Microsoft Excel 2016
Conditional formatting
[image: image1.jpg]First let's analyze and example
of conditional formatting. Click
Conditional Formatting
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Scroll down or use the Page Down key to navigate this document. 
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The condition is:
“if the word
“Distinction” appears..."
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The format is:
“then the cell should be  zmm
shaded like this.”
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Type the text that is the
condition for the format. In
this case it is the word “Thabo”
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Click the down arrow to
select a format. You can also
customize your own format.
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with Dark Red Text





1.13 

[image: image13.jpg]



1.14 

[image: image14.jpg]R 1 B
. i $ % » 2| Condtons s

F Bueeac $o%0 aa et

fo - e P e
S S S

You can do the same with values...
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Click and drag to select the
cells which are to be formatted
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[image: image18.jpg]ﬁ Type the value that
triggers the format.

In this case 70
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Click the down arrow
to select a format
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Click Custom Format..
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1.22 Click the Green list item
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Lindiwe 67 .

Mary 73 The score 73 is greater

Omar 54

than 70 and the text is
therefore green





