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TOPIC C
Apply Number Formats
Numeric data comes in all shapes and sizes. People who work with data in Excel worksheets will,
naturally, need to express and work with that numeric data in a variety of ways. For example, an
accountant may want all numbers to appear with a dollar sign, or other currency symbol, and only
show two decimal places. An engineer may need to work with far more decimal places to achieve a
higher level of accuracy for sensitive calculations. Someone who manages a team of people and is in
charge of work schedules and coordinating paid leave will need to be able to work with dates and
times.
Excel 2013 provides an almost staggering array of options when it comes to expressing numeric
values. In order for a spreadsheet application to be truly effective, it must be able to display, and
perform calculations on, numeric values in a variety of ways. One of the truly powerful features of
Excel is its ability to do just that. By understanding how these different number formats work, and
by knowing how and when to apply them, you'll give yourself the flexibility needed to work with and
analyze all of your numeric data.

Number Formats
Number formats change the display of numeric data in Excel worksheets. By applying number
formatting to your worksheet cells, you can control the display of such items as currency figures,
dates and times, fractions, decimal places, and negative numbers. It's important to remember that, as
with much of what is displayed in worksheet cells, number formatting affects only how data is
displayed, not what data is actually stored in the cells. Excel 2013 includes a variety of preset number
formatting options and provides you with the ability to create custom number formats. You can
access all of the number formatting options on the Number tab of the Format Cells dialog box.
Additionally, you can format cells by using the default settings for any of the number format
categories by selecting the desired format category from the Number Format drop-down menu in
the Number group on the HOME tab.
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Figure 4-15: Various number formats applied to worksheet cells.

Number Format Categories
Excel 2013's number formatting options are arranged by categories, which are grouped according to
function, for ease of use. The following table describes the various number formatting categories as
displayed on the Number tab in the Format Cells dialog box.

Note: The quick-access number formats that are available from the Number Format drop-
down menu are arranged in a slightly different configuration of categories.

Number Format
Category

Enables You To

General Display numeric data in cells exactly as you enter it. This is the default
number formatting in Excel worksheets and, essentially, applies no
specific number formatting to your data.

Number Control how many decimal places are displayed, how negative numbers
are displayed, and whether or not Excel uses commas to separate degrees
of 1,000.

Currency Control how many decimal places are displayed, whether or not to
display currency symbols, and how Excel displays negative numbers.

Accounting Control how many decimal places are displayed and whether or not to
display currency symbols.

Date Display dates by using a variety of long and short date formats. Excel
uses serial numbers to represent specific dates (0 represents Dec. 31,
1899; every subsequent number represents the number of days that have
passed since then). This is how Excel is able to apply a variety of date
formats to dates in your worksheets (the underlying serial number
remains the same regardless of the formatting).
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Number Format
Category

Enables You To

Time Display times by using a variety of time formats. This can include military
time and whether or not to display AM and PM to distinguish morning
and night time values from each other. Excel uses serial numbers to
represent times much as it does with dates. These numbers represent the
percentage of the day that has passed since midnight.

Percentage Automatically display numeric values as a percentage and control the
number of decimal places that are displayed. Basically, this format
multiplies the cell value by 100 and adds the percent sign.

Fraction Display decimal values as fractions, control how many digits are
displayed in the numerator and the denominator, and round non-whole
number values to the nearest fraction value.

Scientific Display large numeric values in scientific notation and control the
number of decimal places that are displayed.

Text Treat numeric data as textual data. Numbers will be displayed exactly as
you enter them but cannot be used in calculations.

Special Display specific numeric data types, such as phone numbers, Social
Security numbers, and ZIP codes, in the correct format. Special
formatting is also useful for working with lists and database tables.

Custom Specify the exact number formatting you require.

Custom Number Formats
If none of the existing number formatting options fit your particular needs, you can create and apply
custom number formatting. Excel uses strings of code to create number formats. By selecting the
Custom category on the Number tab in the Format Cells dialog box, you can view the code
strings for the predetermined number formats. To create your own custom format, you can start
with one of the existing code strings and modify it to suit your needs. Custom formats are saved
along with the workbook file and will not be available in other workbooks. You cannot delete or
alter the existing, predefined formats; when you create a custom format, you are working with a
copy of the original code.
In the code strings, there is a significant difference between a number sign ( # ) and a zero ( 0 ).
Zeros represent digits that will always appear in cells, even when the value is zero. Number signs
represent numbers that can, but don't have to, appear. For example, consider entering the value
3.1000 in a cell. If the number format applied to the cell has the code string #.####, it will appear
as 3.1. If the code string is #.0000, it will appear as 3.1000. Many other symbols appear as coded to
create monetary formats that show dollar signs, for example, or to display the commas that separate
factors of one thousand.
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Figure 4-16: You can modify the existing number formatting code strings to create custom
number formats.

Note: The full range of options for customizing number formats and in-depth coverage of the
formatting code are beyond the scope of this course. For more information on customizing
number formats, visit office.microsoft.com.

Access the Checklist tile on your LogicalCHOICE course screen for reference
information and job aids on How to Apply Number Formats.
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ACTIVITY 4-3
Applying Number Formats

Before You Begin
The my_sales_data.xlsx workbook file is open.

Scenario
Your sales data worksheet is looking better and better. But you still see opportunities to make it
easier to read. You decide that the worksheet would be easier to interpret if you applied the currency
format to the dollar amounts. Also, you feel that adding the date to the worksheet will help give
meeting attendees a better idea of how current the information is.

1. Format the quarterly and total sales data as currency with no decimal places displayed.
a) Select the range C7:G24.
b) Select HOME→Number→dialog box launcher.
c) In the Format Cells dialog box, ensure that the Number tab is selected.
d) In the Category section, select Currency.
e) Set the Decimal places spin box to 0 and then select OK.

2. Format the remaining sales data as currency with two decimal places displayed.
a) Select the range H7:K24.
b) Select HOME→Number→dialog box launcher.
c) In the Format Cells dialog box, on the Number tab, in the Category section, select Currency.
d) Ensure that the Decimal places spin box is set to 2 and then select OK.
e) Use the Format Cells dialog box to apply the same formatting to the range O7:O9.
f) Adjust the width of column O to accommodate the new formatting.

3. Add the date to the worksheet and apply date formatting to suit your needs.
a) Select cell N1.
b) Enter the current date in the mm/dd/yyyy format, and then press Ctrl+Enter.

Note: Pressing Ctrl+Enter enters the data and keeps the cell as the active cell.

c) Select HOME→Number→dialog box launcher.
d) In the Format Cells dialog box, on the Number tab, in the Category section, ensure that Date is

selected.
e) In the Type list, scroll to the bottom, select 14-Mar-2012, and then select OK.
f) Ensure that Excel applied the date formatting to cell N1.

4. Apply the Percentage number format to the value in cell O2.
a) Select cell O2.
b) Select HOME→Number→dialog box launcher.
c) In the Category section, select Percentage.
d) Change the value in the Decimal places spin box to 0 and select OK.

5. Save the workbook.
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Ensure that students are
using the Format Cells
dialog box to format the
cell in the range O7:O9.
If they use the Format
Painter to copy the
formatting, they will carry
along other, unwanted
formatting.

If the current date
contains a single-digit
month or day, let the
students know that Excel
will drop the leading
zero. For example, it will
appear as 1/1/2014 and
not 01/01/2014.




