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Formatting
Values

In the last lesson, you changed the way in which text was
displayed by formatting cells with attributes such as bold and
italics. In addition to these attributes, Excel provides you with an

even greater control over how values are displayed. For example,
you can have Excel display values with commas, dollar signs, and
decimal places. You can also display negative values within
parentheses or with a minus sign.

You are going to apply different formats to values.

1.
2.

A new workbook should be open and maximized.

So that you can better see how the different formats
will work, you will enter a sample value in Al.

In A1, type 123456 and then click the check box on
the Formula bar so that A1 remains active.

On the Format menu, choose Cells.

Click the Number tab to display the tab.

The Number tab appears.

Format Cells

Alignment || Font || Border || Patterns || Protection |

Sample
123456

General
Mumber
Currency
Accounting General Format cells have no
Date specific number Format,
Time
Percentage
Fraction
Scientific
Text
Special
Cuskam

[ ] 8 ][ Cancel ]

The Category list box displays the various types of
formats available. As you will see, when you select
one of the categories, Excel displays the different
number formats available for that category. By
default, the General category is selected. Notice that
in the Sample box, Excel displays the contents of the
active cell. Because General is selected, the contents
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5.

6.

7.

in the Sample box have no specific number format.
For example, there is no common separator or dollar
signs.

In the Category list box, cheose Number.

Notice the items that appear to the right of the
Categories list box. These are different ways to
display numbers. In the Sample box, notice that Excel
formats the numbers in the active cell according to
the options that are currently selected. For example,
it may be displaying them with two decimal places.

Format Cells

Mumber | alignment || Font || Border || Patterns || Protection |
Categaory: Sarnple

General 123456.00

Currency Decimal places: |2 T
Accounting
Date

Tirme [ use 1000 Separator (,)
Percentage
Fraction
Scientific
Text
Special
Custarn

Megative numbers:

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

L O, J [ Cancel

In the Category list box, choose Currency.

To the right of the Sample

list box, notice that $123, 456,00

the options for the

Currency category Decimal places: |2 v
are only slightly Symbal;

different from the § b |
options for the Meqgative numbers:

Number category. &

For example, you %1 {?23;411:'0)

have the option of ($1,234.100

including a symbol

such as a dollar sign.

In the Category list box, choose Date.
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To the right of the S;ZF;ZSB
list box, Excel
displays the Type:
different date Tei ol |
Wednesday, March 14, 2001 3
formats. 314 =
) 3/14/01
8. You are going to take a | |03{14/01
14-Mar
closer look at the LMoo v
General format.
In the Category list box, chooese General and then
click OK.
|
The General As stated, the General format is the default format for values and
Format the one that you have been using up to now. It has the following
characteristics:

No commas;
No dollar signs;

Negative values are displayed with a minus sign rather
than within parentheses;

Decimal places appear only if you type them;

Trailing zeros will not be displayed (for example, 25.40
will be displayed as 25.4).

You are going to see values displayed using the General format.

You are going to set the widths of all the columns to
15, so there will be plenty of room to display the values
for this lesson.

Click the Select All button or use CTRL/A.

On the Format menu, point to Co/lumn and then
choose Width.

Change the contents of the Column width box te: 15
Click OK.

Tip: Remember that you can also change the widths
of all columns that have not been set individually by
changing the Standard Width.

In A1, type 5000.35 and tap the DOWN ARROW key.
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Tapping the DOWN ARROW key entered the value
into the cell, removed the highlight, and moved you
to A2.

In A2, type 3.777 and tap the DOWN ARROW key.
In A3, type -40 and tap the DOWN ARROW key.

In A4, type 1250350 and tap the DOWN ARROW
key.
A1:A4 should look like this: — A
Notice that the values are |1 5000.35
difficult to read. This is because % 3?15
| 4|
a

the number of decimal places 1250350
differ — the first value has two
decimal places, the second value has three decimal
places, and the last two values do not have any. As a
result, the values are not aligned under each other at
their decimal places. This is one of the characteristics
of the General format. Also notice the other
characteristics of the General format — the values
are displayed without commas or dollar signs, and

the negative value is displayed with a minus sign.

Tip: You can also apply the General format by using
the keyboard command CTRL/SHIFT/~. (That is
the TILDE key, usually in the upper left corner of
the keyboard.)

The Number You are going to use the formats of the Number category to display
Format the values. You will begin by displaying the values with different
decimal places.

2
3.
4

Select A1:A4.
On the Format menu, choose Cells.
Verify that the Number tab is displayed.

In the Category list box, cheose Number.

Once again, notice the options for the Number
format. In the Sample box, notice the display of the
first value in the range.

The Decimal places box determines the number of
decimal places to be displayed. By default, this is set to
2. You are going to change this.
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11.
12.

13.

14.
15.
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Change the contents of the Decimal places box to 0
(you can enter it directly in the box or you can click
on the increment buttons).

When this option is set to 0, no decimal places will
be displayed. Numbers with decimal places will be
rounded off.

Click OK.

Click in any cell to remove the highlight so the
details of the values are easier to see.

Notice that the values are A |

displayed without ;_ EDDE

decimal places. El -0

- 4 1250350
Click A1.

Notice 5000.35 on the Formula bar. Excel has not
forgotten the complete value and will use it in
calculations. The decimal places are simply not
being displayed in the cell.

Click A2.

Notice 3.777 on the Formula bar. In the cell, it has
been rounded off to 4.

You are going to display the values with two decimal
places.

Select A1:A4.
On the Format menu, choose Cells.

Verify that the Number tab is displayed.

Notice that Number is chosen in the Category list box
and 0 is displayed in the Decimal places box. These
are the formats of the selected cells.

Change the contents of the Decimal places box to: 2

Notice the sample value.
Click OK.

Click in any cell to remove the highlight.

A1:A4 should look like this: — A |
Notice that the values are 5000.35
displayed with two decimal 3.78

1]
2]
3 -40.00
places. Trailing zeros have been 4 | 125035000
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16.

added to values that did not originally have 2
decimal places, such as -40.00.

Click A2.

Notice 3.777 on the Formula bar. It has been
rounded off to 3.78 in the cell.

You are going to use other options for the Number category.

Select A1:A4.
On the Format menu, choose Cells.

The Use 1000 Separator (,) option displays values with
commas.

Select the Use 7000 Separator () option.

Notice the sample value.
Click OK.
Click in any cell to remove the highlight.

Notice that the large values in I

Aland A4 ] 5,000.35
are displayed % 4353
with commas. Since you did E\ 1 250'350:00

not change the Decimal places
option, two decimal places are still displayed.

You are going to look at the formatting options for
negative numbers.

Select A1:A4.

On the Format menu, choose Cells.

Notice the Negative Megative numbers:
numbers list box. =

o $1,234.10
This list box allows (51,234,100
you to choose how ($1,234.10)

negative values are
displayed. You can display them with a minus sign,
in red, enclosed in parentheses and in parentheses
and red.

You are going to display negative numbers in
parentheses.



The Currency

Format

74

9.

Microsoft Excel 2003 - Beginning and Beyond

In the Negative numbers list box, choose the third
option, (7,234.10), and then click OK.

Click in any cell to remove the highlight.

Notice that the negative . |

number is enclosed in |1 5,000.35
2 373

parentheses. =~ ————— _+ 0.0

The two decimal places are still [ 4| 125035000
5

displayed and the thousands
separator is used as well. You can combine all of
these options to produce your desired format.

You are going to use the different Currency format options.

L O

Select A1:A4.
On the Format menu, choose Cells.
Verify that the Number tab is displayed.

In the Category list box, choose Currency.

The options for the Currency category are identical
to those of the Number category except that the Use
1000 Separator (,) option has been replaced by the
Symbol option.

Note: Currency formats for US currency are always
displayed with a thousands separator.

You are going to change the number of decimal places
displayed.

Change the contents of the Decimal places box to: 0
In the Symbol box, verify that 3 is displayed.

You are not going to change the way negative numbers
are displayed.

In the Negative numbers box, verify that the third
option is still selected so that negative numbers
will appear within parentheses.

Click OK.
Click in any cell to remove the |
highlight. a
gvie KN §5 000
Notice how the values 2 | $4
are displayed. | 3 | (540)
4 §1,250,350
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10. You are going to use the Currency format with two
decimal places.
Select A1:A4.
11. On the Format menu, choose Cells.
12. In the Category list box, verify that Currency is
chosen.
13. Change the contents of the Decimal places box to: 2
14. Click OK.
15. Click in any cell to remove the highlight.
Notice how the values are i |
displayed. [ 1] §5.000.35
| 2 | §3.78
| 3 | {§40.00)
Notes The dollar sign option [ 4| $1.250,350.00

is usually applied only to the

first number in a column of figures, or to totals. Using dollar
signs for all values can create a cluttered, unattractive look.
One solution is to use the Accounting format that Excel
provides. This format keeps the dollar sign at the left of the
cell, negative values in parentheses, and zero values are
represented with hyphens.

You can also apply the currency format with the keyboard
command CTRL/SHIFT/$.

Currency formats depend on the Regional and Language
Options in Windows' Control Panel. These options affect
default settings such as thousands separator, currency
symbol, negative number display, and others.

Custom
Formats

If you need a format not found on the Number tab of the Format
Cells dialog box, Excel lets you design your own. You are going to
create a custom format that displays the letter x following each

value.

1.
2.
3.

Select A1:A4.

On the Format menu, choose Cells.

In the Category list box, choose Custom.
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Notice the Type list box, which displays some of the
common formats. There is an example below. The
format of the selected cells is selected in the list box
and displayed above it in the Type text box.
Format Cells
Mumber | alignment || Font: || Border || Patterns || Protection |
Cateqory: Sample
The Type text box ~—— || [ceneral $5,000,35
B t
Currency Type:
Accounting [ [, 0, 00_; (4, #0.00)
common formats Liate : ==
Time 3 ZURAE S 1) -~
| | |Percentage #4400 [Red]i#, £20) |
NReaction #,##0,00_);(#,4#0.00) 3
The format of SciePHi #,##0.00);[Red](#, ##0.00)
the selected cells ———__ ]| |1ext $ER0 (5, 2400
b, #40 u[Red]($#
T [ e a4000)
Delete
Twpe the number format code, using one of the existing codes as a starting
paoink.

4.

[ OK ] [ Cancel ]

You are going to choose the format that comes closest
to the one you want and then you will alter it.

Scroll to the top of the Type list box and click the
format near the top of the list that looks like this:
#,##0_);(#,##0)
The characters after the semicolon (;) tell Excel how
negative numbers are displayed. The _) represents
the space after a positive number that is reserved for
the right parenthesis of negative numbers.

In the Type text box, click an insertion point to the
left of the semicolon ().

Type a space and type: x

Your text box
should look
like this:

Type:
|, R0 , #R0) |

So that negative numbers will also have the x, you must
insert it in the area after the semicolon ().

Position the insertion point at the very end of the
format.



Formatting
Empty Cells

Lesson 6 - Changing the Appearance of Values 77

9.
10.

Type a space and type: x

Your text box

should look like | LfP%
|, 00 g , #0)

this:

Click OK.

Click in any cell to remove the highlight.
Notice that the values are A |
displayed with an x |1 5000 x
after them. | 2 | 4 %

. 3 (407 %

Note: This custom format | 1280 360 «

will be saved with the
workbook and is available for all cells of this
workbook. You are going to use it again in the next
section.

As you know, formats are applied to cells, not to values or text.
Therefore, you can format empty cells as you did in the last lesson.
Values entered into them will then take on those formats. You are
going to format B1:B4 with the custom format that you created.

1.
2.

Select B1:B4.

On the Format menu, choose Cells.

In the Category list box, notice that the General
category is chosen. This is the current format of the
selected empty cells.

In the Category list box, choose Custom.

Scroll to the bottom of the Type list box.
Notice that your custom format is listed.

Choose the format you created and then click OK.
The cells in B1:B4 have the custom format.

In B1, type 444 and tap the ENTER key.

Notice that the value is displayed with the custom
format.
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You can, of course, select the entire worksheet and choose a format

that will be applied to every cell. You are going to change the entire

worksheet to a Number format.

N o w & W N

12.
13.

14.

Click the Select All button to select the entire
worksheet.

Note: If you used CTRL/A, Excel may have selected
only a "region" of cells containing information. If
only cells A1:B4 were selected, use CTRL/A again.

On the Format menu, choose Cells.

Verify that the Number tab is displayed.

In the Category list box, cheose Number.

Verify that the Decimal places box displays: 2

Click the Use 7000 Separator (,) option to turn it on.

In the Negative numbers list box, choose the third
item to display negative numbers in parentheses.

Click OK.
Click in any cell to remove the highlight.

Notice that all values have changed to that format.

Note: You can still change individual ranges to
other formats.

If you enter a value into any cell, it will have that
format.

In B2, type 2222 and tap the ENTER key.

Notice the value has a comma and is displayed with
two decimal places, like this: 2,222.00

You are going to change back to the General format.
Select the entire worksheet.
On the Format menu, choose Cells.

In the Category list box, chooese General and then
click OK.

Click in any cell to remove the highlight.

All cells have been A [ B

1] 500035 444
3.777 2222

General format. = |3 -40

4 1250350

returned to the

M
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Clearing You can clear the format of a cell without clearing its contents. You
Formats can also clear both the format and the contents of the cell.
1. You are going to format A1 with a Currency format.

12.

Go to Al.
On the Format menu, choose Cells.
Verify that the Number tab is displayed.

In the Category list box, chooese Currency. It does
not matter how many decimal places will be
displayed.

Click OK.

Notice that the value in A1 has changed to the
Currency format.

On the Edit menu, point to C/ear and then choose
Contents on the submenu.

The contents of Al have been deleted. The
formatting that you applied to the cell remains,
however.

With A1 selected, type 1234 and tap the ENTER key.

Notice that the value has the Currency format.

You are going to remove the Currency format in A1, but
not the value.

Go to Al.

On the Edit menu, point to C/ear and then choose
Formats on the submenu.

Notice that the format has been removed. The value
has the General format and looks like this: 1234

You are going to once again assign a Currency format
to A1 and then remove both the contents and format.

With A1 as the active cell, choose Cells on the
Format menu.

In the Category list box, choose Currency and click
OK.

The value once again has a Currency format.

On the Edit menu, point to C/ear and then choose
All.
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13.

14.
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The value has been erased, and so has the format.

With A1 selected, type 1234 and tap the ENTER key.

Notice that the value has the General format and not
the Currency format.

Close the workbook without saving the changes.

Notes

The Number
Format
Buttons

The DELETE key is the keyboard equivalent of the Clear
Contents command. It does not erase the cell format.

The Special category of the Number tab has preset formats for
ZIP codes, phone numbers, and social security numbers.

The Formatting toolbar contains a number of buttons to help you
quickly apply various number formats without using the Format

Cells dialog box. They are alternatives to those commands. Keep in
mind that buttons can be taken off of toolbars and, as a result, are
not always available. Also, as you will see, they have limitations.

1.
2.

Open Weekly Payroll.

All the values are currently formatted with the General
format, so they have no specific format. You are going
to use the buttons on the Formatting toolbar to apply
different formats to all the values except those in the
Hours Worked column.

Select C13:C20 and then hold down the CTRL key
and select E13:H20.

These are the ranges you will format.

On the Formatting toolbar, click the
Currency Style button. $

Notice that this button applies the Accounting format
with two decimal places and a dollar sign. It does
not apply the Currency format where the dollar signs

are placed next to the numbers.
Notice that the numbers are all followed by a

Click the Percent Style button.
percentage symbol (%). Each percentage value is the

equivalent of the numeric value that was entered
earlier.
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5. Click the Comma Style button. N

Notice the format of the cells. Commas were
inserted where needed and two decimal places
added.

6. The Formatting toolbar has two buttons that allow you
to quickly adjust the number of decimal places

displayed.
With the range still selected, click the .
Increase Decimal button two times. %50
Notice that the numbers now have four
decimal places.
7. Click the Decrease Decimal button ;o8

four times.

Notice that the values now have no decimal places.
The numbers have been rounded off.

Automatic Cell  When entering a value into one cell, Excel will let you include a

Formatting dollar sign and commas with the number. In other words, you can
bypass the Number tab and Number Format buttons, and directly
assign a format to one cell. The number of decimal places it will
accept, however, depends on the current format.

1. In Cell E13, type $1,250.00 and tap the ENTER key.

2. Click E13 and choose Cells on the Format menu.

Notice that the chosen format is the Currency format
with two decimal places and a dollar sign. Also
notice, however, that the fourth style is chosen in the
Negative numbers box. If you wanted a different
style, you would have to change it in this dialog box.

3. Click Cancel.

4. Close the workbook without saving changes.

Exercise: You are going to change the appearance of the values and text of
Applying the Miller’s Shoes 2 workbook, which is similar to Miller’s Shoes 1.
Value You will be given general, rather than step-by-step, instructions.
Formats

1. Open and maximize Miller’s Shoes 2.
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An example of this worksheet is below. Notice that
the values are displayed with the General format.
They appear without commas or dollar signs, and
negative values are displayed with a minus sign.
None of the values have been typed with decimal
places. The text in row 3 is centered; that in column
A is left-aligned.

A | e | ¢ | o | E |

1] MILLER'S SHOE DEPARTMENT

2

Z Jan Feb har Total
| 4 |
| & |Foatwear:
| B |Children 400 -100 -A0 260
| 7 [Men 2000 2600 3000 7500
| B [women 3500 3000 4000 10500
E]
10 [Total 5900 £400 B950 18250
11
|12 [Expenses 4000 3500 3000 10500
13
| 14 | Profit 1300 1300 3950 7750

You are going to see what the values look like at
various settings.

Select the entire worksheet.

Choose the Number format with two decimal places
and no thousands separator.

Notice the format. All the decimal places are zeros
because decimal places have not been typed. There
are no commas or dollar signs, and negative values
are displayed with minus signs.

Change the format of the entire worksheet so that
commas are used as thousands separators and
parentheses are used to display negative numbers.

Notice that commas have been inserted, negative
values are displayed within parentheses, and
positive values have been pushed a little way to the
left so there will be room for closed parentheses.

Choose the Currency format with dollar signs and
two decimal places for the entire worksheet.

Notice the Currency format. Values are displayed
with dollar signs, commas, and two decimal places.
Negative values are placed within parentheses.



Lesson 6 - Changing the Appearance of Values 83

12.
13.

Notice that the values in some cells are too big to fit,
so # signs are displayed.

So that all values display, select the entire
worksheet, choose Co/umn on the Format menu,
then Width on the submenu, and change the
Column width to 11.

Notice that the # signs are no longer displayed.

There is no reason to display all values with dollar
signs. Also, there is no reason to have decimal places
because none have been typed.

Change the format for the entire worksheet so
there are no dollar signs and no decimal places.
There should be comma separators and negative
values should be surrounded with parentheses.

You are going to set the total values on row 10 to the
Currency format at 0 decimal places.

Select B10:E10 and choose the Currency format.
Do the same thing for the profit values in B14:E14.
Right-align the text in B3:E3.

In column A, right-align the Children, Men, and
Women text.

Change the width of column A to: 15

Use the Save As command to save the worksheet as
Value Formats.

Your worksheet should look like the following;:

A [ B [ C [ D [ E
1 MILLER'S SHOE DEPARTMENT
2
I Jan Feh Mar Tatal
4|
| 5 |Footwear:
5 | Children 400 (100) (50) 250
7 Men 2,000 2,500 3,000 7 500
ER Women 3,500 3,000 4,000 10,500
]
| 10 |Total $5,900 $5,400 $6,950 $18,250
i
| 12 |Expenses 4,000 3,500 3,000 10,500
13
| 14 |Profit §1,900 §1,900 §3,950 §7,750

End of Lesson 6



