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Microsoft Excel 2007 has made changing and updating the look of spreadsheets easier than ever before.  

In addition to all the standard formatting tools available in previous versions, Excel has now made many 

features more easily accessible and added some others. 

Formatting Cells 

Change Font Type 
1. Select the cell(s) you would like to change. 

2. Activate the Home Ribbon 

3. Click the Font dropdown menu on the Font group. 

4. Drag down to the font type you would like to apply.  

NOTE: Notice how the selected text changes as you run your mouse over the various fonts, this 

is called live preview, it is a new feature in 2007. 

5. Click the desired font. 

6. Your text will immediately change to reflect the modification.  

Change Font Size 

In addition to the Grow Font  and Shrink Font  buttons, which let you increase and decrease the 

size of selected text incrementally, you can also change size using the size drop down. 

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

2. Activate the Home Ribbon 

3. Click the size dropdown menu on the Font group. 

4. Drag down to the size font you would like to use. 

NOTE: Notice how the selected text changes as you run your mouse over the various sizes, this is 

called live preview, it is a feature in 2007. 

5. Click the desired size 

6. Your text will immediately change to reflect the modification. 

Apply Font Effects  
Effects are located on the Home Ribbon under the Font Group. 

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

2. Run your mouse over each button to get a description of the command and how it will affect the 

selected text. 
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3. Click the button that corresponds to the type of effect you would like to apply.   

4. Your text will immediately change to reflect the modification. 

Change Font Color  
1. Select the cell(s) you want to change. 

2. Activate the Home Ribbon 

3. Click the font color button on the Font group.  

4. Select the color for the font. 

NOTE:  If you don’t see a color you like, drag down to “more colors.”  The Colors dialog box will 

appear, click the color from the palette you would like to use and click OK. 

Change Cell Border 
1. Select the cell(s) you want to change. 

2. Activate the Home Ribbon 

3. Click the Border button on the Font group. 

4. Click the appropriate command for your border needs 

a. Option 1: (Under the Borders Heading) - Immediately apply 

the specified border to the selected cells. 

b. Option 2: (Under the Draw Borders Heading) -  Allow the user 

to choose the color and style of the border then click on the 

actual spreadsheet to apply.   

Change Cell Background Color  
1. Select the cell(s) you want to change. 

2. Activate the Home Ribbon 

3. Click the fill color button on Font group.  

4. Click on the desired color. 

NOTE:  If you don’t see a color you like, drag down to “more colors.”  The Colors dialog box will 

appear, click the color from the palette you would like to use and click OK. 

5. The cell color will immediately be modified. 
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Vertical Cell Alignment   
1. Select the cell(s) you want to change. 

2. Activate the Home Ribbon 

3. Click one of the vertical alignment buttons (Top, Middle, or Bottom) on the Alignment group. 

4. The data in the cell will immediately be modified. 

Horizontal Cell Alignment  
1. Select the cell(s) you want to change. 

2. Activate the Home Ribbon. 

3. Click one of the horizontal alignment buttons (Left, Center, and Right) on the Alignment group. 

4. The data in the cell will immediately be modified. 

Cell Orientation 
Cell Orientation describes the way data or text is displayed within the cell. 

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

2. Activate the Home Ribbon 

3. Click the Orientation button on the Alignment group 

4. Select one of the available options 

5. The data in the selected cell(s) will immediately be modified.  

Wrap Text 
By default when the data contained in a cell is too large for the size of the cell, the 

data although present will not be visible.  The Wrap Text button allows a user to 

wrap the text to a new line, thereby increasing the row height and allowing the 

entire piece of data to be visible.  

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

2. Activate the Home Ribbon.  

3. Click the Wrap Text button on the Alignment group 

4. The data in the cell will continue onto subsequent lines 
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Merge and Center 
Merging cells takes several individual cells and forms them into one cell.  It is most often used to change 

the size of an individual cell, without changing an entire row or column.   

1. Select the cells to merge. 

2. Activate the Home Ribbon 

3. Click the Merge and Center  drop down on the Alignment group 

4. Select the appropriate action. 

a. Merge & Center: This command consolidates all selected cells into one big cell and 

centers any data contained in the cell. 

b. Merge Across: This command consolidates each row of selected cells into one wide cell 

per row. 

c. Merge Cells: This command consolidates all selected cells into one big cell. 

d. Unmerge Cells: This command returns cells to their original size and number. 

5. The selected cells will be modified immediately 

Number Formats 
Excel 2007 not only gives you a variety of options for formatting the size, shape and 

color of cells, but it also allows you to quickly format the data within those cells.  The 

Number group on the Home Ribbon offers several options for formatting data. 

1. Select the cell(s) to modify. 

2. Activate the Home Ribbon 

3. Click the buttons provided to format data as currency, a percent or apply a 

comma.  The dropdown menu can also be used to apply more specific types of 

formatting, like date, time, or fraction. 

4. The selected cells will be modified immediately 

 

Format Cells Dialog Box 
Many of the actions that can perform by using commands on 

the ribbon can also be done by launching a dialog box.  Using 

the dialog box allows the user to complete more complex 

formatting changes all in the same place and apply them all 

at the same time. 
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1. Select cell(s) to modify. 

2. Activate the Home Ribbon 

3. Click the Dialog Box Launcher found in the Font group.  

4. The “Format Cells” dialog box will appear.  Click the appropriate tab at the top to modify various 

properties of the cell(s). 

Modify Column Width and Row Height 
Cells can also be formatted by changing the size.  Occasionally the information contained in a set of cells 

requires the row or column to be larger or smaller.  For example, a column containing a persons street 

address will need to be longer than the column containing their zip code.  There are several methods 

that can be used to resize rows and columns. 

Method #1 
1. Place the mouse pointer on the right border (bottom border 

for rows) in the heading area of the column or row to 

enlarge or shrink.  In the picture at right, column B is being 

modified. 

2. The cursor will turn into a double pointed arrow. 

3. Click and drag to resize the column. 

Note: if you use the method above and double click the heading border, the column or row will 

resize to accommodate the largest piece of data. 

Method #3 ɀ  
1. Activate a cell within the row or column to resize.  

2. Click the Home Ribbon 

3. Click the Format button in the Cells Group 

4. Select the desired option 

a. Row Height: a dialog box appears in which an exact height can be 

entered. 

b. AutoFit Row Height: Automatically adjusts the row height to 

accommodate the largest piece of data 

c. Column Width: a dialog box appears in which an exact width can be measured. 

d. AutoFit Row Width: Automatically adjusts the column width to accommodate the cell 

with the largest amount of data 

e. Default Width: allows the user to determine the default width of rows for an entire 

sheet. 
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Hide Rows or Columns 
Occasionally you may want to view or print a spreadsheet and 

not display all the information contained.   For example, a 

summary spreadsheet containing budget information should 

include the total amount spent on employee wages, but you 

may not wish to include the column of individual wages in the 

printed copy.    

1. Activate a cell in the row or column that needs to be 

hidden. 

2. Activate the Home Ribbon 

3. Click the “Format” button on the Cells group.  

4. Click “Hide and Unhide” 

5. Click the appropriate option. 

Unhide Rows or Columns 
1. Activate cells on both sides of a hidden row or column. 

2. Activate the Home Ribbon 

3. Click the “Format” button on the Cells group 

4. Click “Hide and Unhide” 

5. Click the appropriate option. 

Note: Rows and Columns can also be hidden by clicking on the row or column label, notice that ALL of 

the cells in that row or column are selected.  Right click the selected cells and choose Hide.  In a similar 

fashion, select the row or columns on both sides of a hidden column and right click to unhide. 

Conditional Formatting 
Conditional formatting is a great way to automatically format cells according to the piece of data 

contained in the cell.   

Rules 
This type of conditional formatting allows the user to set up certain criteria; 

cells are then formatted to highlight those criteria.  For example, a student 

payroll supervisor may want to identify the five students that work the most 

hours in a pay period.  Instead of viewing each cell one by one, the supervisor 

can use conditional formatting to quickly locate the highest five numbers in the 

selected area. 

1. Select the cells to evaluate. 

2. Activate the Home Ribbon. 

3. Click the Conditional Formatting button on the Styles group. 

4. Choose one of the rule  options 
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a. Highlight Cells Rules: Click one of the options available to format the appropriate cells.  

Examples: Greater Than, Less Than, Cell contains, etc. 

b. Top/Bottom Rules: Click one of the options available to format the appropriate cells.  

Example: Top Ten Items, Above Average, Below Average 

5. When a rule is selected a dialog box will appear requesting specific 

information regarding that option.  Use the roll box to choose exact 

information to highlight and how the cells that fit that criterion 

should be formatted. 

6.  Click OK 

7. The cells that meet the desired criteria will be formatted 

appropriately. 

Data Bars 
Data bars automatically fill the cell with a gradient color according to the cell value.    It acts as a visual 

representation of the number in the cell. 

1. Select the cells to apply formatting 

2. Activate the Home Ribbon. 

3. Click “Conditional Formatting’ from the Styles group 

4. Select Data Bars 

5. Click on the color you prefer  

6. Gradient color is automatically applied. 

Color Scales 
Color Scales apply two-color or three-color formats according to cell value.   It acts as a visual 

representation of the values in a range of cells. 

1. Select the cells to apply formatting 

2. Activate the Home Ribbon. 

3. Click “Conditional Formatting” from the Styles group 

4. Select Color Scales 

5. Click on the color scheme you prefer 

6. Selected color scheme is immediately applied to cells. 

Icon Sets 
1. Select the cells to apply formatting 

2. Activate the Home Ribbon.  

3. Click “Conditional Formatting” from the Styles group 

4. Select Icon Set 

5. Click on the icon set you prefer 

6. Selected icons are immediately applied to cells. 
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Customizing Conditional Formatting  
If you would like to use other formats other than the ones 

Microsoft provides you can change many aspects of the 

formats. 

1. Select the cells to conditionally format. 

2. Activate the Home Ribbon 

3. Click the “Conditional Formatting” Button on the 

Styles group. 

4. Click “New Rule” 

5. The New Formatting Rule dialog box will appear. 

6. Select a Rule type from the list at the top of the box. 

7. Depending on the rule type chosen, the Rule description will change. 

8. Make  desired formatting changes. 

9. Click OK 

10. Changes will immediately be applied to selected cells that fit the desired criteria. 

Clear Conditional Formatting 
1. Select the cells with Conditional Formatting applied.  

Note:  If a cell does not have visible formatting, a conditional formatting rule could still be 

applied but the value of the cell does not meet the specified criteria.  When clearing make sure 

the select all cells with the rule applied.  

2. Activate the Home Ribbon.  

3. Click “Conditional Formatting” from the Styles group 

4. Select “Clear Rules” 

5. Click an available option 

a. Clear Rules From Selected Cells 

b. Clear Rules from Entire Sheet 

6. Formats will automatically be cleared from desired cells. 

Format as Table 
The Format as Table button is a great way to apply many features and functions to a range of cells all at 

the same time.  The cells can have a variety of formats added as well as applying a filter function.  This 

saves time by quickly formatting  a range of cells so that headings, data and totals are easily separated. 

1. Click in the desired range of cells. 

Note: the range will be a continuous range, any blank rows or columns will not be included in 

the range.    

2. Activate the Home Ribbon 

3. Click the “Format as Table” button in the Styles group 

4. The Table Gallery will appear 

5. Click on the desired set of formats. 
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6. The Format as Table dialog box will appear.  Verify the cells listed are the cells you wish to 

format. 

7. Click OK 

8. Cell formats and an autofilter tool will immediately be applied. 

Working with Tables 
Once a table style has been applied to a range of cells, there are several options for further formatting. 

Table Name 

Excel automatically applies a name to every table created in a worksheet.  Default names are usually 

Table 1, Table 2, etc.  You can change the name of the table by selecting the Table Tools Design Tab (you 

must be in the table to see this tab.  Then click in the Table Name field on the Properties group and 

typing in a new name.  The cells in the table can then all be selected at once using the dropdown in the 

Namebox. 

Resizing Tables 

Table formats will only be applied to a range of cells containing data.  For example, you have rows one 

through ten populated with data.  Formats will only be applied to those ten rows, to extend the 

formatted section into unpopulated rows (or columns), you must resize the table.   

Resize by dragging 

1. Click the handle in the lower right corner of the table. 

2. Drag the handle to expand the table 

3. Release the mouse button when table reaches the desired size. 

Resize using dialog box 

1. Activate the table by clicking a cell within the formatted range. 

2. Activate the Design Ribbon 

3. Click the Resize Table button on the Properties group 

4. Modify the cell references provided to extend the table. 

5. Click OK 

6. Table will extend to include new cells. 

Summarize with Pivot Tables 

Pivot Tables are located on the Table Tools Design Ribbon (you must be within the table to see this tab).  

Pivot Tables help users organize and manipulate data in a variety of ways; they are discussed in greater 

detail in the Tables and Charts workshop. 

Remove Duplicates 

The Remove duplicates button, located on the Table Tools Design Ribbon in the Tools group (you must 

be within the table to see this tab) will do just what it says, it removes duplicate entries from a range of 

cells. 

1. Activate the table by clicking a cell within the formatted range. 

2. Activate the Design Ribbon 
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3. Click the Remove Duplicates button on the 

Tools group. 

4. The Remove Duplicates Dialog Box will 

appear 

5. Excel takes the column headings from the 

worksheet and inserts them into the 

Columns window at the bottom of the 

dialog box.   

6. Click the checkbox adjacent to t the fields 

that Excel should assess when looking for 

duplicates.  For example, if all fields are 

checked, excel will only remove those records or rows that contain the exact same information 

in all fields.  If only Last name is checked, it will keep the first instance of the particular last 

name, but subsequent rows containing that particular last name will be deleted. 

7. Click OK 

8. A Message will appear with notification of how many rows were removed and how many 

remain.  

9. Click OK 

10. Duplicate entries will be deleted. 

Convert to Range 

Click inside the table.  On the Design tab under the Tools group click the Convert to Range button to 

remove the Table feature from the range of cells.  Although formats will remain applied to cells, the 

range will no longer operate as a table (you can not access the Table Design ribbon) and the AutoFilter 

option will be removed. 

Formatting a Table 

Once a range of cells has been formatted as a table it is extremely easy to modify those formats and to 

change the amount of information the table displays.  The entire format scheme can be changed by 

clicking on various formats displayed in the Table Styles group.   Tables can be further customized by 

clicking the check boxes in the Table Style Options group. 

Cell Styles 
Instead of applying several formats to a single 

cell, Excel has included a series of preformatted 

styles.   This allows the user to change the look 

of a cell with a single mouse click. 

1. Activate the cell(s) to format.  

2. Activate the Home ribbon. 

3. Click the Cell Styles button in the Styles 

group. 
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4. Click one of the Styles available.  

5. The Cell will immediately change to reflect the chosen style. 

Creating Custom Cell Style 
The cell styles provided by Microsoft may not always fulfill user needs.  Custom Cell Styles can be 

created and saved so that they can be accessed at any time. 

1. Select a blank, unformatted cell. 

2. Activate the Home Ribbon 

3. Click the Cell Styles button from the Styles group. 

4. Click “New Cell Style” 

5. The Style dialog box will appear. 

6. In the field labeled Style name, type a easily recognizable 

name for the style. 

7. The formats currently applied to the cell are listed below in 

the section labeled “Style Includes.”  An unformatted cell 

was selected so the default cell styles are listed. 

8. Click “Format” to modify current style. 

9. The Format Cells dialog box will appear.  Use the tabs 

provided to modify the cell formats. 

10. When finished adding formats, click OK to close the Format Cells dialog box. 

11. The formats listed in the Style dialog box have now changed to reflect the modifications. 

12. Click OK to Close the Style dialog box. 

Applying Custom Styles 
1. Select the cell(s) in which to apply the custom cell style.  

2. Activate the Home ribbon. 

3. Click the Cell Styles button in the Styles group.  

4. The gallery will appear with a new “Custom” category 

listed. 

5. Click the appropriate custom style to apply it to the 

selected cells. 

Themes 
Themes are similar to styles in a lot of ways, they share the goal of unifying a document into a concise 

set of formats, but there is one major difference.  While styles focus on individual cells, themes are 

meant to control an entire document.  When a theme is used, it affects not only text, but tables, graphic 

objects, text boxes and cover pages. 

Changing Themes in a Document  

1. By default the “Office 2007” theme is applied to all new spreadsheets. 
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2. Whenever appropriate use the styles provided on the Styles group of the Home ribbon. Add any 

text boxes, or graphics that are needed 

3. Activate the Page Layout Ribbon 

4. Click the Themes button in the upper left corner.    

5. Mouse over each theme to see how that partcular theme will look on your document. 

6. Click the Theme that you prefer. 

7. The new theme will be applied to your current spreadsheet 

Modifying components of a theme 

If you like the font of a theme but not the color, the various aspects can easily be modified.   

1. Activate the Page Layout Ribbon 

2. Click the button that corresponds to the formatting aspect you would like to change from the 

Themes group. 

Note: The effects button will let you control how the shapes in charts, SmartArt, and pictures 

appear. 

3. Select the theme that contains the color, font, or effect you want.   

4. Use traditional methods for changing colors within the themes coordinated colors. 

5. Note: In Excel 2007, the font dropdown (located on the home ribbon) contains two sections, one 

holds fonts that coordinate with the theme, the other section contains all fonts. 


