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CHAPTER SIX :  APPLYING STYLES AND USING TEMPLATES 
 

 

This Chapter Will Include:  

 Using SmartArt 

 Using Conditional Formatting 

 Format As Table 

 Using Cell Styles 

 Applying Themes 

 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  icon in the Illustrations group  of the Insert  tab.  

 

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

to your worksheet.  
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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  

Condit ional 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. In the Styles group  under the Home tab, click the  Condit ional Formatting icon. 

 

 
 

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.  

 

 
 

b. Top/Bottom Rules : highlights cells that match a certain requirement.  
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c. Data Bars : adds colored bars to cells. The length represents the numerical value. 

 

 
 

d. Color Scales : adds shading to cells. The color of the shading represents the numerical 

value. 

 

 
 

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

 

 
 

4. 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.  

5. To apply a style, click it.  

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

7. 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.  

 

 

 

 

 

 

 



© Hannah Stoltz 
 

5 

 

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. Select the 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  icon in the Styles group  on the Home  tab.  

 

 
 

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 .  

 

 
 

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.  

 

 
 

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. Select the 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. Find the Cell Sty les  icon in the Styles group  on the Home  tab.  

 

 
 

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 Sty le . 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 below, the ñNoteò style was first applied to the 

entire worksheet, then the ñHeading 1ò style was applied to headings. 
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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 a t 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. 

 

2. This opens a menu with the dif ferent 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 

or no color or styles, you wonôt see much 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.  
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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.  

 


