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Formatting cells

Microsoft Excel

Cell alignment

1. Select a cell or cells that you wish to apply alignment

2. Click Left, Centre or Right alignment.
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Format cells options

1. Highlight a range of cells that you wish to format Tip: The Formatting will only be applied to the area that

you have selected. This will not apply to the entire
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2. Perform one of the following:
erform one ot the following worksheet.
e  Orclick on Home > Format > Format Cells...
e RIGHT click on the highlighted cells > Format Cells
e RIGHT click on the a Row or Column > Format Cells
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In the Number tab (see following pages for each category) choose a category> Click OK

-
Format Cells

[

|AJignment | Font I Border |

Fil | Protection

Category:
EEE -
Mumber
Currency
Accounting
Date

Time
Percentage
Fraction
Sdientific
Text
Special
Custom

Category <«

Sample
38.4568

General format cells have no spedfic number format.

Sample:
A preview of the cell -

checking this space is very
important!.

] ’ Cancel

Categories:

General

Choose if the cell contains text and numbers. This is the default type.

Number

-

Format Cells

Mumber | Alignment |

Fant I Border I

Fil | Protection

-

2

Sample — a preview of the cell

Categary:

General |  Sample

MNumber 73,45

Currency '

g;’;z“”t'ng Decimal places:
Time [7] use 1000 Separator ()
Percentage

Fraction Negative numbers:
Scientific

Text_ 1234.10

Special -1234.10

Custom -1234.10

formatting for monetary value,

Mumber is used for general display of numbers. Currency and Accounting offer spedalized

[ OK ] ’ Cancel

)

Number of Decimal places

~ 1000 separator (,)
Tick here when you wish to
display 1000 units as 1,000.

" Negative numbers

This format only applies to
negative numbers. If you
choose negative numbers in
red, when a cell contains a
negative value, it will
automatically be displayed in
red.
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This is similar to Number. Decimal places and negative numbers are the same as Number format. You can apply a currency
symbol and this will automatically show when you type in the amount.

-
Format Cells

points in a column.

BN
Number Alignmentl Font | Border I Fill |Protection
Category:
General ~ Sample
Mumber £38.46
Currency '
Accounting . .
Date Decimal places: |2 _
Time Symbol: | & -
Percentage = =
Fraction Negative numbers:
Scientific 61 734.10 I
Text $1,234.10
Specal -$1,234.10
Custom -$1,234.10

Currency formats are used for general monetary values. Use Accounting formats to align decimal

[ o

J |

Cancel

Accounting

-
Format Cells

==

Number | Alignment |

Fant I Border |

Fil

I Protection

Category:

MNumber
curren
Date

Time
Percentage
Fraction
Scientific
Text
Special
Custom

General -

Sample
£38.46

Decimal places: |2

Symbol: |§

Accounting formats line up the currency symbols and dedmal peints in a column.

[ o

| [ cancel
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Symbol
Other currency symbols are

available. For example, €, £, and
¥,

Note: This is just a symbol and it
doesn’t automatically calculate

foreign currency unless you have
a formula for it.

This is similar to Number and Currency too. It is used when you want to align currency symbols and decimal points e.g.

E

$  38.46
$ 124.66
$ 136
$1,256.56
$  15.39
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Have you noticed when you enter the date, e.g., “14 July 2007”, it may not stay as it is? It may change the format to “14-Jan-

07” or something different. This is because MS Excel recognises the text as date. If you dislike the default date format, you
can format to another type or customise.

Time

= > ~
Format Cells .- ’ » @Iﬂ

Date formats display date and time serial numbers as date values. Date formats that begin with an
asterisk (*) respond to changes in regional date and time settings that are spedified for the
operating system. Formats without an asterisk are not affected by operating system settings.

- Y L -
MNumber | Alignment | Font | Border I Fil | Protection
Category:

General « | Sample
Mumber
Currency 11/01/1900
Accounﬁni Type:

*14/03/2001
Time
Percentage AWednesday, 14 March 2001
Fraction
Sdentific
Text
Spedial
Custom

Locale (ocation):

English (New Zealand) IZ|

[ oK J’ Cancel ]

Date type

If you can’t find the data type
you like, see custom category in
the following page.

~ Location

This is default but you can change.
e.g., if you wish to have US date
format. Choose English (United
Status) from the drop list.

MS Excel unfortunately doesn’t format the time without the seconds. If you wish to have time and minutes only, format
through Custom. For more information, please see the following page.

- - ~
Format Cells L ' o M

Number Alignmentl Font IBorder | Fill |Protection

Category:

General « | ~Sample
12:43:12 p.m.

MNumber
Currency
Accounting
Date
Percentage
Fraction
Sdentific
Text
Special it
Custom

Locale {ocation):

English (New Zealand) |Z|

Time formats display date and time serial numbers as date values. Time formats that begin with an
asterisk (*) respond to changes in regional date and time settings that are specified for the
operating system. Formats without an asterisk are not affected by operating system settings.

o ] [ cone
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Percentage

If you type ‘4’ and format the cell with the Percentage category, this will display as ‘4.00%’. If you wish to display ‘4%’ in the
cell change the number of decimal places to 0. Default number of decimal places is 2.

/
Format Cells a 7 » M1
I — -

Number Alignrnentl Font | Border | Fill AProhecﬁon|

Category:
General « | Sample
Number 1153.00%
Currency

Accounting

Date

Time

Fraction

Sdentific

Text

Special

Custom

Decimal places: | 2 $

Percentage formats multiply the cell value by 100 and displays the result with a percent symbaol.

oK ] [ Cancel

Other shortcuts

Some formatting buttons are available from the Formatting toolbar.

L | = ook T Microson E
Home Insert Page Layout Formulas Data Review View
=¥ cut . = _ (O —_
j ) Calibri = =|=|| #- = Wrap Text General -
P_t l__liﬁlcopyv ] ] ______D_DD
aste - = E = | = = , - - B 0 .
. < Format Painter B I O E = = | i£ = | 2 Merge & Center | 3 % v | %8 5%
Clipboard Fl Font - Alignment = Number Fl

These are all toggle buttons so one click applies the format and when you click the button again the format will be removed.

Button Name Function
% =  Currency style Insert a $ sign in front of the value
% Percent style Insert a % sign after the value
¥ Comma style 1,000 separator. Insert a comma.
8 Increase Decimal One click to increase decimal point. You can click as

many as you need.

pon Decrease Decimal One click to decrease decimal point. You can click as
many as you need.

Tip: Format Painter

You can use the Format Painter to apply the cell formatting to other cells!
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Custom

If you can’t find a format to suit your need, you can create your own. There are many formats hidden under Format > Cells
> Custom. Below are some examples.

- - 2 53 b
Format Cells
- o -

MNumber Nignmentl Font I Border I Fill IPrchcﬁon

Category:

General « | Sample

Number 11.53

Currency !

Accounting Type:

Date I

Time General

Percentage
Fraction
Sdentific
Text

SEedaI

Type the number format code, using one of the existing codes as a starting point,

e.g., Date Code
Code in custom cell As the date appears in the cell
dd/mm/yy 25/12/01
(ddd) dd mmm yy (Tue) 05 Dec 07
ddd-m-yyyy Tues-12-2007
dddd d-m-yyyy Tuesday 25-12-2007
dddd, d mmm yyyy Tuesday, 25 Dec 2007
dddd mmmm d yyyy Tuesday December 25 2007
"Christmas Day" Christmas Day
e.g., Time Code
Code in custom cell Appears in the cell
hh.mm 1830
hhmm "hrs" 1830 hrs
hh "hours and" mm 18 hours and 30
"minutes" minutes
h:mm AM/PM 6:30pm
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Click Custom in Number tab. > Select a type of the custom cell from the type list or manually type the cell format into the
type box (see next page for more detail in type) > Click OK

- - 3
Format Cells PRl X
- . - L W |
Number | Alignment | Font | Border | Fill | Protection
Category: Sample:
Eeniral ~| sample A preview of the cell. To
umber . .
Currency 11.53 check this space is very
Accounting : .
Do g Lype: important!
Time General
Percentage -
Fraction 3
Scientific |E|
Text —
Special X .
Custom T 05, #50 T Jype
D"[R?.dl'f'fu#gu There are default types
0.00; [Red]-%, #20.00 available.
o
- You can also type in

your own format e.g.
with brackets around
negative numbers

Cancel

e.g., Arranging digits - starting the number with zero

Have you had a trouble inserting a O (zero) into a cell? For example, you

wanted to type ‘023’ but as soon as you point to the next cell, the number

becomes ‘23’ although you specified it to be ‘023’.

By setting up the custom cell ‘000’, cells will be able to start the number with a
zero and the number will have a consistency of 3 digits.

More examples

Format Cells - -

Number | Algnment | Font | Border | Fil | protecton

Category:

Sample
012
Type:
ooo|

General

Type ‘000’ into the type box.

Code in custom cell Type in Appear in the cell Note

NOOO# 123 N0123

[Blue](000) 1 001 | The number will appear in blue.
(#,##4.00);[Red](#,###.00) -1234 (1,234.00) | The number will appear in red.

Other colour codes

«  [BLACK]
«  [BLUE]
«  [CYAN]
«  [GREEN]

. [MAGENTA]
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Clearing format in cells

1. Highlight cells that you wish to remove the formatting

2. Home > Clear > Choose the appropriate option

Haome Insert Page Layout Formulas Data Review Wiew
__.j ‘* Cut Calibri 11 - A = 5%] M- Siwrap Text
Paste 4 copy B 7 U~ M A == = | iE i @M
- f Format Painter = — = = = | == erge &
Clipboard P Font T Alignment
H3 - fe | i
A B C D E F G H .Jf((
1 11.53 11.9912 12 0.1235 5 38.46
2 11.88 12.474 12.48 5 124.66
zl 10.54 11.8335 11.49 ] 1.36 I .I
4 11.27 11.84 11.84 51,256.56
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&#  Clear All

| Ej Clear Formats

Clear Contents
Clear Comments

Clear Hyperlinks

77 @

Sort & Find &
Filter = Select =
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Home Insert Page Layout Formulas Data Review View
] * o Calibri = E%] -@/' %WrapText I General * I ﬂ I@
;t Ex copy - e B I <0 .00 'c ditional Format  Cell
- = - > 0 H «
3'5 : # Format Painter LI = = Bl Mg = Contes [ g o 0 | a5 oorr;alt;ionnga' as9r;nb1fe - Stylis -
Clipboard [P Font [P Alignment .;I Number AN | Styles
||,H ) - R Book? - Microsof =|
Haome Insert Page Layout Formulas Data Review Wiew
%] & cut Calibri i LA = g% - SiwrapText B #
.. E[ﬁ Copy ~ General T
Paste - A E=E = IEEEFE -~ || ABC s
- F Format Painter L S- A EE=E FF Merge s Center 123 Mo specific format i
Clipboard Fa Font a Alignment P
7 Number ]
I H3 v (" fx | 12 i
A B C D E F G H |
I—I Currency I
1 11.53 11.9912 12 0.1235 § 3846 %
2 11.88 12.474 12.48 5 124.66
3 10.54 11.8335  11.49 § 136 | _| Accounting
4 11.27 11.84 11.84 $1,256.56 =
5 11.63 12.1 11.41 S 15.39 E Date
il
7 Date
3 =
3 fI/ Time
10 (2
11 P tag
'ercentage
- %o
13
14 1/ Fraction
15 2
16 2 Sdentific
17 10
18 Text
19
20
Maore Mumber Formats...
21
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