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Note - if you have data in more than one of the cells you are merging, then it will

only keep the data that is in the first left cell. All other data will be deleted.
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Format Cells

Bookl.xdsm - Microsoft Excel

By selecting the ‘More Number Formats...
option, this will allow you to be a lot more
specific in what you want.
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Increase Decimal
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This button is a shortcut to changing the amount of numbers you have in
a cell after the decimal point.
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This button will increase the amount of numbers after the decimal point.
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This button is a shortcut to changing the amount of numbers you have in
a cell after the decimal point.

This button will decrease the amount of numbers after the decimal
point.
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points in a column,
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Currency
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This button is a shortcut to changing the data in a cell to currency.

The drop down button allows you to select the type of currency you
want.

© Maths Kingdom, 2018



Accounting
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Accounting formats line up the currency symbaols and decimal points in a column. |
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Ctrl + #
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Note — it will translate the date into their crgieh (U5 :
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Date formats display date and time serial numbers as date values, Date formats that begin withan |

d Qi [‘|'E|:::|-JI 10 d e octu b-rE d e 2010 asterisk (*) respond to changes in regional date and time settings that are spedified for the
operating system. Formats without an asterisk are not affected by operating system settings.
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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

Note — eaCh Cou nt ry Wi ” CO nta i n d iffe re nt operating system. Formats without an asterisk are not affected by operating system settings.
options.
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Percentage
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Percentage formats multiply the cell value by 100 and displays the result with a percent symbal.
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This button is a shortcut to changing the data in a cell to a percentage.
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Fraction
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If no fraction format is applied to a cell and you type a fraction

such as 1/2, it will be formatted as a date. To display it as a
fraction, apply a Fraction format and then retype the fraction.

Font Border Fill
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Text
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Mumber 50

Currency
Accounting Text format cells are treated as text even when a number is in the cell.

This will have a negative impact on oo To ot sy sty o e
. . Percentage
formulas. It will produce errors in oo
C D
formulas. Numbers should never be o
saved as text.
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Spedal formats are useful for tracking list and database values.
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Category:

Sample
50
Type:

General -
0
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Text #, #850
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2 /3 | £ 20,00 ): [Red] (£, #%0.00)

§#,##0);($#,#+0)
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Type: \ |

Type the number format code, using one of the existing codes as a starting point.

Sample
Sun 10 Jan 10

Type: \ 1
1 ok | cancel

ddd dd mmm yy
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