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Microsoft Excel Exercise #10: Conditional Formatting 
We’ve been talking much this term about making data easy to read and interpret.  Another way we can do this is to have Excel change the appearance of your data based upon its value.  These format are called conditional formats because the data must meet certain conditions to have a format applied to it.  For instance, you will write a line in your budget indicating the proceeds for any given month: total income minus total expense.  If this value is negative, it indicates that you plan to spend more than you propose to earn – not a good idea.  You may, in this case, wish to have the type colored red whenever it is negative indicating that there is something in your work which may need further review.  Inversely, you may decide to display it in green type if income exceeds expenses.  In this lesson, therefore, we will examine how to implement conditional formatting in our worksheets.
1. Power up the computer.

2. Log in to Windows 2000.

3. Watch and listen to the teacher’s demonstration.

4. Launch Excel by clicking on the Start menu, point to the Programs folder and click Microsoft Excel. 

5. Open your budget worksheet.
6. Calculate totals within column “N” for each category (income and expense) in your budget if you have not already done so.
7. On the last line of your budget, add a line which calculates the proceeds for the month of January.  Column “A” of this line should read “Proceeds”.  In the space below, write down the row number in which these values appear.
8. Click on the cell containing the proceeds for the month of January.
9. Click the Conditional Formatting command from the Format menu.  The Conditional Formatting dialog now appears.  We will now proceed to set up two formatting conditions.  If the value is negative, the type will be colored red.  If zero or positive, it will be colored green.
10. If it isn’t already, make the first dropdown read “Cell Value Is”.
11. Make the second read “less than”.

12. Type a zero in the last field.

13. Click the Format button.  The Format Cells dialog appears.

14. In the color dropdown, select the color red and click OK.

15. Click the Add button to set up another condition.

16. In the “Condition 2” pane, change the value of the second dropdown to read “greater than or equal to”.
17. As before, type a zero in the last field.

18. Click the Format button once again and the Format Cells dialog re-appears.

19. This time, select the green font color from the Color dropdown.

20. Click OK twice.  Notice the color of the font of the January proceeds.  Write it down in the space below.

21. Copy this cell to the overall totals for each month including the yearly total displayed in column “N”.  Each month including the yearly total should have its own overall total.

22. Save your work.

23. Make your income for January zero.

24. In the space below, write the font color of January’s overall total.

25. Place your name on this sheet and call your teacher for a grade for today.

