By Nate Moore, CPA, MBA, CMPE

onditional formatting is a powerful tool built into Excel

that allows you to automatically format cells based

on their contents. Use conditional formatting to high-
light all of the cells greater than 100, all of the cells with
dates in the past week, or all cells in the top 20% of a range
of cells. Conditional formatting can help you design dash-
boards with colors, icons, and data bars, and it can also help
you quickly analyze a new set of data to focus on what is
most important. To follow along with the data in this example,
look for the download link with the article at mooresolu-

tionsinc.com/articles.php.

Highlight Cells Rules

Conditional formatting is such a popular Excel tool that
you'll find it in the middle of the “Home” tab on the Ribbon,
as shown in Figure 1. To conditionally format cells, select
the cells you want to format and choose “Conditional
Formatting” from the “Home” tab. To follow along with the
example, open the ConditionalFormattingSample spread-
sheet, click on the “Practice” tab, highlight cells B7 through
E11, and click “Conditional Formatting.” Choose the first
option, “Highlight Cells Rules,” and while still in the drop-
down menu, hover over to the right to select “Greater Than,”
as shown in Figure 2.

Conditional formatting has two parts: the rule and the
format. The rule determines which cells Excel will format,
and the format determines how those cells are formatted.
You will see both the rule and the format when you select
“Greater Than,” as shown in Figure 3. In this example, the
rule is shown under “Format cells that are GREATER THAN.”
Change this number to 700000. The format is set to “Light
Red Fill with Dark Red Text.” Click the drop down arrow to
the right of “Light Red Fill with Dark Red Text” and choose
“Custom Format.” Your screen should look like Figure 4.
Click on the “Fill” tab and choose the middle purple option,
as shown in Figure 5. Click OK twice and your screen should
look like Figure 6.

Notice what Excel did when we set the conditional
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Conditional Formatting

formatting rule. Excel immediately highlighted all of the
cells in the range we initially selected that are greater than
$700,000, which is the rule for this conditional formatting
example. The format for this example is to make the back-
ground fill color purple. We controlled how cells matching
the rule were displayed with the “Format Cells” window.
Try changing one of the cells that is less than $700,000
to a number that is greater than $700,000, and vice versa.
Notice how Excel immediately either adds or takes away
the purple fill, as appropriate.

Formatting Options

Undo your changes (Ctrl-Z) and repeat the example. Notice
all of the formatting options you have after clicking the drop
down arrow to the right of “Light Red Fill with Dark Red Text”
and choosing “Custom Format.” On the “Number” tab (Figure
7), you can change the number format of cells you condi-
tionally format. For example, you can add pennies, change
the date format, or change the way the number is displayed.

The “Font” tab (Figure 8) applies single or double under-
lines, makes the font bold or italic, and changes the font
color. The “Border” tab (Figure 9) adds colored borders
around the cells you want to emphasize. The “Fill” tab
(Figure 10) changes the background color as we did in our
original example. You can also apply fill effects, a gradient
effect in a variety of styles and colors, and patterns in a
variety of styles and colors from this tab.

Excel offers a wide variety of ways to highlight critical
data. You might find it helpful to change more than just
color (bold, italic, border size, etc.) so that users who are
color blind can still recognize your formatting emphasis.

Practice

Now that you are more familiar with conditional formatting,
there are several examples in the ConditionalFormat-
tingSample spreadsheet to work on. The “Practice” tab
does not have any conditional formatting. The “Answers”
tab has the conditional formatting applied so that you can
check your work. All of the examples can be solved using

“Highlight Cells” rules. (continued on page 46)



QHI]

I o [ oo ramis v RedenView oeoper poweivet N\

[ﬂu:x. Calibri u AN ==l e ‘=‘erolm Custom E E ;g- ;‘ ;

Paste o Fomat BZU- H- O-A- EEE FF HMegeacente~ $-% > W cmm: ':‘wc:“ Insert mm,n 2
Clipboard 5 Font 5 Alignment 5 Number & Styles Cells ‘

SOFTWARE -

[

= 3

Format  Cell
as Table ~ Styles ~

T B i

Insert Delete Format ‘

- -

X Auto

@] Fin -
2 Cleal

e

@ Clear Rules
@ Manage Rules...

More Rules...

with |Light Red Fil with Dark Red Text [

o ][ coneel |




oacd - ¥ || HIGHLIGHT ALL CELLS GREATER THAN $700,000

[ Mumber [ Font [ Border | Fil | ANNUAL COLLECTIONS
Background Colr: Pattern Colr: 2009 2010 2011 2012
( o Color ) [ womc  [g] Dr. Seascapes [$760,306. 9755741 5568,806 $611,787
| (NONEEEEEE T'"’" ste: 5 ! Dr. Fog $582,835 $661,624 $568,102 $678,668
ONEEEONOEEO Dr. Water Lilies $660,044 $546,422
Cmmmen E‘EE = Dr. Grain Stacks $626,294 $510,872 $525,269
EEEEEN = Dr. Train Stations $693,234 $652,998 $651,895
EEEEEEEEEN
BN EEEEEN
[ Fileffects... | | more cdors.. |
FIGURE 7
[ !
I Format £
Number | Font | Border | Fil |
! '
! Category:
| [ ] Generdl a| [Sample
Currency

General format cells have no specific number format.

Strikethrough
"] Superscript AaBbCcYyZz |
[] subscript

For Conditional Formatting you can set Font Style, Underline, Color, and Strikethrough.

NE @ 8§




SOFTWARE

rormat s N --lMES | | ;G141 |GHT ALL CELLS WITHIN 10% OF BUDGET
BUDGETS WITH VARIANCE

Background Color: Pattern Color: Budget  Actual  Variance

i oy I Automatic E Medical Supplies $458,914 $368,508 -20%

E EEEEEEE pattern Style: Salaries and Wages $871,160 $987,895 13%

E] Rent $168,378 $150,698 -11%

omgE0oooon utilities $ 84,319 $ 98,147 16%

g : E : E E % E S % CPAinanAlohaShit $ 8,095 $ 7,366 -9%
FEEEEEEEEN
AEEEEEEEEN
S EEEEnN
|

HIGHLIGHT 5'S IN GREEN
Sample HIGHLIGHT 1'S IN RED
PATIENT SATISFACTION SURVEY
Last Month This Year
Question 1 5
Clea Question 2 4 2
Question 3 4 4
[ o ][ cancel Question 4 1 2
Question 5 1 2
Question 6 4 5
Question 7 3 5
Question 9 5 2
|HIGHLIGHT ALL DATES WITHIN THE PAST WEEK Question 10 = 2
DATE OF NEXT PRESCRIPTION RENEWAL
Patient Expire Date
Sendai 8/27/2012
Kuji 9/5/2012
Rikuzentakata
Miyako 9/11/2012
Otsuchi 8/28/2012 = e
i ; d p3
Yamada 8/26/2012 it (el = ]
Namie 8/30/2012 Select a Rule Type:
Soma 9/6/2012 » Format all cells based on their values
Minamisoma 9/18/2012 D e T
Onagawa 9/7/2012 » Format only top or bottom ranked values
Fukushima » Format only values that are above or below average
» Format only unique or duplicate values

» Use a formula to determine which cells to format

M j [ e Rade Descripton:

Format only cells with:
Feonditional Forgagiina SRR . (2] = || |Cell value [+] |oreater than [+] |=700000
_—b
Show formatting rules for: | current Selection [+]
S e ] i oo [
Rule (applied in order shown)  Format Applies to Stop If True +

Cellvalue >700000 || /AaBbCCYyZz || | =sos7:sesit ] [ ox |

[ o ] sosly

THE JOURNAL OF THE HEALTHCARE BILLING AND MANAGEMENT ASSOCIATION 45



(Conditional Formatting continued)

“Budgets with Variance” needs cells D19 through D23 to
change to an orange background fill if the value of the cells
is between -.1 and .1, as shown in Figure 11. Hint: Try using
the “Between Highlight Cells” rule.

“Patient Satisfaction Survey” needs cells B29 through
C38 to change to a bold green font color for 5s and a bold
red font color for 1s, as shown in Figure 12. Hint: You can
apply more than one conditional formatting rule to the same
cell. Try using the “Equal to Highlight Cells” rule.

The “Date of Next Prescription Renewal” report needs
cells 17 to 118 to change to a combination blue-white
gradient if the date is within the past seven days, as
shown in Figure 13. Hint: Try using “A Date Occurring
Highlight Cells” rule. To format the gradient, the text is
in italics and the fill gradient comes from the “Fill Effects”
button on the “Fill” tab.

If you would like to see the conditional formatting rules
and formats applied to a cell or range of cells, highlight the
cells with the formatting and from the “Conditional
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Formatting” menu on the ribbon, then choose “Manage
Rules.” The Conditional Formatting Rules Manager will
appear, as shown in Figure 14. Click the rule you want to
understand, and then click “Edit Rule.” The Edit Formatting
Rule window, shown in Figure 15, will show you the rule
type, description, and format. You can easily change any
of those options to meet your needs.

Conditional formatting is a great way to create dashboards,
highlight reports, and quickly understand new data. To learn
more about conditional formatting, watch the free playlist
for conditional formatting, Excel Videos 34 — 60, at moores-
olutionsinc.com/videos.php. ®

Nate Moore, CPA, MBA, CMPE speaks, consults, records, and
writes about Microsoft Excel and data mining in medical practices
throughout the country. His free Excel Videos have been viewed
almost 200,000 times and are available at
mooresolutionsinc.com. Like PivotTableGuy on Facebook and
follow PivotTableGuy on Twitter to be notified each time a new
Excel Video is released.



