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Discovering the underappreciated 
gems within the Excel Ribbons

SPEED UP TASKS, ENHANCE PRESENTATION AND BRING IN ADDITIONAL FEATURES

Lunch and Learn series

John Tennent

Lunch & Learn – The Series

3 Sep

15 Oct

12 Nov

10 Dec

File & Home

Formulas & Data

Insert

Everything else
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File and Home Ribbons

Info option

Format painter
Merger and centre v Centre across selection

Number and date formats
Cell styles
Conditional Formatting

Format Painter

Copies a format 

Double click to repeat – ESC to stop

Stays loyal to row for multiple formats
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Merge & Center (no more!)

Center Across Selection solves all the 
problems of not being able to highlight 
an area that has previously been 
merged.

Found as an option on the Format Cells 
Dialog box as a Horizontal option

Number and Date Formats

Four parts to the number format Positive ; Negative ; Zero ; Text

Bust format for financial reports #,##0_);(#,##0)

For reports in thousands #,##0,_);(#,##0,)

Dates – just a formatted number dd mmm yy

NB formatting can also be applied using the =TEXT(Number,”Format”) function and the 
current date and time is displayed using =NOW()
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Cell Styles

Consistent formatting

One change will change all incidents

Can be used in Management reports to switch from actual numbers to 
whole thousands

Conditional Formatting

Will highlight values and cells based in conditions

Also great for adding Data bars,  Colour Scales, and Icons Sets



03/09/2025

Icons for variances

Add conditional formatting

Show Icon Only to hide 
calculation

40

Icons for variances
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File Info

Copies a format 

Double click to repeat – ESC to stop

File Info

Checks / audits the 
workbook

Pulls out errors

Highlights issues (hidden 
rows / columns)
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File Info

NB always save the Workbook first 
and apply to a separate version

Questions
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