© Hannah Stoltz

CHAPTER SIX : APPLYING STYLES AND USING TEMPLATES

This Chapter Will Include:

Using SmartArt
Using Conditional Formatting
e Format As Table
e Using Cell Styles
e Applying Themes
e Using Templates

Using SmartArt

SmartArt is a new feature to Microsoft Office 2007 that essentially takes the place of the diagrams tool
in previous editions. You can choose various types of charts or diagrams and edit them as necessary.

To use SmartArt, follow these steps:

1. Click the SmartArt iconinthe lllustrations group of the Insert tab.

3[F |r ) |
al gt (¥ 42
Picture Clip Shapes |Smartart
Art ~
Illustrations

2. In the window that opens, scroll through the various diagram types. Click OK to apply a diagram
to your worksheet.



© Hannah Stoltz

Sheet Background ﬁ b—(‘
Lock in: ) Sample Pictures vi @ @ Xud-
o ek —— '
“—booonats
@m - H —
"Joocumts
My
. o Bhom hs. Sunset Water ibes
53 My Network
gﬂm
Fle pame:
Flos of oo a3 purizes
U ) (oo )

3. You can edit the diagram through the window that appears to the left of the diagram. You can
also make the diagram larger by clicking on the sizing handles that appear in the four corners
of the diagram.
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Using Conditional Formatting

Conditional Formatting is useful for highlighting or emphasizing data. You can add shading, icons, or
data bars to cells with numerical data to show an increase or decrease in data based on criteria that is
either predefined, or which you define yourself.

To use conditional formatting, follow these steps:

1. Select a group of cells you want to apply formatting to. Conditional Formatting can only be used
with cells that contain numerical data.
2. Inthe Styles group underthe Home tab, click the Conditional Formatting icon.
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3. There are five types of formatting: Highlight Cells Rules, Top/Bottom Rules, Data Bars,
Color Scales , and Icon Sets .
a. Highlight Cells Rules : highlights cells that match a certain requirement.
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b. Top/Bottom Rules : highlights cells that match a certain requirement.
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Price
$200,000
$175,000
$185,000
£150,000
$250,000
£190,000
£210,000

c. Data Bars : adds colored bars to cells. The length represents the numerical value.

Total Approximate Cost
. $201.000
[ $180.000
m 5186.500
] $152.000
S $252 500
| $196.000
o $212.300
d. Color Scales : adds shading to cells. The color of the shading represents the numerical
value.
# of Bedrooms # of Bathrooms Approximate Cost of Repairs
3 2 $1.000
2 2 $5.000
] $1,500
3 3 $2.000
3 25 $2.500
4
2 3 $2.300

e. lIcons Sets : adds icons to cells. Different icons represent numerical values.

% of Similar Houses Nearby Date Viewed Price

& 16% & March 4, 2007 @ $200.000
& 5% & February 15, 2007 @ §175.000
@ 0% & January 20, 2007 @ §185,000
@ 0% @ February 21, 2007 A 150,000
@ 25% @ March 13, 2007 @ $250.000
@ 75% @ April 1, 2007 @ $190.000
& 2% @ April 23, 2007 @ $210.000

When you scroll your mouse over a style in the three categories, notice that the selected cells
preview what the style will look like when applies.

To apply a style, click it.

To edit a style, click More Rules under the category you want to edit.

To remove a style from cells, hover the mouse over Clear Rules

in the Conditional Formatting

menu and choose to either remove formatting for the entire worksheet or just selected cells.
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Format As Table

The Format As Table feature allows you to format selected cells so that they appear as a table.

To format cells as a table, follow these steps:

1. Selectthe cells you want to format. If you want to apply a style to the entire worksheet, click the
blank cell in the upper-left corner of the workbook between the first row and column headings.

2. Click the Format As Table iconin the Styles group on the Home tab.

: IR

Conditional | Format Cell
Formatting = as Table = Styles -

Styles

3. Choose a style from the menu that opens. When you select it, a window will appear asking to
confirm the cells the table should be applied to. Since you have already selected the cells, click
OK. You can also change the cells to be included. If you have headers in your table, check the
box next to My table has headers

Format As Table E|PZ|
Where is the data For vour table?

My table has headers

[ (0] 4 l’ Cancel ]

4. If you checked the box indicating that you have headers in the selected cells, drop -down arrows
will appear beside each header. Clicking them will open a list where you can hide or unhide cells
in the table. If you did not check the box, the drop-down menus will appear above the table.

Calor =] Location =| % of Similar Houses Nearb' - | Date Viewed - | Price £

Blua House Laxington Rd 15% March 4, 2007 200,000
Rad House Pannsyhania S 5%  Fabruary 15 2007 175,000
Green House St Regres Way 0%  Jamuary 20, 2007 $185,000

¥ ellow House Sterng Rd 0%  February 21, 2007 150,000
Gaary House Taylorslle Rd 25% March 13, 2007 $250,000
White House Lowe Rd T5% Agnl 1, 2007 5150 000
Purple House Frankiort Ave 2% Apal 23, 2007 210,000
Total $1,360,000
Ao Bge 5194, 286
Minimum $150,000
Maxmum 1 | | 1 5250.000,

5. To remove the table, go to the now -visible Design tab on the Ribbon. Click the More arrow in
the Table Sty les group . In the menu that appears, choose Clear. You can also use this menu
to edit the format of the table.
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Using Cell Styles

Cell Styles are pre-formatted styles that can be applied to a selection of cells. This is useful if you want
to add a more uniform look to you worksheet.

To use cell styles, follow these steps:

1. Selectthe cells you want to apply a style to. If you want to apply a s tyle to the entire worksheet,
click the blank cell in the upper-left corner of the workbook between the first row and column
headings.

2. Findthe Cell Styles icon in the Styles group onthe Home tab.

Conditional Format Cell
Formatting = as Table = Styles =

Styles

3. When you click the icon, a menu appears with different style types. Scroll your mouse over each
one to see a preview as it will look in your worksheet.

4. To create a new cell style, click New Cell Style . To edit or delete a style, right -click on it and
select either Modify or Delete .

5. You can also combine styles . In the example bel ow, the M@ANoteo
entire wor ksheet, then the fAHeading 106 style
A B G 'V} E F i
1 Houses in the Louisville Area
2 Color Location % of Similar Houses Nearby  Dabe Viewsd Price |
3 Bl Hiouke Lemngien Rd (-] 5% O Mgrch 4, 00T @ L0200
4 Epd Moy Ptk helnid Bk & e Faiuasy 15, 3057 @ TS 300
5 Gt HoUSS 5t Roges Wy & [ ] Jurasuty 20, 2007 @ H1ES5 500
[} ‘Wallow Hous# Sieriine) Rl £ ] 30% Feruary 21, 2007 S50 300
T Gy House Taylorsalia Rd L] 5% & Hangh 13, 2007 @ 250 500
a Tl Hossbe Leowwd Rd -] Ti% P Aprl 1, 3007 @ FIF200
& Porphi HEUis Fiaaikieet Suvh -] o) Ao ), 00T @ 210500
1%
11 Total 51,380,000
12 Eaarage Fid IRl
13 Mirdrmmams FU000
14 Bl S35 508
oL,
18
17 Color of House # of Bedrooms # ol Bathrooms Size of Kitchen Ap-prnxjmare Cost of EE'FICIi[S. 1
18 Eaud HEULE 3 2 M £1.508
19 RedHuss ] PN
20| Green Housa 2 | v s 1500
21| Tellow Housa 3 3 Larpe 2000
&3 | Griy My 3 LT $2500
£3 | Wrte House i 3 ap S
24 Puiphs Hisse F] 3 Senuall 2300
25
2%
27 House Descripfion Tobal Approximate Cost
22 Eiue House | [
&7 RedHouss | S130.000
) | Green Mouss [ $186 500
31 Tellow beoURR [ $153 500
I Gy HoUSE [ . 2500
33 Wrele House [ . 5196 000
3 Purpe Hiouss | 5212308
»
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Applying Themes

Microsoft Excel comes with several themes that can be applied to a worksheet. These themes include
header styles, fonts, and text colors. However, if you have not specified header styles already in your
worksheet, they will be unaffected when a theme is used. Themes can be applied to a new or saved
worksheet; however, the only way to preview at heme is to apply it to a previously existing worksheet. In
addition, themes cannot be used in Compatibility Mode.

To apply themes, follow these steps:

1. On the Page Layout tab, find the Themes group and click the Themes icon.

nCuInrs b
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- |[©]Effects -

Themes

Themes

2. This opens a menu with the different themes available. Hover your mouse over each theme to
preview it in your worksheet. Note that the more you have used header styles, shading, and
colors in general, the more change you will see when previewing a theme. If you have used little

ornocol or or

styl es,

you

wonot

see

muc h

change.

3. Click a theme that you want to apply. In the Themes group, you can also change the color

scheme and fonts, or you can create your own color and font styles.

A

ouses in the Louisville Area

D

1
2

3

I Colar Location % of Similar Houses Nearby Date Viewed Prica

5 Bhse House Lexington Rd 15% March 4, 2007 5200,000
& Red House Pennsylaania Ave &%  February 15, 2007 S175,000
7 _|Green Mouse &1, Regis Way % January 20, 2007 $185.000
& Yelow Mouse Stering Ry W% February 21, 2007 §150,000
3 Gray House Toyiorsvile Rd =% March 13, 2007 §250.000
10 White House Lowe R ™% Aprd 1, 2007 $190.000
11 | Purple House Franifort Ave, % Apri 23, 2007 210,000
12

13 Total 51,350,000
14 Avarags §194.286
15 Ui it $150,000
18 Wancirtusm $250,000

12 House Description Total Approximate Cost

20 Biss House 201,000

21 Red House S180,000

22 Groen Mouse $185.500

23 | Yelow House 5152000

24 | Gray House 5252500

25 White House $186.000

26 | Purpls House s212.300

il

28

29

30

31 Color of House Bedrooms Bathrooms Size of Kitchen Approximate Cost of Repairs
32 Bhse House 3 2 Meadum §1,000
33 Red House 2 2 Smal $5,000
34 Gresn House 2 1 Medium $1.500
35 Yelow House 3 3 Large 2000
3 Gray House 3 2.5 Wedum $2.500
37 White House 4 3 Large $6.000
38 |Purpie House 3 3 Smal 2300
k]

40
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Using Templates

Templates determine the basic structure of an Excel worksheet, including the format and what features
can be applied to it. Excel comes with several built-in templates that can be customized.

To use a template, follow these steps:

1. Click the Office Button and then choose New from the menu that appears.

2. In the New Worksheet Dialog Box , scroll through the list of templates available. Click
Installed Templates  to see the templates that have already been installed on your computer.
You can also choose to install new templates by clicking on any category under Microsoft
Office Online

3. Click Create to apply the selected template.

4. The template will open as a new workbook. You can customize any part of the template by
adding text or by changing the colors and font.




