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« Click on the down arrow in the To book section of the dialog box. From the
drop down list, select the workbook called Between workbooks 2, as illustrated
below.

Move or Copy ? X

Move selected sheets
To book:

Between workbooks 1.xIsx I v
| S—

new book
[ Between workbooks 2.xisx _
Between workbooks 1.xlsx

[] create a copy

» Use the Before sheet section of the dialog box to determine where in the second
workbook the worksheet will be copied to.

» Click on the Create a copy check box.

i
Create a copy

* Click on the OK button.

« Switch to the second workbook and you should see a copy of the worksheet
inserted into the workbook.

TIP: Experiment with moving a worksheet between workbooks using the same
method, but this time do not click on the Create a copy check box.

[] Create a copy

* When you have finished experimenting save the changes in both your workbooks
and close all open files.

Font formatting within Excel 2016
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Font formatting options

0 The font formatting options are located on the Home tab within the Font group.

Insert Page Layout

t g a vl =
& Cu Calibri 11 A AT
ER Copy ~
: B I U~ i+ OHo -1 =
¥ Format Painter - A -
Clipboard M Font [
Font type
« Open a workbook called Font formatting. Select the range C3:G3.
A B C D E F G
Sales volume by country
J Country ISaIes 2009 Sales 2010 Sales 2011 Sales 2012 Sales 2013 |
India 102 129 189 193 201
Canada 98 120 121 132 143
USA 109 110 109 102 94
United Kingdom 92 99 98 95 85
Australia 92 95 96 92 93
New Zealand 32 43 54 74 84
) China 67 79 83 88 93
I Pakistan 24 34 43 54 73
x Mexico 12 24 20 23 32

* Under the Home tab, click on the down arrow next to the Font section.

Insert Page Layout Formulas
3 Cut | Calibri - A&

BCopy ~ = A
- : ol S A
% Format Painter I u — -

lipboard P Font T

« From the drop down list displayed, select a different font type, such as Arial.
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Home Insert Page Layout Formulas Data Revig
Gt Calibri I11 AN ==
C - ,

Py Theme Fonts |~
Format Painter

O Cambria (Headings)
board M _
O Calibri (Body)
¥ All Fonts
A O igency /B

rolume by coun T Albertus Extra Bold

T Albertus Medium
T Albertus MT
T Albertus MT Lt
O ALGERIAN
T Antigue Olive
T Antique olive compuact
T Antique Olive Roman
T Apple Chancery

IQ Arial
O Arial Black

—

+ Experiment with applying different fonts to your data.

Font size

+ Select the range B3:B12.

B3 g Jfx Country
‘ A B c | b | E

1 |Sales volume by country

2

3 Country Sales 2009 Sales 2010 Sales 20:
4 India 102 129 1
5 Canada 98 120 1
6 USA 109 110 1
7 United Kingdom 92 99

8 Australia 52 95

9 New Zealand 32 43
10 China 67 79
1 Pakistan 24 34
12 Mexico 12 24
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» Click on the down arrow within the Font Size section and select a different font
size.

- =
File Home Insert Page Layout Formul
&D ?;E::y ) Calibri 'D A
Paste . Blru- =% &
= ¥ Format Painter = — g
Clipboard ru Font 10
1
B3 X B || Clqn
A B (
1 |Sales volume by country | :g B
2|
3 | Country ;3 es
4 | India 24
5 | Canada 3:
6 USA %
7 | United Kin 42
8 Australia "
aa New Zealand

TIP: You can also select a range and use the Increase Font Size and Decrease
Font Size icons.

Page Layout Formulas
A - —
& db Cut Calibri 11 <A AT
ER Copy ~
Paste = e | P v | =
X ¥ Format Painter I u - - N
Clipboard I Font P

NOTE: If you applied a larger font size, you may have to widen the column
widths.

Bold, italic, underline formatting

» Select the range C4:G12.
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A B c D E F G

1 |Sales volume by country

2 -

3 Country Sales 2009 Sales 2010 Sales 2011 Sales 2012 Sales 2013
4 India 102| 129 189 193 201
5 Canada %8 10 121 132 143
6 USA 109 110 109 102 94
7 United Kingdom 92 99 98 95 85
8 Australia 92 95 % 92 93
9 New Zealand - 32 43 it 54‘ 74 84
10 China 67 79 83 88 93
1 Pakistan 24 34 43 54 73
12| Mexico 12 2 20 23 32

+ Experiment with applying bold, italic and underline formatting using the icons
illustrated below.

v

Insert Page Layout Formulas

= ¥ Format Painter

Clioboard (5 Font M

TIP: You can easily apply double underline formatting. To do this click on the
down arrow next to the Underline icon. Select the Double Underline
command.

Home Insert Page Layout Formulas D4

b Cut Calibri 11 <& A=

ACopy 7 — - i

¥ Format Painter T - IE
U Underline

pboard s 1

D Double Underline

Cell border formatting

» Select the range B3:G12.
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A B C D £ F G

1 |Sales volume by country
2
3 Country Sales 2009 Sales 2010 Sales 2011 Sales 2012 Sales 2013
4 India . 102 19 189 193 201
5 Canada 98 120 121 132 143
6 USA . 109 10 109 102 %4
7 United Kingdom 92 99 98 95 85
8 Australia | 22 95 9% 922 9
g New Zealand 32 43 54I 74 84
10 China 67 7 83 88, 93
1 Pakistan 24 34 a3 54 73
12 Mexico 12 24 20 23 32

Click on the down arrow next to the Border icon.

Home Insert Page Layout Formulas
b Gt Calibri -1 - A A
aCopy ~ R
-« 1EE sl 2y - -
¥ Format Painter I u = -
pboard I Font [

A drop down list is displayed from whi
Select All Borders.

v

ch you can select the required border.

Insert Page Layout Formulas Data
“ v —
Dg"c”t Calibri Jin A x| ==l %-
B Copy ~
Faste P Ao === =5
v ' Format Painter - R = ; L === ==
Clipboard r. f, Borders i
i Bottom Border
B3 v

A
1 |sales volume by country
2 -
3 Country

Top Border
Left Border
Right Border

No Border

S

4 India

IEH Al Borders

Your data will now look like this.
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I A L B C D E F G |1
1 |Sales volume by country

2

3 Country Sales 2009 |Sales 2010 [Sales 2011 |Sales 2012 |Sales 2013
4 India 102 129 189 193 201
5 Canada 98 120 121 132 143
6 USA 109 110 109 102 94
7 United Kingdom 92 99 98 95 85
8 Australia 92 95 96 92 93
9 New Zealand 32 43 54 74 84
10 China 67 79 83 88 93
11 Pakistan 24 34 43 54 73
12| Mexico 12 24 20 23 32

Click on the Undo icon (top-left of your screen) to undo this formatting.

2 X Cut
D = Canv ~

Spend a little time experimenting with applying different types of borders.
Remember that you can use the Undo icon to undo any formatting that you

apply.

TIP: Experiment with applying border formatting effects, such a thick or double

edged border effects.

Formatting the background colour

Select the range B3:G3.

| A B C D E F G

1 |Sales volume by country

2

3 Country Sales 2009 |Sales 2010 |Sales 2011 (Sales 2012 |Sales 2013
4 India 102 129 189 193 201
5 Canada 98 120 121 132 143
& USA 109 110 109 102 94
7 United Kingdom 92 99 98 95 85
8 Australia 92 95 96 92 93
9 New Zealand 32 43 54 74 84
10 China 67 79 83 88 93
11 Pakistan 24 34 43 54 73
12 Mexico 12 24 20 23 32

Click on the down arrow next to the Fill Color icon.
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Insert Page Layout Formulas
Calibri M - A A

B Ir u- H-]|OAA -

€er

r Font rx

* Move the mouse over a colour and you will see the colour formatting previewed
within your data. Click on a colour to apply it.

-

I U~ H~EKEA- ==

; €= 3= = |
t Painter £= 3= Merge & Center $

Theme Colors

[ Font Alignment e
b2 Cour

A B I DE F G
e by country - n IIIIIIIIA [ I

Standard Colors

Country |3 W W W W;2011 Sales 2012 Sales 2013
India No Fill 189 193 201
Canada & More Colors.. 121 132 143
USA U 1av 109 102 94
United Kingdom 92 99 98 95 85
Australia 92 95 96 92 93
New Zealand 32 43 54 74 84
China 67 79 83 88 93
Pakistan 24 34 43 54 73
Mexico 12 24 20 23 32

TIP: Be careful when applying background fill colours as it may make any text
within the range difficult to see. Avoid using similar text colours and background
fill colours.

Formatting the font colour

+ Select the range B3:B12.
* Click on the down arrow next to the Font Color icon.

Page Layout Formulas Da

Il

Zalibri 11~ A A

BIUuU-H- 1A~

Font [

« This will display a drop down from which you can select the required colour.
Experiment with applying different font colours.
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Calibri I KA T=EEE
I uUu- H~- Ol ===
I Eont [l Automatic
Theme Colors
J< || Country

| B |
untry =
T

Country Sale standard Colors

India |o rEEEEE
Canada %¢ More Colors... F
USA Uz 11U xud
United Kingdom 92 99 98
Australia 92 95 96
New Zealand 32 43 54
China 67 79 83
Pakistan 24 34 43
Mexico 12 24 20

- =¢ Wrap Text

Gene

€= 3= [ Merge&Center ~ $ -

ent

P

Save your changes and close the workbook.

Sales 2012 Sales 2013

193
132
102
95
92
74
88
54
23

201
143
54
85
93
84
93
73
32
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Alignment formatting within Excel 2016

Alignment options

0 The alignment options are contained within the Alignment group on the Home tab.

-

Insert Page Layout Formulas Data Review View Q Tell me what yd

[ Calibri 112 ~|A A ¢ Wrap Text (
5 ER Copy ~
aste S | e 2= (07 ) = = = =
- ¥ Format Painter LU = A Merge & Center
Clipboard M Font [ Alignment P

AN - £

Horizontally aligning contents in a cell range

* Open a workbook called Alignment.

+ Select the range C3:G12.

» Click on the Center icon to centre the cell contents in this range. Try applying
left and then right alignment formatting. Use the alignment icons illustrated
below.

v

Insert Page Layout Formulas Data Revig
b Cut Calibri iz A A==
Aopy v |y 2
el | TERRE 34 N i = — e
¥ Format Painter I u s N
nhnard - Fant ~

Centring atitle over a cell range

* Click on cell C2 and type in the word 'Sales'.
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D2 - fe

A B [ D E F G
1
2 Sales I: .l
3| Country 2009 2010 2011 2012 2013
4 India 102 129 189 193 201
5 Canada 98 120 121 132 143
6 USA 109 110 109 102 94
7 United Kingdom 92 99 98 95 85
8 Australia 92 95 96 92 93
9 New Zealand 32 43 54 74 84
10 China 67 79 83 88 93
1 Pakistan 24 34 43 54 73
12 Mexico 12 24 20 23 32

+ We want to centre this within the range C2:G2. To do this, select the range
C2:G2.

| A B C D E F G
1|
2 [sales ‘ I
3 Country 2000 2010 2011 2012 2013
4 India 102 129 189 193 201
5 Canada 98 120 121 132 143

» Click on the Merge and Center icon.

Data Review View Q Tell me what

ll

5’7‘ v EEJ Wrap Text

Ul

I
11

== Merge & Center ~

Alinnment e

* Your screen will now look like this.
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A B C D E F G

1 | [ N SN | SN =S

2 | Sales I

Al Country 2009 2010 2011 2012 2013

4 India 102 129 189 193 201

5 Canada 98 120 121 132 143

6 USA 109 110 109 102 94

Al United Kingdom 92 99 98 95 85

8 | Australia 92 95 96 92 93

9 New Zealand 32 43 54 74 84

10 China 67 79 83 88 93

1 Pakistan 24 34 43 54 73

12| Mexico 12 24 20 23 32

Cell orientation
» Select the range C3:G3.
A B C D E F

1

2 Sales

3 Country 2009 2010 2011 2012 2013/
4 | India 102 129 189 193 201
5 | Canada 98 120 121 132 143

* Click on the Orientation icon.

Page Layout Formulas Data Review
2 - A A = ==|#r| E°WrapTex
(] REE . J’/).Av = = = | € 3= Merge&C
Font ) Alignment

* You will see a drop down menu allowing you to format the cell orientation.

Formulas Data Review View Q Tell me what you
412 PR A T = — - E,:‘WrapText Ge
= W Yoo Ane | =o=r ¥ Angle Counterclockwise $

% Angle Clockwise

P

|B Vertical Text

+ Select the Angle Clockwise command. Your data will now look like this.
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A B c D E F G
1]

2 \ Sales

< < < < <

3 Country %& 90 9\7 Q\-’ Qo’
4 | India 102 129 189 193 201
5 | Canada 98 120 121 132 143
6| USA 109 110 109 102 94
7 | United Kingdom 92 99 98 95 85
8 | Australia 92 95 96 92 93
9 | New Zealand 32 43 54 74 84
10 | China 67 79 83 88 93
1| Pakistan 24 34 43 54 73
12 Mexico 12 24 20 23 32

» Experiment with applying some of the other orientation effects.

Text wrapping within a cell

» Click on cell B14. Type the following text into cell B14.

All revenues are pre-tax profits.

* When you press the Enter key you will see that the text does not 'fit' into the cell.

A B c | D | E | F | G
1

2 Sales

3 Country v’% 990 ‘,Q( 99\-’ er’
4 India 102 129 189 193 201
5 Canada 98 120 121 132 143
6 USA 109 110 109 102 94
7 United Kingdom 92 99 98 95 85
8 Australia 92 95 96 92 93
9 New Zealand 32 43 54 74 84
10 China 67 79 83 88 93
1| Pakistan 24 34 43 54 73
12 | Mexico 12 24 20 23 32
13

14 |AII revenues are pre-tax profits

15

+ Select cell B14 and click on the Wrap Text button.

Data Review View Q Tell me

I
I

)~ ¢ Wrap Text

€= 3= Merae & Center
* The cell will now look like this.



Aligning cell contents vertically
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| A B D E G
1
2 Sales
3 Country e% 990 991 ee'x-’ 9@\9
4 India 102 129 189 193 201
5 Canada 98 120 121 132 143
6 USA 109 110 109 102 94
7 United Kingdom 92 99 98 95 85
8 Australia 92 95 96 92 93
9 New Zealand 32 43 54 74 84
10 China 67 79 83 88 93
1 Pakistan 24 34 43 54 73
12 Mexico 12 24 20 23 32
13
All revenues are pre-
14 tax profits
15

Save your changes and close the workbook.

Open a workbook called Vertical alignment. As you can see the cell contents

are aligned to the bottom of the cell.

= X Cut

ER Copy ~
Paste e1Con

¥ Format Painter

Clipboard

Ell >

7
]

Select the data area as illustrated.

Insert Page Layout Formulas

Calibri -1 - A A

F1 Font

Sales Area 2010
North 234
South 654
East 324
West 234

Data

2011

763

324

543

Alignment

2012

287

427

553

347

2013

300

675

432

432
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Sales Area | 2010 2011 2012 2013
North ' 234 254 287 300
South | 654 763 427 675
East | 324 324 553 432
West 234 543 347 432

3

» Click on the Home tab and from within the Alignment group select the required
vertical alignment option.

Insert Page Layout Formulas Data
2% Cut a V1=

Calibri 114 ~ A A ==

ER Copy ~

» Experiment with applying each of the three vertical alignment options.

~ r e TR0 " = A A e S

ulas Data Revie

-

A A=

(-3

L]

N ' B—p&—

Top Alignment
Middle Alignment
Bottom Alignment

« After you have finished experimenting, set the alignment to Middle Alignment. O
Save your changes and close the workbook.

Format Painter

* Open a workbook called Format painter.

* Click within the upper table.

» Click on the Format Painter icon. This icon is contained within the Clipboard
group under the Home tab.
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H =
File Home Insert
ol
D] ;" 2 Cali
= C -
Paste El =
.
Clipboard [

Once you click on the Format Painter icon, you will notice that the shape of the
mouse pointer changes to the shape of a paintbrush. You can now apply the
formatting within the cell that you clicked on, to another range within the
worksheet.

Click on cell B14, and while keeping the mouse button pressed, move the mouse
pointer to cell G23. Release the mouse button and the formatting will be copied
to the second range within your worksheet, as illustrated.

= Format painter - Excel

Q Tell me what you want to do...

Insert Page Layout Formulas Data Review View

X Cut

Arial Black 10 AA === % E¢ Wrap Text General EE;
Past €@ Copy - A === e=3x= B €0 00 G d‘tL
¥ Format Painter ol u Co 2~ 'A' TIEEE|EE Megedl Centerix $-% > ] Fo(::nalr;:]r
Clipboard ] Font [ Alignment [F] Number ]
B14 X K Country
A ] C D E F G
1]
2| Country Sales 2009 Sales 2010 Sales 2011 Sales 2012 Sales 2013
3 India 102 129 189 193 201
4 | Canada 98 120 121 132 143
5 | USA 109 110 109 102 94
6 | United Kingdom 92 99 98 95 85
7 Australia 92 95 96 92 93
8 | New Zealand 32 43 54 74 84
9 China 67 78 83 88 93
10 Pakistan 24 34 43 54 73
1| Mexico 12 24 20 23 32
12|
13
14 Country Sales 2009 Sales 2010 Sales 2011 Sales 2012 Sales 2013
15 India 102 129 189 193 201
16 Canad: 98 120 121 132 143
17 USA 109 110 109 102 94
18 United Kingdom 92 99 28 95 85
19 Australia 92 95 96 92 93
20 New Zealand 32 43 54 74 84
21 China 67| 79 83 88 93
22 Pakist: 24 34 43 54 73
23 Mexico 12 24 20 23 22|
24 1 |

| Sheet1 | Sheetz \ Sheet3 ©)

Save your changes and close the workbook.

Number formatting within Excel 2016

Number formatting

Open a workbook called Number formatting. Click on cell C2.
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A | B C
1
2 Format this cell to use number formatting conventiong | 194593.1235_'
3 A
4 Format this number to display no decimal places. 194593.1235
| Format this number to display 1 decimal place 194594.1235
6 Format this number to display 2 decimal place 194595.1235
=

* Click on the down arrow next to the Number Format control.

Insert Page Layout Formulas Data i View Q Tell me what you want to do...
fon Calibri 1 KA == ¥ EPWapTet General ]
3 Copy ~
. R oAl A === IEE  BEucaisircc ol €@ cor e €0 00| (

* You will see a drop down menu from which you can select the format. In this
case select Number.

& ¥ Cut i v =

W Calibri 1 <A A == - EBeWapTet | B ?1?1
i@ Copy ~
Paste BIU- . H-A- === 3= EMerge&C ~ | ABC General =)
» - U nitd === =i €= ge enter
v ¥ Format Painter 123 o specific format g
Clipboard ] Font [ Alignment ] 12 ber
2 Y fe || 194593.12345 19459312
Curren
| A | B C b | E % $194 ucyv
1
2 Format this cell to use number formatting conventions I 194593 1235| 2| Accounting
5 g ——= Sl $194503.12
4 Format this number to display no decimal places. 194593.1235 Short Date
3 Farnnnd thic miimcbharda diclace 1 danineal wlaans 4nACcnA 112C 09-10-32

» This tells Excel that the data contained within this cell should always now be
treated as a number, rather than say text or a date.

Decimal point display

* Click on cell CA4.
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File Home nsert Page Layout ormulas Data Review View
A - —
& b Cut Calibri s <A A= % EW
=1 S I -
= ¥ Format Painter I U~ |H- DA =SE==EE BEm
Clipboard ¥ Font e Alignment
c4 v [ S 194593.12345
A B C
1 -
28 Format this cell to use number formatting conventions  194593.1235
3
4 Format this number to display no decimal places. | 194593.1235_'
5 Format this number to display 1 decimal place 5
6 Format this number to display 2 decimal place 194595.1235
7

Click on the Decrease Decimal icon a few times, so that no decimal places are
displayed.

View Q Tell me what you want to do...
” %’WrapText Number bt
Ea= Merge&Center - $ 9% s S48 [
Alignment P Number P

The cell contents should now look like this.

| A B C
1]
2 l Format this cell to use number formatting conventions = 194593.1235
3 |
4 Format this number to display no decimal places. | 194593_]
5 Format this number to display 1 decimal place S D

Set the contents of cell C5 to display 1 decimal point, by clicking once on the
Increase Decimal button.

View Q Tell me what you want to do...

r = Wrap Text Number v

I= EMerge&Center - $ % » |%S6S

lignment % Number I

The contents of the cell will now look like this,



Applying and removing comma style formatting (to indicate
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A B C

1

2 Format this cell to use number formatting conventions = 194593.1235

3

4 Format this number to display no decimal places. 54595

5 Format this number to display 1 decimal place | 194594.1_|

6 Format this number to display 2 decimal place 194595.1235

=

Set the contents of cell C6 to display 2 decimal points.

thousands)
* Click on cell C8.
A B C

1 .|
2 | Format this cell to use number formatting conventions = 194593.1235
3%
4 | Format this number to display no decimal places. 194593
5| Format this number to display 1 decimal place 194594.1
6 | Format this number to display 2 decimal place 194595.12
7
8 Format this number to display commas | 1945968573_'
g —
10 Format this number to display a UK pound sign 234.98
1 Format this number to display a dollar sign 234.98
12 Format this number to display a euro sign 234.98

Click on the Comma Style icon (within the Number group under the Home tab)

to format the number using commas.

View Q Tell me what you want to do...

=¢ Wrap Text General -
: ElMergeiCenter ~+ $ -~ %E €0 0
nment I Number =

Your number should now look like this.

| A B c .
1 —
2 | Format this cell to use number formatting conventions 194593.1235
3 —
4 Format this number to display no decimal places. 194593
5 | Format this number to display 1 decimal place 154594.1
6 | Format this number to display 2 decimal place 194595.12
T
8 Format this number to display commas I 1,945,968,573.00 .l
9 -
10 Format this number to display a UK pound sign 234.98
1) Format this number to display a dollar sign 234.98
12 Format this number to display a euro sign 234.98
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NOTE: To remove comma style formatting, click on the down arrow next to the
Number format icon (within the Number section of the Home tab). Select the
General or Number format option, as illustrated.

- '5°/‘ v E«Z’ Wrap Text i| l -;:[?]

= | [=E= Merge&Center + | ABC General
123 No specific format

Number
1 2 1945968573.00

=T -~

The cell contents will now be displayed without comma style formatting.

Alignment [

Currency symbol

Select cell C10.

A B C
1 {
2 | Format this cell to use number formatting conventions 194593.1235
3 {
4 | Format this number to display no decimal places. 194593
5| Format this number to display 1 decimal place 194594.1
6 | Format this number to display 2 decimal place 194595.12
7 {
8 | Format this number to display commas 1,945,968,573.00
9 |
10 Format this number to display a UK pound sign | 234.98_'
11 Format this number to display a dollar sign : 3
12| Format this number to display a euro sign 234.98
13|
14|
15 | Format this number to display a percentage sign 17

Format it to display the British Pound symbol. To do this click on the down
arrow next to the Currency icon.

Tell me what you want to do..

= &~ E:’WrapText General
= s Merge&Center -~ $-1% ¢
Alignment I Number

From the list displayed, select the £ option.
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Text General - Bl |

P L

ge&Center ~ $ % * %5 3% :Cond|t|9na|
PP T P

S English (United States)
| £Engiish (United Kingdom) |

€ Euro (€123)
D ¥ Chinese (PRQC) l:
CHF French (Switzerland)

More Accounting Formats...

« Select cell C11 and format it to display the Dollar symbol.
» Select cell C12 and format it to display the Euro symbol. Your data will now look
like this.

A B &

1

2 Format this cell to use number formatting conventions 194593.1235

3

4 Format this number to display no decimal places. 194593

5 Format this number to display 1 decimal place 194594.1

6 Format this number to display 2 decimal place 194595.12

7

8 Format this number to display commas 1,945,968,573.00

9

10 Format this number to display a UK pound sign £ 234.98

1 Format this number to display a dollar sign ) 234.98

12 Format this number to display a euro sign € 234.98

13

14|

15 Format this number to display a percentage sign 17
Date styles

* Click on cell B17 and type in the text 'The date today is'.

* Click on cell C17 and type in today's date. When you press the Enter key you
may find that the style of the date changes automatically.

* Right click over cell C17 and from the popup menu displayed select the Format
Cells command.

nat this number to display a dollar sign S 23 . i
) = ; tJ Insert Comment

nat this number to display a euro sign € 23

Format Cells...

Pick From Drop-down List...

nat this number to display a percentage sign Dekine Namnes,

& Hyperlink...
date today is 013 i Pe

» This will display the Format Cells dialog box.
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Format Cells ? X
Alignment Font Border Fill Protection
Category:
General Sample
Number 01-11-15
Currency
Accountini Type:
> *14-03-12
Time
Percentage ;1;14March, 2012
Fraction 3'14 12
Scientific 25
T 03-14-12
ext
Special mmar 12 ("
Custom 2
Locale {location):
| English (United States) v

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 specified for the
operating system. Formats without an asterisk are not affected by operating system settings.

Cancel

Select the required format from the Type section of the dialog box.

Format Cells 5 S
Alignment Font Border Fill Protection
Category:
General Sample
ki 01-11-15
Currency
Accountini Type:
i *14-03-12 =
Time 40312 |
Percentage ;1:'4"43'(“, 2012
Fraction 2
ientifi 3-14-12
Scientific
03-14-12
Text
Special 13-maf 5 .
Custom -iviar- :

Click on the OK button to apply the date format. Experiment with applying
different types of date format to the cell.

Percentages

Click on the cell C15.
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A B C
1|
2 | Format this cell to use number formatting conventions 194593.1235
3
4 \ Format this number to display no decimal places. 194593
5 | Format this number to display 1 decimal place 194594.1
6 | Format this number to display 2 decimal place 194595.12
7]
8 \ Format this number to display commas 1,945,968,573.00
0|
10 \ Format this number to display a UK pound sign £ 234.98
1 \ Format this number to display a dollar sign S 234.98
12 \ Format this number to display a euro sign € 234.98
13|
14|
15 I Format this number to display a percentage sign | 17_'
16|

* To change this number from 17 to 17%, type in 17% and press the Enter key.
You will then see the contents displayed as illustrated below.

17%|

« Save your changes and close the workbook.

Freezing row and column titles within
Excel 2016

Freezing row and column titles

* Open a workbook called Freezing.

v Freezing - Excel
Insert Page Layout Formulas Data Review View Q Tell me what you want to do...
AD %C“t Calibri -1 <A A== - EWapTet Number -
E@ Copy ~ o
Pafte T B I U~ i+ & A === E£=a3= Merge & Center ~  $ ~ % * <8 3% F(i:
Clipboard P Font L Alignment 7] Number ]
D15 x Je 15
A B C D E
1| Component code Color Numberinstock  Value of each component Total value of stock
28| 100001 Red 2 22.99 0.00
3| 100002 Red 2 11.50 23.00
4| 100003 Red 2 31.99 63.98
5 ‘ 100004 Red 2 22.87 45.74
6 ‘ 100005 Red 4 10.50 42.00
7 ‘ 100006 Red 6 11.00 66.00
8 ‘ 100007 Green 8 11.50 92.00
9 ‘ 100008 Green 9 12.00 108.00
10 100009 Green 6 12.50 75.00




