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Microsoft Excel 2003

Cell alignment

1.

2. Click Left, Centre or Right alignment.

i Arial
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Select a cell or cells that you wish to apply alignment

ﬁ

{

Left, Centre, Right

Format cells options

1. Highlight a range of cells that you wish to format

2. Perform one of the following:

e Format > Cells
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Tip: The Formatting will only be applied to the area that you
have selected. This will not apply to the entire worksheet.

RIGHT click on the highlighted cells > Format Cells or
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=34 Copy

|| Paste

Paste Special...

Insert...
Delete, ..

Clear Conkents

| Insert Comment

|f|" Eormat Cells. ..
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3.

In the Number tab (see following pages for each category) choose a category> Click OK

Format Cells

Murmber

Cateqgory:

Murmber
CUrrency
Accounking
Date

Time
Percentage
Fraction
Scientific
Texk
Special
Cuskam

Category <

Blignment

eneral

Font Border | Patkerns

Sample
45

General Format cells have no
specific number Format,

Prokection

Sample:

| Anpreview of the cell -
checking this space is very
important!.

ok |

[ Cancel

Categories:

General

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

Number

Format Cells

H Aligrirnent:
Cateqgory:
General
Murmber
CUrrency
Accounking
Date
Tirme
Percentage
Fraction
Scientific
Texk
Special
Cuskam

Mumber is used for general display of numbers, Currency and Accounting
offer specialized Farmatting For monetary value,

Fank Border Patterns | Protection
Sample

-g,000,00

Decimal places: |2 I:I

Use 1000 Separatar ()

Meqgative numbers:

-1,234.10
1,234.10

-1,234,10
-1,254.10

[ ok ] [ Cancel

.
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Sample — a preview of the cell

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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Currency

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

Murmber | Alignment Fank Border | Patterns | Praoteckion

Cakegary: Sample

General $100,00

Murnber -

Currency Decimal places: |z bl

Accounking —

Date Symbal: o

Tirme: Ik i W Symbol

,szarzzglt_lage Negative numbers: o Other currency symbols are
Srientific available. For example, €, £, and
Text $1,734.10 y

Special -k1,234.10 '

Cuskom -%1,734.10

Note: This is just a symbol and it

doesn’t automatically calculate

Zurrency Formats are used For general monetary values, Use Accounting foreign currency unless you have

formats to align decimal poinks in a column, .
a formula for it.

84 ] [ Cancel

Accounting

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

Format Cells

Mumber | Alignment Fank Border | Patterms | Protection

Cakegary: Sample

General $100.00
Murnber

Currency Decimal places: |z

Accounting — | F ./ |

Date Symhol: _— y
Tirme: § A

Percentage T b 56.25

Fraction

Scientific & 124,45
Texk

Special 51 ,345.99
Custom $ 123

<l

Accounting Formats line up the currency symbols and decimal points ina
column,

84 ] [ Cancel
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Date

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 a date. If you dislike the default date format, you

can change the format to another type or customise the format.

Format Cells

Mumber | Alignment

Cakegory:
General
Number
Currency
Accounting
Date
Time
Percentage
Fraction
Scientific
Texk
Special
Custom

with the operating system,

Fank Border || Patterns

Sample
Monday, 20 August 2007

Tvpe:
14/03/2001
14/03/01
1403701
14.03.01
2001-03-14

Protection

iWednesday, 14 March 2001

14 March 2001
Locale {location):

English {Mew Zealand)

b

Dake Formats display date and kime serial numbers as date walues, Except For
iterns that have an asterisk {*), applied formats do nat switch date arders

Ok

][ Cancel ]

Time

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

Mumber | Alignment

Cakegory:
General
Number
Currency
Accounting
Date

Percentage
Fraction
Scientific
Texk
Special
Custom

Fank Border || Patterns

Sample
12:00:00 a.m.

Type:
*1:30:55 p.m.
1:30:55 par,
01:30:55 pam,
13:30:55
13:130:55

Locale {location):
English {Mew Zealand)

Protection

Time Formats display dake and time serial numbers as time values, Except For
iterns that have an asterisk {*), applied formats do nat switch date ar time
orders with the operating syskem,

Ok

] [ Cancel
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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.
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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 \

Mumber | Alignment Fank Border | Pakterns || Protection

Cakeqary: Sample
General 40%
MNumber
Currency Decimal places: g
Accounting
Date
Tirme
Percentage
Frackion
Scientific
Text
Special
Cuskam

4B

Percentage Formats multiply the cell walue by 100 and displays the resulk with
a percent symbal,

oK ] [ Cancel

Other shortcuts

Some formatting buttons are available from the Formatting toolbar.

i Arial -0 - | B F U|E=

| § % T 3%

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
B Currency style Insert a $ sign in front of the value
or Percent style Insert a % sign after the value
, Comma style 1,000 separator. Insert a comma.
0 Increase Decimal One click to increase decimal point. You can click as

many as you need.

.00 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.

.
Format Cells

Murnber | Alignment

Caktegary:
General
Mumber
Currency
Accounting
Date
Time:
Percentage
Fraction
Scientific
Text

Ipeci

Tvpe the number Farmat co
poink,

Fank Baorder Patterns | Protection

Sanmple
50

Type:
General

General A
0 i
0.00

# ##0

# ##0.00

# HR0;-#, 240 § |
# #20;[Red]-#, ##0 £l

de, using one af the existing codes as a starting

o4 ] [ Zancel

e.g., Date Code

Code in custom cell

As the date appears in the cell

dd/mm/yy

(ddd) dd mmm yy
ddd-m-yyyy

dddd d-m-yyyy
dddd, d mmm yyyy
dddd mmmm d yyyy
"Christmas Day"

25/12/01

(Tue) 05 Dec 07
Tues-12-20017

Tuesday 25-12-20017
Tuesday, 25 Dec 2007
Tuesday December 25 2007
Christmas Day

e.g., Time Code

Code in custom cell

Appears in the cell

hh.mm
hhmm "hrs"

hh "hours and" mm
"minutes"
h:mm AM/PM

1830
1830 hrs

18 hours and 30
minutes
6:30pm
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e.g., Making negative number appear in brackets “()”

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

-

Format Cells
Murnber | Alignment Fank Border | Patterns | Proteckion Sample:
Category: Sample A preview of the cell. To
Genaral {146,500, 40) ———— check this space is very
Murnber important!
CuUrrency Twpe:
Accounting #2,#20,00;(##, 420,00
Drate .
Tirmne General
Percentage ] [ .
Fraction 0.00 Type:
Scientific #,##0 ™ There are default types
Text #,##0.00 :
Special # D RO | available.
Custom ———|Cuskom #,#40;[Red]-#,#40 el
You can also type in
your own format e.g.
Type the number Format code, using one of the existing codes as a skarting with brackets around
paint, negative numbers
QK ] [ Cancel
e.g., Arranging digits - starting the number with zero
Have you had a trouble inserting a O (zero) into a cell? For | Format Cells 2J&d
example, you wanted to type ‘023’ but as soon as you point
to the next cell, the number becomes ‘23’ although you Murmber l Alignrnent ] Fank l Border l Patterns | Pratection ]
specified it to be ‘023’. EcliEgmiiy Iz
alal]
By setting up the custom cell ‘000’, cells will be able to start Type:
the number with a zero and the number will have a Jooo]
General -

consistency of 3 digits.

More examples

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]

o [MAGENTA]
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Clearing format in cells

1. Highlight cells that you wish to remove the formatting

2. Edit > Clear > Formats

@_] File | Edit | Wiew Insert  Format  Tools Data  Window  Help
R Zan't Undo Chrl+Z2 | E - 4] [ﬂ’ 1

A1 | | Repeat Conditional Formatting  Ctel+y

A0 ot e |E_ | F |
1 3
5 =3 Copy ChrlHC
3 [Z8h Office Clipboard, .
4 [ paste Chri+y
5
B Paste Special. ..
7 Paste as Hyperlink,
8 }
Fill 3

3 L
10 Clear + | all
11 Delete... | Eaormats €
12
13 Delete Sheet Contents  Del
14 Move oF Copy Sheet. ., Comments
4
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