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Lesson 4
Formatting Cells and Ranges
Learning Objectives

Students will learn to:
· Insert and delete cells
· Manually format cell contents
· Copy cell formatting with the Format Painter

· Format cells with styles

· Work with hyperlink data

· Apply conditional formatting to cells

· Clear a cell’s formatting

MOS Skills

· Cut cell data




2.1.2

· Move cell data




2.1.3

· Select cell data




2.1.4

· Create a hyperlink in a cell




2.3.1

· Modify hyperlinks




2.3.2

· Modify hyperlinked cell attributes



2.3.3

· Remove a hyperlink




2.3.4

· Align cell content.




3.1.1

· Apply a number format 




3.1.2
· Wrap text in a cell




3.1.3
· Use Format Painter




3.1.4
· User Merge & Center




3.2.1
· Merge across




3.2.2
· Merge cells




3.2.3
· Unmerge cells




3.2.4
· Apply cell styles




3.6.1
· Construct new cell styles




3.6.2
· Apply conditional formatting to cells



8.3.1
· Use the Rule Manager to apply conditional formats

8.3.2
· Clear rules




8.3.4
· Use icon sets




8.3.5
· Use data bars




8.3.6
Lesson Summary – Lecture Notes
Lesson 4 focuses on how students can format cells and ranges in Excel. 
Begin by covering the Font, Alignment, Number, Cells, and Styles formatting groups found on the Home tab (see Figure 4-1).  Demonstrate how students can insert and delete cells from the Cells group. Also show how students can select a cell or range of cells, right-click, and select Insert to open the Insert Dialog box, or select Delete to open the Delete Dialog box. (Note that Chapter 4 will cover inserting and deleting rows and columns. Chapter 5 will cover adding and deleting entire worksheets from workbooks). 
Ensure that students first know how to select the cell(s) they wish to format (refer to Table 4-1).  Next, cover each of the options found in the Alignment group.  Also mention the alignment shortcuts (Ctrl + L for Left Aligned and Ctrl + R for Right Aligned). 
Discuss each of the options found in the Font group. You may want to show students how they can change Excel’s default font at this point.  This would also be a good point in the lesson to mention the Mini toolbar (see Figure 4-7) and the formatting options it contains.  
Explain the formatting options available in the Number group, including the various number-format categories (see Table 4-2). Demonstrate how students would format a cell to wrap text.  You may also want to point out how students can enter a manual line break at this point. Also explain how students can merge and split cells. Next, cover the various cell border options available in Excel, including line styles, colors, and preset styles. 
Ensure that students are familiar with the Format Painter and how it can be used to copy cell formatting. Have students experiment with some of the Cell Styles available in the Styles group. Demonstrate how these styles may be modified to create customized styles. 
Move on to cover the use of hyperlinks in workbook cells. Note that Excel’s hyperlink options are found in the Links group of the Insert tab. If students have internet access, have them practice inserting hyperlinks using the three different methods available (Insert Hyperlink option in the Links group, Ctrl + K shortcut, and right-clicking to select Hyperlink on the shortcut menu). Then, have the students edit each of their inserted hyperlinks. 
Define conditional formatting. Ask students to give examples of when this type of formatting would be beneficial for a business. Explain the options available in both the Highlight Cell Rules and Top/Bottom Rules. Ensure that students understand that although multiple conditioning formatting rules can be true, conditional formatting will always take precedence over manual formatting. Cover the three preset conditional formats available in Excel; color scales, icon sets, and data bars. Have students discuss different situations in which each format would be most useful. Finally, cover how to clear a cell’s formatting.

Key Terms
attribute
A formatting characteristic of text or a cell.

character 
A letter, number, punctuation, mark, or symbol.

conditional formatting 
Formatting that is applied based on established criteria.

default
A predefined setting. You can accept Excel’s default option settings or you can change them. 

font
A set of text characters designed to appear a certain way. Calibri is the default font for Excel 2007.

Format Painter
An Excel feature that allows you to copy formatting from a cell or range of cells to another cell or range of cells.

hyperlink
A shortcut or jump that opens a document stored on a network server, an intranet or the Internet. 

merged cells
Cells created by combining two or more adjacent horizontal or vertical cells.
Mini toolbar
A miniature formatting toolbar that displays above the right-click shortcut menu. 

point 
A measurement of the height of characters in a cell or the height of a row. One point is equal to 1/72 inch. 

select 
Identify the cell or range of cells in which you want to enter data or apply formatting.

style
A set of formatting attributes you can apply as a group to a cell or range of cells. 

Solutions for Step-by-Step Exercises
The Contoso Patient 1 solution file is located in Solutions/Lesson04 folder and is referenced in the following step-by-step exercises:

· Insert a New Cell in a Worksheet

The Patient Visits solution file is located in Solutions/Lesson04 folder and is referenced in the following step-by-step exercises:

· Delete a Cell from a Worksheet
· Select Cells and Ranges
· Align Cell Contents
· Choose Fonts and Font Sizes
· Apply Special Character Attributes
· Change Font Color
· Fill Cells with Color
The Revenue solution file is located in Solutions/Lesson04 folder and is referenced in the following step-by-step exercises:

· Apply Number Formats
· Wrap Text in a Cell
· Merge and Split Merged Cells
· Place Borders around Cells
· Copy Cell Formatting with the Format Painter
· Apply a Cell Style
· Modify a Cell Style

· Place a Hyperlink in a Cell
· Remove a Hyperlink from a Cell
The Patient Visit Data solution file is located in Solutions/Lesson04 folder and is referenced in the following step-by-step exercises:

· Use the Rule Manager to Apply Conditional Formats
The Patient Visits with Icons solution file is located in Solutions/Lesson04 folder and is referenced in the following step-by-step exercises:

· Applying Multiple Conditional Formatting Rules
· Apply Specific Conditional Formats
Answer Key

Knowledge Assessment

Fill in the Blank
Complete the following sentences by writing the correct word or words in the blanks provided.

1.
When a single cell is created by combining two or more selected cells, the new cell is referred to as a(n) ___________.
Answer: merged cell

Section Ref: Manually Format ting Cell Contents

Difficulty: Medium

2.
A(n)__________ is a set of formatting attributes that you can apply as a group to a selected cell or range of cells.

Answer: style

Section Ref: Formatting Cells with Styles 

Difficulty: Medium

3.
A shortcut or link that opens a stored document or connects with the Internet is called a(n) _____________.
Answer: hyperlink

Section Ref: Working with Hyperlinked Data

Difficulty: Medium

4.
When formatting is applied to data based on established criteria, it is said to be_______________ formatting.

Answer: conditional

Section Ref: Applying Conditional Formatting to Cells 

Difficulty: Medium

5.
Bold, italics, and underlining are examples of formatting_________.

Answer: attributes

Section Ref: Manually Format ting Cell Contents

Difficulty: Easy

6.
You can apply formatting to multiple cells with the____________.

Answer: Format Painter

Section Ref: Coping Cell Formatting with the Format Painter 

Difficulty: Medium

7.
By default, a feature introduced in Excel 2007 called the ____________displays above the right-click shortcut menu.

Answer: Mini toolbar

Section Ref: Manually Format ting Cell Contents

Difficulty: Medium

8.
Font sizes can be changed by clicking the _________ button on the Ribbon.
Answer: Decrease Font Size or Increase Font Size

Section Ref: Manually Format ting Cell Contents

Difficulty: Medium

9.
The ______ option allows you to change the font color, font type, and heading styles for a cell’s content.
Answer: Cell Styles

Section Ref: Formatting Cells with Styles 

Difficulty: Medium

10.
Right-clicking on a built-in Cell Style and selecting any option from the drop-down menu opens the ____________dialog box.

Answer: Style Options

Section Ref: Formatting Cells with Styles 

Difficulty: Medium

True / False

Circle T if the statement is true or F if the statement is false.

T
F
1.
When you insert a cell into a row, all data in that row is shifted down.
Answer: False

Section Ref: Manually Format ting Cell Contents

Difficulty: Medium
T
F
2.
When you shift cells down and data in another cell is replaced, that data is copied to the Office Clipboard.

Answer: False

Section Ref: Inserting and Deleting Cells

Difficulty: Medium
T
F
3.
You can select a large range of cells by selecting the first cell in the range, pressing Shift, and selecting the last cell in the range.

Answer: True

Section Ref: Inserting and Deleting Cells

Difficulty: Medium
T
F
4.
You can merge cells horizontally, but not vertically.

Answer: False

Section Ref: Manually Format ting Cell Contents

Difficulty: Medium
T
F
5.
If you want the dollar sign and decimals to align in a column, apply the Accounting format.

Answer: True

Section Ref: Manually Format ting Cell Contents

Difficulty: Easy
T
F
6.
When you wrap text in a cell, the row height is automatically adjusted to accommodate the multiple-line text.

Answer: True

Section Ref: Manually Format ting Cell Contents

Difficulty: Medium
T
F
7.
Any cell in a worksheet can be split.

Answer: False

Section Ref: Manually Format ting Cell Contents

Difficulty: Medium
T
F
8.
When you apply a style to text, any conflicting formatting in the cell or range is replaced by the style format.

Answer: True

Section Ref: Formatting Cells with Styles 

Difficulty: Medium
T
F
9.
When you choose the Remove a hyperlink option, the link and the text are removed.

Answer: False
Section Ref: Working with Hyperlinked Data

Difficulty: Medium
T
F
10.
If you select an entire worksheet and click Clear and Clear All, then the worksheet will be blank.

Answer: True

Section Ref: Clearing a Cells Formatting

Difficulty: Easy
Solutions for Competency Assessment 

Project 4-1

The solution for Project 4-1 is named Utilities 4-1 and is located in the Solutions/Lesson04 folder.

Project 4-2

The solution for Project 4-2 is named Utilities 4-2 and is located in the Solutions/Lesson04 folder.

Solutions for Proficiency Assessment

Project 4-3
The solution for Project 4-3 is named Training Budget 4-3 and is located in the Solutions/Lesson04 folder.

Project 4-4
The solution for Project 4-4 is named Training Budget 4-4 and is located in the Solutions/Lesson04 folder.

Solutions for Mastery Assessment

Project 4-5
The solution for Project 4-5 is named Litware Sales 4-5 and is located in the Solutions/Lesson04 folder.

Project 4-6
The solution for Project 4-6 is named Litware Sales 4-6 and is located in the Solutions/Lesson04 folder.

Solution for Internet Ready
The solution for the Internet Ready exercise is named My Style and is located in the Solutions/Lesson04 folder.
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