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Learning Objectives

B After studying this chapter, you will be able to:

A Apply and customize themes
A Create and use cell styles
A Apply cell borders and fill
A Create custom number formats
A Customize the page setup
A Use Zoom tools
A Edit document properties
o
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Formatting with Themes

B Themes contain three elements: colors, fonts, and

effects
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B Customizing themes
A Modify theme elements

A Save changes as new theme \'}
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Applying Cell Styles

B Cell styles combine formatting of:

A Font, color, fill, and alignment

Titles and Headings
Heading 1  Heading 2 Heading 3 Heading 4 Title Total

Themed Cell Styles
20% - Accentl  20% - Accent2  20% - Accent3  20% - Accentd  20% - AccentS  20% - Accentt

40% - Accentl  40% - Accent?2  40% - Accent3  40% - Accentd 40% - Accents  40% - Accentd

B Modified cell styles apply to current workbook
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The Format Cells Dialog Box

B Use the Format Cells dialog box for specific formatting

Calibri -1 A A T== #- =WapTet General -
B I U~ H- O-A- === €=3= [ Merge&Center - $ ~ % * %5 373
Font P Alignment P MNumber s

— e

Dialog Box Launchers on Home
tab open format Cells dialog box.

B Format Cells dialog box tabs

Format Cells 7 >
Number Alignment Font Border Fill Protection
l ]
|
Each tab displays additional options. <,\
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The Format Cells Dialog Box (cont.)

® More cell border and fill options

Format Cells ? X Format Cells 4 X
MNumber  Alignment Font Border Fill Protection .
lne oresets Number  Alignment Font Border Fill Protection
Background Color: Pattern Color
| No Colar | I
None  QOutline  Inside Pattern StyIE'
: Border D......... = i
| B 3 T
_____________ —_— h OEfdEEEEOOO &
— o DEDEEEEEEN i
: = B ¥
E:E:::::E: =IINZ &
] e — R % i
R— EEEEEEEEEE =[N\ 77 22
Th Colo
TH ;“: : :. EEEE alied by clicking the presets, preview diagram or the buttons . . D D . . . . . .
al
I I I I I IEJ Fill Effects... Moare Colors...
Standard Colos T ise, A 5, Darker 25% H H H H
o A ek R Fill colors fill the cell with a solid color
g.v More Colors... i Sl

or pattern.
Border colors change the color of

the lines around the cell(s).
<
LABYRINTH

[EARNING™



Custom Number Formats

B Create a new number format using the Custom
category in the Format Cells dialog box

Format Cells ? >
Number  Alignment Font Border Fill Protection
Categony:
General Sample
Number +1.46%
Currency
Accounting Type:
Date
Time +0,00%; [Red]-0.00%
Percentage General L]
Fraction 0
Scientific 0.00
Text £ 220 [y
Special £ ££,00
Cusiom [N Py P
###0 );[Red](# #+0)
£ #£0.00 ) (#,250.00)
# ##0.00_); [Red][# #£0.00)
5E #2055 #£0)
§# ##0_);[Red](5# ##0) ¥
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Custom Number Formats (cont.) @I

B Custom number formats are created using codes

A Number sign represents a digit placeholder
A Zero represents placeholder that always displays

A Other symbols include: period, comma, percent sign,
dollar sign, and more

Code Display

HHh 123

OO 123

H HHE 1230

H.000 1.23

#.8585% 1.23%

+5HHH +5123

"ABCY 88 ABC 123

[Red]# &8 [Blue]# 888 [Green]-0- 123
[Red]# &8 [Bluel# 888 [Green]-0- 123 0

[Red]# ##; [Bluel# 88 [Green]-0- i
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Customizing the Page Setup

B Use the Page Setup group on the Page Layout
Ribbon tab to set options

EREEEYS =

Margins Ornentation 5ize Print Breaks Background Print
& = = Area=r - Titles

Page Setup [

B Default margins and page orientation are visible in
Page Layout or Print Preview

B Add a worksheet background image
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Using Zoom Tools

B Adjust view to focus on specific areas by increasing or
decreasing the magnification

A Ribbon Zoom tools

Q2 B

foom 100% Foomto
Selection

Zoom

A Zoom slider on the status bar

= i + 100%
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Editing Document Properties

B Properties include important document information

A Date created

A Date last modified

A Author
A File size
A Other information can be added
Properties ~
Size 70.4KB
Title Final Performance Report
Tags Key Perfformance Indicators
Categories Operations 0
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