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Tutorial 3Tutorial 3Tutorial 3
FormattingFormatting

Or How to develop a professional looking Or How to develop a professional looking 
spreadsheetspreadsheet

Review
• Use formulas to calculate values 
• Use predefined Excel functions
• Copy and Paste Formulas 
• Work with Relative and Absolute References 
• Use the Fill Function 
• Understand how Excel stores and works with 

dates 
• Use financial functions 
• Work with logical functions 
• Use Order of Precedence correctly 
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Financial Functions

Four Factors in a loan:
• Size of the loan
• Length of time in which it must be 

repaid
• Interest rate charged
• Payment period

To calculate the monthly payment 
on a loan, use the PMT function:

PMT(rate,nper,pv,fv,type)

Loan amount = $5000
Annual Interest rate = 7.5%
Length of loan = 4 years

=PMT(.075/12, 4*12,5000)
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Formatting
•Formatting is the process of changing the 
appearance of your workbook.

•A properly formatted workbook can be 
easier to read, appear more professional, 
and help draw attention to important points.

•The formatting toolbar is the fastest way 
to format your worksheet.

Formatting Toolbar

• font type, font size, style, alignment
• comma style
• currency format
• Percent
• Decrease/Increase decimal
• Borders
• Colored text
• Colored Cell
• Merge and Center
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Format data using different 
fonts, sizes and font styles

• A font is the design applied to letters, characters 
and punctuation marks. Each font is identified by 
a font name or type face. 

• Fonts can be displayed in various sizes and you can 
even change the color of the font or the 
background color in the cell.

• These options are available in the Format Cells 
dialog box and there are also buttons available for 
the formatting toolbar to make formatting 
faster.
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Format Cells dialog box:

• Number
• Alignment
• Font
• Border
• Patterns
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Aligning Cell Contents

On the toolbar:

From the Menu:

Merge 
and 
Center

Merge and Center Cells
• Another option available for alignment in the 

Format Cells dialog box and on the Format toolbar 
is the Merge and Center option, which centers 
text in one cell across a range of cells. 

• If you want to fit a lot of text within a cell but 
without having to expand the column width to be 
very large, you can use the text wrapping option 
on the Alignment tab, or even choose to indent 
text.

• You can also have Excel shrink the text to fit 
within the given column width you have chosen or 
even rotate text from -90 to +90 degrees.
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• Excel provides a range of tools to 
format not only the contents of a 
cell, but also the cells themselves. 

• The gridlines you see in Excel in a 
new worksheet are not displayed on 
printed pages (unless you go to page 
setup).

• You can add a border to a cell using 
either the Borders button on the 
Formatting toolbar or the options on 
the Border tab in the Format Cells 
dialog box.
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Add patterns or colors to cells

• Patterns and colors can be used to 
enhance the appearance of 
spreadsheet cells. 

• The fastest way to apply 
background color to cells in the 
worksheet is by clicking the list 
arrow of the Fill color button and 
choosing a color from the palette. 

• To apply a fill pattern to cells, use 
the Patterns tab on the Format 
Cells dialog box.

Format Columns/Rows:

• width
• autofit
• hide
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Hide rows and/or columns
• You can hide rows or columns, which does not 

affect the data stored there, nor does it affect 
any cell that might have a formula reference to a 
cell within the hidden row or column. 

• To hide a row or column:
– Select the row or column and then choose Hide from 

either the Row or Column option of the Format menu, or, 
from the shortcut menu that pops up when you right 
click the row or column heading 

• To unhide a row or column:
– Select the headings of the rows or columns that border 

the hidden area, then choose Unhide from either the 
Row or Column option of the Format menu, or, from the 
shortcut menu that pops up when you right click the row 
or column heading

Notice that the rows go from 6 to 19.  What 
happens when rows are deleted?
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• Format sheet/background
• Format sheet tabs
• Clearing formats

Right-click menu

AutoFormat
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Conditional Format

Create and apply styles
• If you have several cells that use the same 

format, you can create a style for those cells. 
• A style is a saved collection of formatting options: 

number formats, text alignment, font sizes and 
colors, borders, and background fills.

• If you modify the specifications for a style, the 
appearance of any cell associated with that style 
would be automatically changed to reflect the new 
style. 

• To create a style, click on a cell that has 
formatting applied to it and this formatting 
becomes the basis of the new style you want to 
create. 



11

Copying Formats

• Format Painter

• AutoFill formatting
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Example of text 
formatting

Printing:

• print area
• page breaks
• page setup

• Headers and Footers
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Centered 
spreadsheet


