Conditional Formatting

Use a conditional format to help you visually explore and analyze data, detect critical issues, and identify patterns and trends.

Conditional formatting makes it easy to:
¢ highlight interesting cells or ranges of cells,
e emphasize unusual values, and
e visualize data by using
o data bars,
o color scales, and
o icon sets.

A conditional format changes the appearance of a cell range based on conditions (or criteria):
e If the condition is true, the cell range is formatted based on that condition;
e If the condition is false, the cell range is not formatted based on that condition.

Conditional Formatting breaks down into the following groups: iR
¢ Highlight Cell Rules allows you to format cells ... W .
ith numeric val if: Conditional Format as
o W umeric vaiues o . Formatting = Table -
= acell numeric value is greater than, greater than or equal to, less than,
less than or equal to, or equal to, or not equal to a specified value, ) Highlight Cells Rules
» a cell numeric value is between two specified values [ —
o containing text if: Tr' Top/Bottom Rules
. ope . - U
= acell contain a specified text string ]
o with date values if: T p
. . = DataBars
» acell date value is greater than, less than, or equal to a specified value, s
» acell date value is between two specified values M Coior Scal
*  Remember that dates are stored as serial numbers — today’s date has a | Dml] "~

serial number value greater than yesterday’'s date serial number value.

o Values that are duplicated with in a specified cell range Jeon Sets

r.: Fl'c

1 u)
E Clear Rules

Manage Rules...

. Greater Than...
Less Than...
Between..
Equal To..

. Text that Containes...

e A Date OCourming...

Duplicate Values...

Mare Rules...
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Conditional Formatting

e Top/Bottom Rules allows you to format cells containing numeric values that are the ... F l__“
o top 10 items of a list (as measured from greatest value (top) to least value E3 r o
(bottom) Conditional Format as
o top 10 percent Formatting = Table -
Styles
o bottom 10 ~| Highlight Cells Rules »
o bottom 10% !
o Above Average +
Top/Bottom Rules +» | T
o Below Average Top/Bottom Top 10 ltems...
o These rules can be modified to show: 7
= top/bottom X values, or ' Data Bars ' Top 10 %...
= top/bottom X percentages Coor e } . o !
= where you define the value for X I E:I olor seates Y1g) 2ottom 101tems...
= this allows you to format, for example:
e Top5 lcon Sets r JI Bottom 10 %...
e Bottom 3 .
o E NewRule.. T__ Above Average
e Top 25% 2 Clear Rules 3
o FEtc... [E] Manage Rules... J Below Average

More Rules...
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Conditional Formatting

e Data Bars, Color Scales and Icon Sets allow you to add a variety of data visualization tools to your numeric data

Fl 57 oy B P
Conditional Format as - Conditional Format as
- Conditional Format as Formatting > Table ~
Formatting = Table - EERCiTEl Tablc - Styles
= E‘:ﬂ Highlight Cells Rules »
E 1 Highlight Cells Rules » Styl
E 1 Highlight Cells Rules ¥
Top/Bottom Rules  »
@ Top/Bottom Rules
@ Top/Bottom Rules » £ Data Bars v || ] | K |
= Gradient Fill o
E EE Data Bars L M=r = H=H Data B , % Color Scales »
i i - =t D ars
% Color Scales ’ = [0 [ 4 :re;;io: * * *
(E=H % ‘ m ullls sl slls = & 0 W * ’ u *
= lcon Sets Y| Solid Fill e E3 Clear Rules " AANY AADAY
M| ] [ = lcon Sets k = = i == [El Manage Rules...
[E] NewRule.. = B = ° = L= = Eba—— LY
E# Clear Rules 3 i E-E — E-E =i Ly
o= = =] [ New Rule... = = = -
] Manage Rules. =B = = B ece @OB
E'; Clear Rules k More Rul QL@ .O..
A Rules... Wlore Rules..,
S [E] Manage Rules... T 000
| I Indicators
Q0O vIiX
> > >
Ratings

* kP ol ]l o] uill
Q@IOCO il il il uill
BESEHS

More Rules...
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Conditional Formatting

Changing Icon Sets’ break point values
1. To the Current Salary column, add an icon set of 4 traffic lights (Home

Tab > Styles Group > Conditional Formatting > Icon Sets> Shapes > 4

Traffic Lights)

The data will show the highest values in Green, the lowest values in Black
3. To change the break points, go back to Conditional Formatting and this

time choose “Manage Rules” at the bottom of the list (See Step 3)

Cenditional Formatting Rules Manager ? *
Show formatting rules for: | cyrrent selection ~
[ Mew Rule... [52 Edit Rule... < Delete Rule
Rule [applied in order shown)  Format Applies to Stop If True
=5G5%:5G5101 E—E“
\ Close Apply
M n \ n M
4. Double click on the “Rule” — the blue strip for Icon Set to open
the rule.

5. From here, on the Edit Formatting Rule dialog box, we can ...
A. Reverse the Icon Order, or

B. Change the break points for each color by changing the
percentages or values where the break occurs

C. Assign different icons, shapes or colors to various values

PEE =

oo ene Directional
EET N Y Y

SN E vewrue.. A=W L E'Y
Slegr Rule " AAYY ATDAY
E Manage Kl

AADUN

[ J© o]e] |
oLr® o] I )
. O O . 4 Traffic Lights

Indicators Choose a set of icons to represent

0 O e « E x the values in the selected cells.
> >

Ratings

* % s ifll ol al] ail

@IOCCO i il uil uill il

EESEE6

Maore Rules...

Edit Formatting Rule ? X

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 unique or duplicate values

= Use a formula to determine which cells to format

Edit the Rule Description:

Format all cells based on their values:

Format Style: | icon Sets ~ Reverse lcon Order — A
| Style: -
con Style ...:_:.. |v [ show lcon Only

Display each icon according to these rules:

lcon Value Type
. |' when value is = || |75 S | Percent w
O |' when < 75 and =[] |50 B S| | Percent |
. |' when < 50 and = |~ |25 S| | Percent ~

. |' when < 25

Cancel
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Conditional Formatting

Conditional Formatting using a formula - Example One:
Let's create a conditional formatting showing staff members with a Rating of 3.5 or greater

Mew Formatting Rule ? x

1) Select the cells to be formatted in the Rating column SEELE L IE

2) Home Tab > Styles Group > Conditional Formatting > New Rule... = Format all cells based on their values

" . . " " = Format only cells that contain
3) Choose “Use a formula to determine which cells to format” from top half of “New y
= Format only top or bottom ranked values

Formatting Rule” dialog box
4) Enter the formula =G10 >= 3.5

= Format only values that are above or below average
= Format only unique or duplicate values
= Use a formula to determine which cells to format

A. You can think of this formula as the Logical Test part of an IF function,

B. If the formula evaluates to TRUE, the cell will be formatted
C. If the formula evaluates to FALSE, the cell will not be formatted S e R R
5) Warning © DO NOT USE ABSOLUTE CELL REFERENCING for the staff member’s Fommat values whese this fommaula is rue:
rating — each staff member has his/her own rating =G10=>= 3.5 .
6) Enter a format of bold text on a pale orange background
A. Click the Format... button on the New Formatting Rule Dialog Box
— B. On the Font tab of the Format Cells dialog box choose Bold for Font Style Preview: AaBbCcYyZz
C. On the Fill tab of the Format Cells dialog box choose pale orange, and then
click OK to close the Format Cells dialog box oK Cancel
D. Click OK to close the New Formatting Rule dialog box and apply

Format Cells

Font:

Conditional Formatting

Font style: Size:
Bold]

Calibri Light {Headings)
calibri (Body)

Abadi

Abadi Extra Light
Agency F8

Aharoni

Bold Italic

Underline:

Effects
[®] strikethrough
Superscript

Subscript

For Conditional Formatting you can se

Color:
> Automatic >

Preview

Segoe Ul

t Font Style, Underline, Color, and strikethrough

Format Cells

Background Color:
No Color

Sample
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Conditional Formatting

Conditional Formatting using a formula - Example Two:
This time we will format the contents of the Name cells where the YOS Group is Gold and the Rating is 3 or greater. The cells to be formatted are

dependent on values in other cells/columns. For the formatting to apply, both conditions (YOS Group = “Gold” and Rating >=3) must be true, so we will
use an AND formula.

1)
2)
3)

4)

3)

Select the cells to be formatted — those in the Name column

Home Tab > Styles Group > Conditional Formatting > New Rule...

Choose “"Use a formula to determine which cells to format” from top half of “New

Formatting Rule” dialog box
Enter the formula =AND (K10=$J$7,G10>=$B$7)

A

F.

Remember... the formula can be thought of as the logical test part of an IF
function

=AND( - this starts our AND formula

K10=$J$7 = this compares the value for YOS Group column to the
benchmark value of “Gold" stored in cell J7 - note the use of both
relative and absolute cell referencing

e Relative cell referencing on the YOS Group column because each
staff member has a YOS Group that they belong to,

e Absolute cell referencing on J7 because that cell contains the
value, "Gold" that we are using for comparison for each staff
member

, > the comma divides the first logical test in the AND formula from the
second logical test

Edit Formatting Rule

Select a Rule Type:

= Format all cells based on theirvalues

= Format only cells that contain

= Format only top or bottom ranked values

= Format only values that are above or below average

= Format only unique or duplicate values

= Llse a formula to determine which cells to format

Edit the Rule Description:

Format values where this formula is true:

=AND(K10=5J57,G10>=5B57)

Preview:

AgBbCcYyZz

T
il

Format...

Cancel

G10>=$B$7 > compares each staff members Rating to the benchmark of 3, which is found in B7. Again note the use of Absolute and

Relative Cell referencing
Close the parentheses

Enter a format of italic text on a pale purple background

A

B.
C.
D

Click the Format... button on the New Formatting Rule Dialog Box
On the Font tab of the Format Cells dialog box choose Italic for Font Style

On the Fill tab of the Format Cells dialog box choose pale purple, and then click OK to close the Format Cells dialog box

Click OK to close the New Formatting Rule dialog box and apply Conditional Formatting
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