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Instructions for formatting data in Excel

Excel spreadsheets support avariety of data types for cellsin the worksheet: numeric, percentage, date, time,
fraction, etc., with different data, you should format the data type correctly. for that data box. So when
calculating or processing data

Excel spreadsheets support a variety of data types for cells in the worksheet: numeric, percentage, date, time,
fraction, etc., with different data, you should format the data type correctly. for that data box. Thus when
calculating or processing data will be easier and more accurate.

The default data type in Excel spreadsheetsis aways the General format. Y ou can change the data type format in
Excel with the following steps:

Step 1: Select the data cells to format, then right-click -> Format Cells.
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Step 2: In Format Cells, in the Number tab there are many formats in the Category section .


https://tipsmake.com
https://tipsmake.com/c/application/
https://tipsmake.com/c/office-information/
https://tipsmake.com/instructions-for-formatting-data-in-excel

Furmat Cells

huThuatPhanMem-vn
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Category:
General Sample
Number
Currency
gtizunﬁng General format cells have no spedfic number farmat.
a
Time
Percentage
Fraction
Sdentific
Text
Special
Custom

General: The default default Excel type when you type.
Number: Formats a numeric data format.

Currency and Accounting: isthe format for currency data.
Date: The format for the date data type.

Time: Format the time type for data.

Percentage: Format the percentage type for data.
Fraction: Fractional data format.

Scientific: Abbreviated numeric data format

Text: Typographic data format.

Special: Special dataformat.

Custom: The type of user to format themselves.

Step 3: Format the data according to some commonly used types

- If you format the numeric data, select the Number type in the Category. In the Decimal places section, you

choose the number of digits after the comma, or you want to add the "," as a separator for numbers if they have a
value of thousands of units, then check the box before Use 1000 Sepatator (,). Then click OK .
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Category:

Sample
currency 100,000.00
Accounting
Date

Time
Percentage
Fraction Megative numbers:

SRt -
Text 1,234.10

Special -1,234.10

Custom -1,234.10

Decimal places: |

i

Murber is used for general display of numbers, Currency and Accounting offer specialized
formatting for monetary value.

The result after setting the data as Number.
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General Default
Number 100,000.00
Currency 90.00)
Date 38,260.00
Time 0.99
Percentage 60.00
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- If you want to format the data type of currency, in Format Cells, select Currency in Category. Select the

number of digits after the comma in Decimal places and select the type of the currency symbol for the data in
Symbol and then click OK .
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Category:
General Sample
Number £100,000.00

Currency

Accounting E 22 T ]|
o Decimal places: |2 |

Time Symbl: EI
Percentage
Fraction Megative numbers:

Scientific “&1 23410 =
Text §1,234.10
Special -§1,234,10
Custom -$1,234.10

-

.

Currency formats are used for general monetary values, Use Accounting formats to align decimal

points in a column.
o | | cancel

And the result if choosing the currency type for the data:
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General Default

Number 5100,000.00
Currency £90.00
Date 538,260.00
Time 50.99
Percentage $60.00
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- If you format the date format, then in Format Cells you select Date in Category. Next you choose the date
format in the Type section and then click OK .



Category:

General
Number
Currency

Accountini

Time
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Fraction
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Special
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Sample
30 September 2004

Type:
14/03/2001
14/03/01
147301
14.3.01
2001-03-14
14 March 2001
14 March 2001

I%oml_e_ ﬂ?mﬁqn):
|English (U.K.)

Date formats display date and time serial numbers as date values, Date formats that begin with an
asterisk {*) respond to changes in regional date and time settings that are specified for the
operating system. Formats without an asterisk are not affected by operating system settings.

The result after making the date format.

General
MNumber

Date
Time

Currency

Percentage
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Default
100000
S0
I 30 September 2004]
23:40
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- If you format the data according to the time format, in Format Cells you select the Time type in Category,

select the time format in the Type section and click OK .
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Category:
General Sample
Number 23:40:00
Currency
Accounting Type:
Date

Percentage

Fraction

Sdentific

Text

Special

Custom

L:30:55FM
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Time formats display date and time serial numbers as date values., Time formats that begin with an
asterisk {*) respond to changes in regional date and time settings that are specified for the
operating system. Formats without an asterisk are not affected by operating sy settings.

ok | [ Cancel

After selecting the time format, the results are as follows:
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General Default

Number 100000
Currency 90
Date 30 September 2004
Time | 23:40:00l
Percentage
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- If you format the data as a percentage, in Format Cells, select Percentage in Category and select the number of
digits after the commain Decimal places. Then click OK .
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Category:
General Sample

Number 6000.00%
Currency
Accounting

Date

Decimal places: |2

Fraction
Sdentific
Text
Special
Custom
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Percentage formats multiply the cell value by 100 and displays the result with a percent symbal,

L
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The result will ook like this:
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General Default

Number 100000
Currency S0
Date 30 September 2004
Time 23:40:00
Percentage I 6000.00%l
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With other data types, you aso do the same thing to choose the right data format format that suits the data cell.

So, you already know how to format datain Excel spreadsheets. Good luck!

Y ou finished reading the article "I nstructions for formatting data in Excel" 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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