasted values and formulas.
Number Formating
Sales Table Colour Formatting Sales Table
Sr. No. [Month [Sales EXp. Revenue Conditional Formatting Sr.No.  Month Sales Exp. Revenue
1|Jan Rs. 3,53,000( Rs. 1,41,200( Rs. 2,11,800| Column Widht 1 Jan Rs. 3,53,000 Rs.1,41,200 Rs. 2,11,800
2|Feb Rs. 2,37,000( FRs. 94,800| Rs. 1,42,200| Boders 2 Feb Rs. 2,37,000 Rs. 94,800 Rs. 1,42,200
3|Mar  |Rs. 2,88,000|Rs. 1,15,200| Rs. 1,72,800 Merge Cell 3 Mar Rs. 2,88,000 Rs.1,15,200 Rs.1,72,800
4|apr | Rs. 4,00,000| Rs. 1,60,000| Rs. 2,40,000) Formulas 4 Apr Rs.4,00,000 Rs.1,60,000 Rs.2,40,000
5|May  |Rs.2,44,000| Rs.97,600Rs. 1,46,400) Contents (Values) 5 May Rs.2,44,000 Rs. 97,600 Rs.1,46,400
6|Jun Rs. 3,05,000 Rs. 1,22,000| Rs. 1,833,000 Comments 6 Jun Rs. 3,05,000 Rs.1,22,000 Rs. 1,83,000
Data Validation
| Values & Number formats I
Formulas and Number Formats fo include the number formats assigned to the pasted values and formulas.
Sales Table Colour Fermatting Sales Table
Sr. No. |Month [Sales Exp. Revenue Conditional Formatting Sr.Mo.  Month Sales Exp. Revenue
1|Jan Rs. 3,53,000( Rs. 1,41,200| Rs. 2,11,800 Column Widht 1 Jan Rs. 3,53,000 Rs. 1,41,200 Rs.2,11,800
2|Feb  |Rs.2,37,000 Rs.94,800|Rs. 1,42,200] Boders 2 Feb Rs.2,37,000 Rs. 94,800 Rs.1,42,200
3|Mar | Rs. 2,88,000| Rs. 1,15,200| Rs. 1,72,800 Merge Cell 3 Mar Rs. 2,88,000 Rs.1,15,200 Rs.1,72,800
4|Apr Rs. 4,00,000( Rs. 1,60,000( Rs. 2,40,000| Formulas 4 Apr Rs. 4,00,000 Rs. 1,60,000 Rs. 2,40,000
5|May |Rs.2,44,000| Rs.97,600|Rs. 1,46,400] Contents (Values) 5 May Rs.2,44,000 Rs. 97,600 Rs.1,46,400
6/Jun Rs. 3,05,000| Rs. 1,22,000| Rs. 1,83,000] Comments 6 Jun Rs. 3,05,000 Rs.1,22,000 Rs.1,83,000

Data Validation
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I All merging conditional formats I
All Merging Conditional Formats to paste conditional formatting into the cell range and retains the existing formatting in the destination

Number Formating
Sales Table Colour Formatting Sales Table
Sr. No. [Month |Sales Exp. Revenue Conditional Formatting Sr. No.  |Month Sales Exp. Revenue
1)Jan_|Rs. 3,53,000| Rs. 1,41,200| Rs. 2,11,800 1)Jan Rs. 3,53,000| Rs. 1,41,200 Rs. 2,11,800)
2|Feb  |Rs.2,37,000 Rs.94,800|Rs. 1,42,200] Boders 2|Feb Rs.2,37,000| Rs. 94,800| Rs. 1,42,200|
3|Mar  |Rs. 2,88,000|Rs. 1,15,200|Rs. 1,72,800] Merge Cell 3|Mar Rs. 2,88,000| Rs. 1,15,200| Rs. 1,72,800}
4|Apr  |Rs. 4,00,000| Rs. 1,60,000| Rs. 2,40,000 Formulas 4|Apr Rs. 4,00,000| Rs. 1,60,000( Rs. 2,40,000)
3|May Rs. 2,44,000| Rs. 97,600(Rs. 1,46,400| Contents (Values) 3|May Rs. 2,44,000( Rs.97,600| Rs. 1,46,400|
6|Jun Rs. 3,05,000| Rs. 1,22,000( Rs. 1,83,000| Comments 6|Jun Rs. 3,05,000{ Rs. 1,22,000| Rs. 1,83,000|
Data Validation

When you paste, you can also perform some simple math calculations based on the value(s) in the copied or cut cell(s) and the value in the target cell(s):

Sample Data
First Data Set Second Data

Sales 1 Sales 2
13300 15900

16200
15300 13600
18200 18800

14700
13400 13500
11500 13300
10500 13600

None

Excel performs no operation between the data entries you cut or copy to the Clipboard and the data entries in the cell range where you paste. This is the default setting.

First Data Set Second Data Second Data
After Paste
Sales 1 Sales 2 Sales 2
18300 15900 13300
16200
15300 It will paste and 13600 15300
18200 averwrite all the data 18800 18200
from Sales 1in Sales 2 14700
13400 13500 13400
11500 13300 11500
10500 13600 10500
Add
First Data Set Second Data Second Data
After Paste
Sales 1 Sales 2 Sales 2
18300 15900 34200
This operation will 16200 16200
15300 adds the values you cut 18600 33900
18200 or copy to the 18800 37000
Clipboard to the values 14700 14700
13400 in the cell range where 13500 26900
11500 you paste. 18800 30300
10500 13600 24100
Subtract
First Data Set Second Data Second Data
After Paste
Sales 1 Sales 2 Sales2
18300 15900 -2400
This operation will 16200 16200
15300 Subtract the values you 18600 3300
158200 cut or copy to the 13300 600
Clipboard to the values 14700 14700
13400 in the cell range where 13500 100
11500 you paste. 18300 7300
10500 13600 3100
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Multiply

First Data Set

Sales 1
13300

15300
18200

13400
11500
10500

Divide

First Data Set

Sales 1
18300

15300
18200

13400
11500
10500

Skip banks

First Data Set

Sales 1
18300

15300
15200

13400
11500
10500

Transpose

Sales 1
18300
16200
15300
18200
14700
13400
11500
10500

Paste Link

First Data 5et

Sales 1
18300
16200
15300
18200
14700
13400
11500
10500

This operation will
multiplies the values
you cut or copy to the

Clipboard by the values
in the cell range where
you paste.

This operation will
Divide the values you
cut or copy to the
Clipboard by the values
in the cell range where
you paste.

Select this check box
when you want Excel to
paste only from the
cells that aren’t empty.

Select this check box when you want
change the orientation of the pastec
For example, if the original cells” en
down the rows of a single column
worksheet, the transposed pasted en
run across the columns of a single

Click this button wher
establish a link betwe:
you're pasting and t
entries. That way, ch:
original cells automat
inthe pasted o

Clipboards Launcher: This command will show Clipboard. This
command will use to store the history of your copied data. So in
case if you want to use any previous copied data than you can
simply use it from clipboard instead of copy it again.
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Second Data

Second Data

After Paste
Sales 2 Sales 2
15500 290970000
16200 0
18600 234580000
18300 342160000
14700 0
13500 130900000
18300 216200000
13600 142800000

Second Data

Second Data

After Paste
Sales 2 Sales 2
15900 0.86885246
16200 #DIV/0!
18600 1.21568627
18300 1.03296703
14700 #DIV/0!
13500 1.00746269
18800 1.63478261
13600 1.2852381
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Cells Group

|
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Insert

-

Delete Format

L4 *

Cells

e Insert: This commands has the following options:

@)
@)

e Delete: This commands has the following options:

@)
@)

Insert Cells...: This option will help you in insert the cell.

Insert Sheet Rows: This option will insert the entire row(s) |Fu | T 57 X Aut
from your selection. So if you selected three rows then it == _.r\ _:J #] Fil
will add three rows and move your selected rows '”f‘f"t DE'TEtE F':'r:”at 3 Cle
downwards. S
Insert Sheet Columns: This option will insert the entire =87 Insert Cells.. |
column(s) from your selection. So if you selected three =S Insert Sheet Rows

au

columns then it will add three columns and move your
selected columns rightwards.

Insert Sheet: This option will insert a new sheet from the
left side of your selected sheet.

Insert Sheet Columns

W =

Insert Sheet

Delete Cells...: This option will help you in delete the cell.
Delete Sheet Rows: This option will delete the entire row(s) |Delete |Format

@] Fill -

. . . - - / Clear ~
from your selection. So if you selected three rows then it £ Clear
will delete those three rows. & Delete Cells...

Delete Sheet Columns: This option will delete the entire = Delete Sheet Rows
column(s) from your selection. So if you selected three 4 Delete Sheet Columns
columns then it will delete three. i

. . . L Delete Sheet

Delete Sheet: This option will delete selected sheet.

e Format: This commands has the following options:

o

o

——tJ

Row Height...: By this option you can change your Row height :J T AutoSum ~ f\?

: - Fill =
according to your requirement. i E et
Autofit Row Height: By this option excel will automatically fit v || &Clear~  Filter~ s
the row height according to your cell value. | -

i[ Row Height...

Column Width...: By this option you can change your Column
AutoFit Row Height

width according to your requirement.

Autofit Column Width: By this option excel will automatically T3 Column Width..

fit the column width according to your cell value. AutoFit Column Width
Default Width...: By this option you can assign the default Default Width...

width of your active sheet columns. S
Hide & Unhide Hide & Unhide '

. . . . Organize Sheets
Hide Rows: By this option you can hide the selected range

BEename Sheet

rows.

. . . . Move or Copy Sheet...
Hide Columns: By this option you can hide the selected range b Color X
columns. Protection

Hide Sheets: By this option you can hide the active sheet. Sy Protec Sheet..

51| Lock Cell

Excelvbacoach.com % Format Cells...

==V ===, ¥ AutoSum
|
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o Unhide Rows: By this option you can unhide the selected range rows.

o Unhide Columns: By this option you can unhide the selected range columns.

o Unhide Sheets: By this option you can unhide the hidden sheet. This option will only activate
if you hide any sheet.

o Rename Sheet: By this option you can rename your active sheet.

o Move or Copy Sheet...: By this option you can move or copy your active sheet either within
workbook or another workbook.

o Tab Color: By this option you can change the active sheet tab color.

o Protect Sheet: By this option you can protect your active sheet, so that user cannot change
any value or formatting on lock cells.

o Lock Cell: By this option you can lock your cell. This option is useful when you need to
protect the sheet.
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