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Instructions on how to format datain Excel 2013. 1. Format text. 1.1 Font format, type, font size: - Select the
datato format - Home - Font - quickly select the font, font size, type as shown: Where: + B (Bold): type c

The following article details you how to format datain Excel 2013.

1. Format text.

1.1 Font format, type, font size:

- Select the data to format -> Home -> Font -> quickly select the font, font size, type as shown:
Inside:

+ B (Bold): bold type.

+ 1 (Italic): italic type.

+ U (Underline): underlined font
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- Or to detail Font dialog box, click the arrow below Font -> Format Cells dialog box appears, select the format
for the text -> click OK to finish.
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1.2 Border format, text color.

1.2.1 Select text color and background color:

- Select the text areato create colors -> Click Home -> Font -> select the Font Color icon -> dialog box appears
-> choose the color for text:
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- Select background color for text:

Select the text area to create background color -> Click Home -> Font -> select the Fill Color icon -> dialog
box appears -> select the color as the background color for the text:
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- Result:

C

D

Danh sach nhan vién ban hang

Excel.net.vn

1.1.2 Create bordersfor text:

Click Home -> Font -> select Border icon -> dialog box appears -> choose the border style for the text:
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- The result of the entire text has been created contour:

- If you want to create a border as you like Click Home -> Font -> select Border icon -> dialog box appears ->

MoreBorder:
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- The dialog box appears selecting the type of border, colors as shown -> click OK:
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The selected border style can be applied by dicking the presets, preview diagram or the buttons
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2. Align, customize position, text direction.

2.1 Alignments.

- Select text areato be aligned -> Click Home -> Alignment -> choose alignment:

: Alignsthe left.



: Align justify sides.



: Right alignment.
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2.2 Customize text position in cell.

- If the data cell istoo wide for the text to align the text so that it isin the middle and proportional to the data cell
-> align the position of the text in the cell, there are options such as the figure:

: The order inturn is: Align the text adjacent to the top of the cell (top), center the cell, and the text position at
the end of the cell.



H - ¢ = Bookl?2 - Excel ? H - O X
| HOME | INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW N
&D X Talll=] % ) Conditional Formatting ~ &
Pacte E‘@ § Font JAlignment] Mumber GFurmatasTablev Cells | Editing
. ¥ - | [ cellstyles~ = =
Clipboard & Styles A
B& - %Wrap Text &
A g—- = = € = = Merge & Center E F [«
3 s Alignment ) hé‘ng
. [ Middle Align
I Align text so that it is centered
5 Tén N! betweenthetop and bottorn of the  worn~| Doanh thy
cell. L L
‘ M 12/1/2016 245 67800000
6 »
;| |Manh Cuong 5/1/2016 267 | 56700000
i Oanh Thu 1/2/2016 125 56790000
o | |Phan Héng 2/2/2016 126 | 49420000
0| |Thulan 12/1/2016 268 | 43915000
1| Manh Cudng 12/1/2016 123 38410000
12| Manh Cudng 2/3/2016 643 32905000
« » .| sheett | DS Nhanvién | QThuThuatPhanMem vn

- Or you can align in the Format Cellsdialog box :
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- Click OK to get the results: The text in the middle of the cell is very balanced.
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2.3. Customize thetext direction.

- Select the text to create text direction -> Click Home -> Alignment -> Orientation -> select text direction as
required.
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- Or change the text direction in the Format Cells dialog box in the Alignment tab :
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- Results after creating the letter direction:
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3. Format the data type.

- For example, you want to format the column number data type to date data type:

B& ™ [ fe || PhanHang & v
A B & E | ER| -
3 Danh sach nhan vién bah hang
a Excel.net.vn
5 Téen NV Ngay ban _{ $6 lwon~{ Doanh thy_
Phan Hdng 12/1/2016 245 67800000
6
;, Manh Cudng 5/1/2016 267 56700000
s Oanh Thu 1/2/2016 125 56790000
5 Phan Hdng 2/2/2016 126 49420000
- Thu Lan 12/1/2016 268 43915000
11 Manh Cudng 12/1/2016 123 38410000
12 Manh Cudng 2/3/2016 643 32905000 -
.| sween | psnwanvie | qThyThuatPhanMem.vn

H M -——+ 100%

- Right-click the column of quantities -> Format Cells:
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- The Format Cells dialog box appearsin the Number tab, selecting the Date data type .
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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 far the
operating system. Formats without an asterisk are not affected bywgperating system settings.




- Result of the column of the converted date data type:
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The above is adetailed guide on how to format datain Excel 2013.
Good luck!

Y ou finished reading the article "Instructions on how to format 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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