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Excel 2019 (Part 6). Formatting Cells

The basic formatting allows you to customize the look and feel of your workbook, enabling you to draw
attention to specific sections and make the content easier to view and understand.

In Microsoft Excel , al cell contents use the same formatting by default, which can make reading a workbook
with alot of information difficult. Basic formatting allows you to customize the look and feel of your workbook,
letting you draw attention to specific sections and making the content easier to view and understand.

How to change thefont size

1. Select the cell(s) you want to modify.

A B C D

1 |FITNESS PROGRESS CHART

2 Date Weight Chest Waist
3 5/3/13 140 32 31
4 5/11/13 140 32 31

2. Onthe Hometab, click the drop-down arrow next to the Font Size command , then select your desired font
size. For example, you would choose size 24 to make the text larger.
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3. The text will change to the selected font size.
A B C D E F
 [FITNESS PROGRESS CHART
2 Date Weight Chest Waist Hips Forearm
3 5/3/13 140 32 31 40 11.5
4 |5/11/13 140 32 31 39.5 11.5

Y ou can aso use the Increase Font Size and Decr ease Font Size commands, or enter a custom font size using

the keyboard.
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How to change the font

By default, the font of each new workbook is set to Calibri. However, Excel offers many other fonts that you
can use to customize the text in your cells. The example below will format the header cell to help distinguish it
from the rest of the worksheet.

1. Select the cell(s) you want to modify.

A B C D

1 |FITNESS:PROGRESS

2 Date Weight Chest Waist
3 5/3/13 140 32 31
4 |5/11/13 140 32 31

2. Onthe Hometab, click the drop-down arrow next to the Font command , then select your desired font. For
example, we would choose Century Gothic.
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3. The text will change to the selected font.

C D

1 |FITNESS PROGRE

2 Date Weight Chest Waist
3 5/3/13 140 32 31
4 |5/11/13 140 32 31

When creating workbooks at work, you'll want to choose afont that's easy to read. Along with Calibri, standard
readabl e fonts include Cambria, Times New Roman, and Arial.

How to change the font color

1. Select the cell(s) you want to modify.

C D E

+ |FITNESSePROGRESS

2 Date Weight Chest Waist Hips
3 5/3/13 140 32 31 40
4 |5/11/13 140 32 31 39.5

2. Onthe Hometab, click the drop-down arrow next to the Font command , then select your desired font color.
For example, we will choose green.
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3. The text will change to the selected font color.

C D E

1 |FITNESS PROGRESS

2 Date Weight Chest Waist Hips
3 5/3/13 140 32 31 40
4 5/11/13 140 32 31 39.5

Select More Colors at the bottom of the menu to access additional color options. The example has changed the
font color to bright pink.
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Usethebold, italic, and underline commands.

1. Select the cell(s) you want to modify.

C D E

1 | FITNESS:PROGRESS

2 Date Weight Chest Waist Hips
3 5/3/13 140 32 31 40
4 |5/11/13 140 32 31 39.5

2. Click the bold (B ), italic (I ), or underline ( U ) command on the Home tab. The example will bold the
selected cells.
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3. The selected style will be applied to the text.

C D

1 |FITNESS PROGRESS

2 |Date Weight Chest Waist Hips
3 |5/3/13 140 32 31 40
4 5/11/13 140 32 31 39.5

You can aso press Ctrl + B on your keyboard to bold the selected text, Ctrl + | to apply italics, and Ctrl + U to
apply an underscore.

Cell border and background color

Cell borders and background colors allow you to create clear and defined boundaries for different sections of a
worksheet. Below, the example will add cell borders and background colors to header cells to help distinguish
them from the rest of the worksheet.

How to add a background color

1. Select the cell(s) you want to modify.



A B C D E F G H |

FITNESS PROGRESS CHART

1
2 |Date ‘Weight ‘Chest |Waist ‘Hips ‘Forearm ‘Estimated Lean Body Estimated Body Fat Estimated Bod\:{}Fat %
3 |5/3/13 140 32 31 40 11.5 103.8 36.2 0.259
4 |5/11/13 140 32 31 39.5 11.5 103.9 36.1 0.258
5_5/19/13 139 32 31 39.5 115 103.2 35.8 0.258
6 |5/26/13 138 31 30 39 11 103.4 35.6 0.256
776/1/13 138 31 30 39 11 103.4 35.6 0.256

2. Onthe Hometab, click the drop-down arrow next to the Fill Color command , then select the background
color you want to use. For example, we will choose dark gray.
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3. The selected background color will appear in the selected cells. The example also changed the font color to
white to make it easier to read with this new background color.
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FITNESS PROGRESS CHART

Weight Chest Waist i Forearm Estimated Lean Body Estimated Body Fat Estimated Body Fat %
5/3/13 140 32 31 40 11.5 103.8 36.2 0.259
140 32 31 39.5 11.5 103.9 36.1 0.258
5/19/13 139 32 31 39.5 115 103.2 35.8 0.258
5/26/13 138 31 30 39 11 103.4 35.6 0.256
6/1/13 138 31 30 39 11 103.4 35.6 0.256
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How to add a border

1. Select the cell(s) you want to modify.



A B C D E F G H |

1 [FITNESS PROGRESS CHART

Pl Date Weight Chest Waist Hips Forearm Estimated Lean Body Estimated Body Fat Estimated Body Fat %
3 |5/3/13 140 32 31 40 11.5 103.8 36.2 0.259

4 |5/11/13 140 32 31 39.5 11.5 103.9 36.1 0.258

5 [5/19/13 139 32 31 39.5 pIMIRS) 103.2 35.8 0.258

6 |5/26/13 138 31 30 39 11 103.4 35.6 0.256

7 |6/1/13 138 gl 30 39 11 103.4 35.6 0.256

2. Onthe Hometab, click the drop-down arrow next to the Bor der s command , then select the border style you
want to use. For example, we will select to display All Borders.
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3. The selected border style will appear.
A i B Il S 1 D Il E Il F Il G Il H Il ! i\
1 [FITNESS PROGRESS CHART
£l Date Weight Chest Waist Hips Forearm Estimated Lean Body Estimated Body Fat Estimated Body Fat %
3 |5/3/13 |140 32 31 40 115 103.8 36.2 0.259
4 |5/11/13 |140 32 31 39.5 11.5 103.9 36.1 0.258
5 |5/19/13 [139 32 31 39.5 11.5 103.2 35.8 0.258
6 |5/26/13 |138 31 30 39 11 103.4 35.6 0.256
7 |6/1/13 [138 31 30 39 11 103.4 35.6 0.256

Y ou can draw borders and change their style and color using the Draw Bor der stool at the bottom of the
Borders drop-down menu .
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Cdll type

Instead of manually formatting cells, you can use Excel's pre-designed styles. Cell styles are aquick way to
include professional formatting for different parts of aworkbook, such as the title and header.

How to apply cell type

This example will apply anew cell styleto the existing title and header cells.

1. Select the cell(s) you want to modify.

A B C D E F G H |

FITNESS PROGRESS CHART

4
2 Weight Chest Waist Hips Forearm Estimated Lean Body Estimated Body Fat Estimated Body Fat %
3 |5/3/13 |140 32 31 40 11.5 103.8 36.2 0.259

4 |5/11/13 |140 32 31 39.5 11.5 103.9 36.1 0.258

5 [5/19/13 (139 32 31 39.5 11.5 103.2 35.8 0.258

6 |5/26/13 |138 31 30 39 11 103.4 35.6 0.256

7 |6/1/13 |138 gl 30 39 11 103.4 35.6 0.256 <

2. Click the Céll Styles command on the Hometab , then select your desired style from the drop-down menu.
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Applying cell styleswill override all existing formatting except for text alignment. Y ou may not want to use cell
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1
2 Weight Chest Waist Hips Forearm Estimated Lean Body Estimated Body Fat Estimated Body Fat %
3 |5/3/13 [140 32 31 40 15 103.8 36.2 0.259
4 |5/11/13 |140 32 31 395 11.5 103.9 36.1 0.258
5 |5/19/13 [139 32 31 39.5 11.5 103.2 35.8 0.258
6 |5/26/13 |138 31 30 39 11 103.4 35.6 0.256
7 |6/1/13 [138 31 30 39 11 103.4 35.6 0.256

stylesif you have aready added alot of formatting to your workbook.

Text alignment

By default, any text entered into a spreadsheet will be aligned to the bottom left of the cell, while numbers will
be aligned to the bottom right. Changing the cell alignment allows you to choose how content is displayed in any

cell, which can make your content easier to read.

o,k wdE

How to change the horizontal text alignment

The example below will modify the alignment of the header cell to better distinguish it from the rest of the
worksheet.

1. Select the cell(s) you want to modify.

L eft Align : Align the content to the left border of the cell.
Center Align : Alignsthe content equally from the left and right borders of the cell.
Right Align : Align the content to the right border of the cell.
Top Align : Align the content to the top border of the cell.

Middle Align : Aligns the content equally from the top and bottom borders of the cell.
Bottom Align : Align the content to the bottom border of the cell.
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2. Select one of the three horizontal alignment commands on the Home tab. For example, we would select

Center Align .

3. The text will be redesigned.
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How to change the vertical alignment of text

1. Select the cell(s) you want to modify.

A

1

2 Date  Weight Chest Waist Hips Forearm Estimated Lean Body Estimated Body Fat Estimated Body Fat %
3 | 5/3/13 140 32 31 40 11.5 103.8 36.2 0.259

4 | 5/11/13 140 32 31 39.5 11.5 103.9 36.1 0.258

5 | 5/19/13 139 32 31 39.5 11.5 103.2 35.8 0.258

6 | 5/26/13 138 31 30 39 11 103.4 35.6 0.256

7 | 6/1/13 138 31 30 39 11 103.4 35.6 0.256
AR B c D E F G H | |

ps Forearm Estimated Lean Body

FITNESS PROGRESS CHART

Estimated Body Fat

Estimated Body Fat ¢

2. Select one of the three vertical alignment commands on the Home tab. For example, we would select Middle

Align.
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3. The text will be readjusted.
A B C D E F G H |

1 FITNESS PROGRESS CHART

2 Weight Chest  Waist Hips  Forearm Estimated Lean Body Estimated Body Fat Estimated Body Fat %
3 | 5/3/13 140 32 31 40 11.5 103.8 36.2 0.259

4 5/11/13 140 32 31 395 115 103.9 36.1 0.258

5 | 5/19/13 139 32 31 39.5 11.5 103.2 358 0.258

6 | 5/26/13 138 31 30 39 11 103.4 35.6 0.256

7 | 6/1/13 138 31 30 39 11 103.4 35.6 0.256

Y ou can apply both vertical and horizontal alignment settings to any cell.

Format Painter

If you want to copy formatting from one cell to another, you can use the Format Painter command on the
Home tab. When you click Format Painter , it will copy all the formatting from the selected cell. Then, you
can click and drag it to any cell where you want to paste the formatting.
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Y ou finished reading the article "Excel 2019 (Part 6): Formatting Cells" edited by the TipsM ake team. We
hope this article has provided you with many useful tech tips and tricks. Y ou can search for similar articles on
tips and guides. Thank you for reading and for following us regularly.
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