Conditional Formatting

Microsoft Excel

Fetrol Station £2,400.00 Sarah Jacobs

You can apply formats to cells based on cell values. For example, you Petrol Stafion | EZSUI.001_ Nadviegtom
can have sales figures that drop below a certain level display in a colour  |Petral Station £BI000  Lawsbaroon
. . Fetrol Station £1,400.00 Med Western

so that they are easily recognisable. Petrol Station | £1.800.00|  Sarsh Jacabs

Petral Station

FPetral Station

In the example on the right, conditional formatting has been applied to Petrol Station

Fetral Station

Fetrol Station £1,200.00 Sarah Jacobs

£500.00 Laura Harrizan

£590.00 Laura Harrison
£390.00 Laura Harrison
£390.00 Sarah Jacobs

sales over £1,000.00 Patrol Station E7A0.00  LauraHarizan
Fetrol Station £1,300.00 Med Western

Fetrol Station £1,750.00 Laura Harrisan

Petrol Station £790.00 Laura Harrisan

Fetrol Stat?on £1,690.00 Sarah Jacobs

Setting Conditional Formatting Potrl Station | E1500.00] Meronton

e Select the column that you want to apply formatting to

e From the Format menu, select ordition 1
Conditional Formatting FREIREITERER < | [ootneon | | Sl and | 5|

o CI!ck on the arrow next to the iRt ‘ No Fommal Se—— Criteria
criteria box

e Select the condition you want to ol 6 F-Keys Ltd ad>> | pote. | [ oc ]| _cod |
use from the list -

ebween -
(In the example, Greater Than was selected) =
You can define up to 3 different conditions depending ggﬁgﬁt;“%“ b
on which operator is selected rat equal to
B . greater than
e Type in the value in the second box (In the example less than
. greater than or equal to
1000 was typed m) less than or equal ko i
ondition L
[cotvae = =] T —] | - = ‘
Preview of fornal ta uss Mo Format Set N - - -
when condition is brue: | \L 4 Type in Crlterla IlDDDl ik.]
a) add>> | pelete.. | o T
e Click on the Format button Format. ..
Border I Patternsl
Font: Font style: Size:

e Select the formatting you want your selected cells | Tp o HT Condonsod i | T |8 =
to display in. This could be different font, font size, %Qﬂffﬁfyil e ltac i
colour of font, underlining etc. . Arie i P T () IV

. Underline: Colar:
e Click OK - =
| 2 [ [—
ffect revie
H H H H H 7 strikethrough
e A preview of the formatting attributes is shown in the - oot -
pl’eVIeW pane. I™ subscript
ondition L ditional Formatti t Font Style,
ICeII Walue Is j Igreater than j IIDDD ik_] |i29|;IEE?DV,D;:daStIEEB{E?DCUZTﬂ-se R il
Prewiew of Format to use B
when condition is true: Sabibloryle Sl © F-Keys Ltd oK I Cancel |
@I Add == | Delete, ., | (o4 Cancel
© F-Keys Ltd

e Click OK to accept the conditional formatting

Delete a conditional format

e Select the cells containing the conditional formatting

e From the Format menu, select Conditional Formatting

e Click on the Delete button, the Delete Condition box will display
e Click next to Condition 1

e Click OK
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