| Highline Excel 2016 Cla6: Conditional Formatting to Visualize Data
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ConditionaFormatting
1) Conditional Formattindor cells in a highlighted range requirefagical test that comes out TRUE or
FALSE.
1 TRUE = Cell gets Formatting.
1 FALSE = Cell NOT get Formatting.
2) Conditional Formatting can be applied to cells with:
9 Built-in features ike:
1. Contains a value
2. Top 3 values
3. Above Average
4. Data Bars
5. Color Scales (Heat Map)
6. Icons
9 Logical Formulas:
1. Highlight Row (Record) where cell contains a value.
Highlight Row (Record) where sales are below average.
Highlight Records that contain the topsalues.
Format Whole Column Based on a condition.
Format with complex criteria (AND Logical Test).
Format with complex criteria (OR Logical Test).
Format Weekends and Holidays.
Format items NOT in List.

NN

Apply Conditional Formatting:
1) Home Ribbon Tab, Stylgeoup, Conditional Formatting button:

Insert Page Layout Formulas Data i View Developer Inquire ACROBAT Power Pivot Q Tell me what you want to do

,}‘.‘Cut alibri | =
ER Copy ~

' Format Painter

| %
- )
= (F3
e=3= Merge&Center | '§ 9% 9 %33 Conditional Format as E Explanatory ... Followe

Formatting~ Table -

z==]
- E¢WrapTedt General I L 4 | Normal Bad Good
R

Clipboard ~ Font = Alignment n Number 5l = Styles
[ Highlight Cells Rules »
&)

1 £

‘ f
2 1[}% Top/Bottom Rules »
3 =n

| B | DataBars »
5 ' =] color Scales ,
6 =M Icon Sets »
7 El NewRule...

' [# ClearRules »
8 | [E] Manage Rules.

2) Keyboards:
1 Keyboard for New Format Rule dialog box:
Alt, H, L, N
1 Keyboard foManage Rule dialog box:
Alt, O, D
9 Keyboard to delete rule:
Alt, O, D, D, Enter
1 Keyboard to get tét C 2 N uesiwhéié this formula i§ NHzS €
1. Alt, H, L, N, PageDown, Tab
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Builtin featuresto Conditional Formatting

Steps:

1) Highlight cells

2) Home Ribbon Tab, Styles group, Conditional Formatting button
3) Select Rule

4) Choose formatting

Built-in Conditional Formatting Options:

) Highlight Cells Rules »

T Top/Bottom Rules »

—-{10]

-

&-"| DataBars »
- o

-

.= | Color Scales 4
- =

=] Icon Sets »
(2] NewRule...
E% ClearRules »

[E] Manage Rules...
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Logical Formulas
1) Logical Formulas are formulas that evaluate to TRUE or FALSE
2) For Conditional Formatting
9 FormattinglSApplied when the formula evaluates to:
1. TRUE
2. Any nonzero number
9 Formatting is NOT Applied when the formula evaluates to:

1. FALSE
2. Zero
3. Error

3) When you usé.ogical Formulas to apply Conditional Formatting:
1 Formula has to calculate in every cell in the range!!!
9 Rule to minimize calculation time:
1. Choose formulas that calculate quickly
2. Use Helper Cells for stalculations so that the Conditional Formatting icay Formula
R2y Qi KI @S -caldulatividiayevarykcdl indhda8onditional Formatting range.
4) Array Formulas work in the Conditional Formatting dialog box (without using Ctrl + Shift + Enter), but
should be avoided ifverall spreadsheet calculatidimeis an issue.

Seps inCreating Conditional Formattimgth Formulas:

1) Highlight the range of cells. Make a metal note of which cell is the active cell in the highlighted

2) range. (The active cell is the ligtalored cell.)

3) Open the Conditional Formatting Rules Manager diffimgn the Home Ribbon tab, select the Styles
group and then select Manage Rules frdm Conditional Formatting dregown).

4) Open the New Formatting Rule dialog l{by clicking the NewRule button).

5) Selet Use a Formula to Determine Which Cells to Format from the "Select a Ruldigtype”

6) Click the Format Values Where This Formula Is True text box.

7) Create your formula from the point of view of the active cell in the highlighted rafiugt is, build the
formula as if you were placing it into the active cell and then copyidgviln and over. Remember,
whatever the conditional test is that you are creating musebaluated for each cell to determine
whether each cell in the range gets the formattiggp,even if the formula is not actually going into the
active cell, the dialog bowill copy it throughout the range in memory as if the formula were in the cells
in the highlighted range.

8) Click the Format button and select any combination of formattingwaunt from the fourtabs (Number,
Font, Border, and Fill).

9) Click OK in the Format Cells dialog box.

10) Click OK in the New Formatting Rule dialog box.

11) Click OK in the Conditional Faatting Rules Manager dialog box.
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Conditional Formatting is Volatile: itda&eulates Often and can Slow Overall Spreadsheet

Calculation Time.
1) Conditional Formatting isecalculatedfor cells that are visible on the screen
9 Large screens have more cells to calculate than small screens.
9 Zoomed out has more cells to calculate thaomed in.
9 Scrolling up or down causes Conditional Formatting to recalculate.
2) Conditional Formatting ieecalculatedwhen actions occur such as:
1 Entering a formula
1 Inserting a column
1 Recalclating with the F9 key.
3) Conditional Formatting created with Logid-ormulas slows down calculation in two ways:
1. Recalculation (like scrolling or entering a formula)
2. Formula has to calculate before formatting is applied.
4) When you use Logical Formulas to apply Conditional Formatting:
9 Choose formulas that calculate quigkl
fl Use Helper Cellsforsubl £ Odzf F GA2ya a2 GKIFIG GKS / 2yRAGA?Z
have to run the sulzalculation in every cell in the Conditional Formatting range.
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Example 1: Buiih FeatureCell Contains

Visual Steps for using BdiitConditional Formatting Feature

Steps:

1) Highlight range and go to Home Ribbon Tab, Styles group, Conditional Formatting button, Highlight Cell
Rule, Equal to:

File SIS Inset  Pagelayout  Formulas  Data  Review  View  Developer  Inquire  ACROBAT  PowerPivot  Q Tell me what youwantto do
] S;Z:;y i Calibri Y S «7‘:--7 meTm General [:',A Normal l?ad‘
Pate o pner| B I L[| &A == ElMegencenter - § - % » [543 [Condtons o x| [TECTTTN Explonaton
Clipboard ] Font i} Alignment [F Number T '—| )
_| Highlight Cells Rules » Greater Than...
AS > f Gigi —El G e
T Top/Bottom Rules  » ess Than...
A B c b E F G .”’“ Rudes | [} Lo
il | Example 1: E Data Bars 3 E Between...
2 _Built-in: Cell Contains Dwan (=] colorscates v [_lgwm_
3 E Icon Sets » Text that Contains...
[/l SalesRep Customer Sales SalesRep
B NewRule.. F A Date Occurring...
5 |Gigi IBM 9428| |Dwan 3 ClearRules » | EE
6 |Dwan  [Target 1987 B Marage Bt [=] ouplicate Values..
7 |Dwan Google 7417 More Rules
8 |Gigi Amazon 6270
9 |Mo Google 5610
10 |Gigi Vans 2546
11 (Dwan Google 6279
2) Enter cell with criteria into Equals To dialog box:
r . ~ B
Equal To . N @Iﬂ
Format cells that are EQUAL TO:
=SESS £%:| with [Custom Format... =
[ OK ] [ Cancel ]
- J
3) You can change the default Formatting®y A Ol Ay 3 agAUGKE

with | Custom Format... \Z‘

Light Red Fill with Dark Red Text
Yellow Fill with Dark Yellow Text
Green Fill with Dark Green Text
Light Red Fill

’ Red Text
Red Border

{Custom Format...

4) Result:
A B € D E F
1 Example 1:
2 Built-in: Cell Contains Dwan
3 —
P sclsrep Customer — sales |
5 |Gigi IBM 9428| |Dwan
6 Dwan Target 1987
7 Dwan Google 7417
8 Gigi Amazon 6270
9 Mo Google 5610
10 |Gigi Vans 2546
11 Dwan Google 6279

Page6 of 17



Example 2: Logical Formutaghlight Row (Record) where cell contains a value

Visual Steps for Conditional Formatting with a Formula.

1) Start by building Formula in cells to test the pattefffRUEs and FALSEs:

| E F G H 1 J K L M
i | Example 2:
2 Formula: Format Whole Row When Record Contains Dwan
3
s
5 |Dwan | Gigi IBM 9428 =5G5=8ES5 FALSE
6 Dwan Target 1987 TRUE TRUE TRUE
7 Dwan Google 7417 TRUE TRUE TRUE
8 Gigi Amazon 6270 FALSE FALSE FALSE
9 Mo Google 5610 FALSE FALSE FALSE
10 Gigi Vans 2546 FALSE FALSE FALSE
11 Dwan Google 6279 TRUE TRUE TRUE

2) Highlight entire range and make sure the active cell is in the upper corner.

E E G H 1

1 Example 2:

2 Formula: Format Whole Row W

3

s

5 |Dwan Gigi IBM 9428

6 Dwan Target 1987

7 Dwan Google 7417

8 Gigi Amazon 6270

9 Mo Google 5610

10 Gigi Vans 2546
ﬂ 11 Dwan Google 6279

3) Home Ribbon Tab, Styles group,

Conditional Formatting buttorselect

New Rulgkeyboard: Alt, H, L, N)

E;J Norma
Check:

Conditional Format as |
Formatting~ Table ~

Highlight Cells Rules »

T Top/Bottom Rules »

Ig Data Bars
H Color Scales 4
E Icon Sets

[Z] New Rule...
D‘ Clear Rules 4
1 [E] Manage Rules...

v

v

4)

Ly

iKS

GbSs C2NXI seléar y 3

dUse a Formula tdeterminewhichcells to
format

p
New Formatting Rule

gy -

R ER™)

Select a Rule Type:

= Format all cells based on their values

= Format only cells that contain

= Format only top or bottom ranked values

= Format only values that are above or below average

= Format only unique or duplicate values

= Use a formula to determine which cells to format |

Edit the Rule Description:

Preview:

Format values where this formula is true:

75

No Format Set

—

][ Cancel ]
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5) Create your Logical Formulathre édFormatvalues where this formula isue€ text box.

W 0 N o vl | b W N

E G H I K | L M
| Exa m ple 2: f New Formatting Rule m‘
Formula: Format Whole Row When || <..a . rute rype:
= Format all cells based on their values
= Format only cells that contain
Sa'eSRep SaIeSRep Customer Sales ~ Format only top or bottom ranked values
= Format only values that are above or below average
Dwan Glgl IBM 9428 = Format only unique or duplicate values
gt = Use a formula to determine which cells to format
Dwan Target 1987 : .
Edit the Rule Description:
Dwa n Google 7417 Format values where this formula is true:
Gigi Amazon 6270 et
Mo Google 5610
Preview: No Format Set -Eormat...
Gigi Vans 2546
Dwan Google 6279 o] [ |

6) Be sure to click Format Button and add fhematting you would like.

Edit the Rule Description:
Format values where this formula is true:
=$G5=SES5 > ¢
Preview: AaBbCcYyZz \ Format... |
\\
OK Cancel
1
7) Result:
3 |
4
5 Dwan Gigi IBM 9428
6 Dwan |Target 1987
7 \ Dwan Google 7417
8 Gigi Amazon 6270
9 | Mo Google 5610
10 | Gigi Vans 2546
. 11 | Dwan  |Google 6279
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Example 3: Builh FeatureBelow Average

Home Insert Page Layout Formulas Data Review View Developer Inquire ACROBAT Power Pivot Q Tell me what you want to do

6 Cut Calibri 1 A A === ¥ EeWapTet General - L'-'j [F% | Normal Bad Gt
~ L E&Copy + & =
Past o Foorrat Painter B I U- #H. O A~ === 3= EMerge&Center %% 0 W% é?::iﬁ::‘;l’ F(}:E:vas Explanatory =
Clipboard 1F} Font 1F] Alignment 1F] Number P ‘:—‘] fiogsee Styles
N Highlight Cells Rules »
cs ¥ £ || a4
A B C D E F Top/Bottom Rules  » EI:JI Top 10 Items...
1 | Example 3: Data Bars » Top 10 %...
2 Built-il’l: BelOW Avera e Color Scales > J—! Bottom 10 Items...
0]
3 Icon Sets » Bottom 10 %...
/Sl SalesRep Customer Sales
Sirva B NewRle.. T? Above Average...
5 |Gigi IBM 44 [ ClearRules y | S
6 |Dwan |Target 93 R Betow Aycrage..
7 [Dwan Google 91 More Rijes.
8 |Gigi Amazon 77
9 Mo Google 15
10 |Gigi Vans 94
11 [Dwan Google 40

Example 4: Logical Formutghlight Row (Record) where sales are below average.

E F G H I J K
1 Example 4:
2 Formula: Format Whole Row When Sales Above
3 f Edit Formatting Rule IM
3 SalesRep Customer Sales Sl
~ Format all cells based on their values
5 Glgl lBM 44 = Format only cells that contain
- = Format only top or bottom ranked values
6 |Dwan s rget o3 ~ Format only values that are above or below average
= Format only unique or duplicate values
7 Dwa n Google 91 = Use a formula to determine which cells to format
8 Glgl Amazon 77 Edit the Rule Description:
» Format values where this formula is true:
9 |[Mo _Google : 15 =5G5<AVERAGE(SGS5:SGS11)|
10 |Gigi Vans 94
11 |Dwan Google 40| ||| preview: AaBbCcYyZz
12 = [ OK ] [ Cancel ]
12

Note:
9 AVERAGE function had to calculate in every cell!
9 This can slow dowoalculation in spreadsheet if:
1. Ranges are large
2. There are many formulas
3. There are many different types of conditional formatting.
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Example 5: Builh FeatureTop 3 values

ACROBAT Power Pivot

Q Tell me what you want to do

EX’C”‘ Calibri n <A =E=E - EWapTet Genenal E-'{; [F% | Normal Bad G
R Copy - = o o  — -
o Foivitpainter | B T M DA === EE EHMerged Cent $ - % S éf:&‘lﬂ:’;j‘. FoT;rg:js | Check Cell o
Clipboard Font A Alignment Numb ] Styles
Lé Highlight Cells Rules »
cs fo | o428 -
F‘ Top/BottomRules » | T | Top10Items..
A B (& D E F G i
1 Example 5: Data Bars , Top 10 %...
2 Built-in: TOp 3 Color Scales » L"KJJ Bottom 10 Items...
3 il Icon Sets » Bottom 10 %...
3 SalesRep Customer Sales ,
— Bl NewRule.. L—Tj Above Aversgen.
5 |Gigi IBM 9428 3 v | S
6 |Dwan  |Target 1987 F metow Average..
7 |Dwan Google 7417 MareRiles..
8 |Gigi Amazon 6270
9 |Mo Google 5610
10 |Gigi Vans 2546
11 [Dwan Google 6279

Example 6: Logical Formutighlight Records that contain the top 3 values

E F G H I J K L

|Example 6:

'Formula: Top 3, Whole Row Top? | 3|
7 3 value: | 6279 |=LARGE(5GS5:5GS$11,J2)
—

Gigi IBM 9428 =5G5>=5J$3 TRUE

Dwan Target 1987 FALSE FALSE FALSE

Dwan Google 7417 TRUE TRUE TRUE

Gigi Amazon 6270 FALSE FALSE FALSE

Mo Google 5610 FALSE FALSE FALSE

Gigi Vans 2546 FALSE FALSE FALSE

Dwan Google 6279 TRUE TRUE TRUE

Note:

9 LARGE function does NOT have to calculate in every cell in the Conditional Formatting range.
1 Advantage to usiga helper cell to calculate stdalculations is that when the spreadsheet re
calculates, only one cell has to calculate the LARGE value.
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Example 7: Butih FeatureData Bars
1) 5Fd1F . Na ORBEGSENY YKOENIE D
9 Max = Longest Bar.
9 Min = Shortest Bar.
2) Example:

Student Grades on 50 Point Quiz
Limits Frequency

Score <= 10
10 < Score <= 20
20 < Score <= 30

15[l
33 [
55

30 < Score <= 40 7o

40 < Score <= 50 13

Example 8: Butih FeatureColor Scales (Heat Map)
1) Color Scale = Ranks number by color.
2) 3colors:
1 Red = bottom 1/3 o¥alues, Darkest Red = Min.
1 White = middle 1/3 of values, White = Mbint (Median).
1 Blue = top 1/3 values, Darkest Blue = Max.
3) Example:

Pagellof17


















