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CHAPTER 5 NUMBER FORMATTING TECHNIQUES 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Having selected a format for your numbers, be it currency, date, 
time or the like, you are then able to select from a range of formats 
within each category. 

You can, for instance, format dates to appear in a short 1/2/08 
format, or in a longer Friday 01 February, 2008 format. With the 
ability to apply a range of formats, you can easily customise your 
worksheets specific to your needs. 

As well as selecting from the default range of formats, you can 
create custom number formats to apply to your data. 

In this session you will: 

 learn how to apply alternate currencies 

 learn how to format dates 

 learn how to format time 

 learn how to create and apply custom number formats. 
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USING ALTERNATE CURRENCIES 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

For Your Reference… 

To use an alternate currency: 

1. Select the cell(s) 

2. On the Home tab, click on the drop arrow  

for Accounting Number Format  and 

select the currency 

Handy to Know… 

 You can select from 390 currency options by 
clicking on the dialog box launcher  for 
the Number group to display the Number 
tab of the Format Cells dialog box. Click on 
Currency or Accounting in Category, then 
click on the drop arrow  for Symbol and 
select an alternate currency. 

2 
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When you apply the Currency or Accounting 
number format to data, Excel will format the 
selected range using the currency format as 
defined in the setup of your computer. So, for 

instance, in Australia, the data will be formatted as 
$ while in the UK, numbers will be formatted as £. 
The currency formats also give you access to other 
alternate currencies such as € (Euro). 
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Try This Yourself: 
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Before starting this exercise 
you MUST open the file 
E820 Number 
Formats_1.xlsx... 

 Ensure that the Global 
Balances worksheet is 
active, then select the range 
B6:H6 

 On the Home tab, click on 

the drop arrow  for 

Accounting Number 

Format  in the Number 

group to display six alternate 
currency formats 

 Click on $ English 
(Australia) 

 Select cells B7:H7 then 
repeat steps 2 and 3 to apply 
£ English (United 
Kingdom) 

 Repeat steps 2 and 3 to 
apply the currencies as 
shown 

 You will need to select $ 
English (Aust), £ English 
(UK), € Euro (€ 123) and ¥ 
Chinese (PRC) 
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FORMATTING DATES 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Try This Yourself: 
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Continue using the previous 
file with this exercise, or open 
the file E820 Number 
Formats_2.xlsx... 

 Click on the Sales Record 
worksheet tab to make it the 
active worksheet 

 The Years Service might 
appear differently than shown 
here as it is a calculated value 
based on the current date... 

 Select the range D4:D13 

 On the Home tab, click on the 
dialog box launcher  for 
the Number group 

 This will display the Number 
tab of the Format Cells dialog 
box... 

 Ensure that Date is selected in 
Category then scroll through 
the Type list to examine the 
available formats 

 Scroll to the top of the Type 
list and click on *14/03/2001 

 Click on [OK] to apply the 
format 

 

For Your Reference… 

To format dates: 

1. Select the cell(s) 

2. Click on the dialog box launcher  for the 
Number group on the Home tab 

3. Click on Date in Category and select a Type 

4.  Click on [OK] 

Handy to Know… 

 Occasionally you might enter a number (e.g. 
12345) and it automatically changes to a 
date. This happens because the cell has 
previously been formatted as a date and 
Excel continues to recognise numbers as a 
date serial number. To display the data as a 

number, change the format to Number. 
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Excel makes intelligent guesses about the type of 
data that you enter into a cell – if you enter 
12/12/08, Excel will apply a date format to that 
cell. Date formats are generally a combination of 

day, month and year with a variety of separating 
symbols. You can apply one of seventeen formats 
provided for you or create your own custom format 
using d for day, m for month or y for year. 
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FORMATTING TIME 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Try This Yourself: 
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 Continue using the previous file 

with this exercise, or open the file 
E820 Number Formats_3.xlsx... 

 On the Timesheets worksheet, 
select the range D4:E13 

 If you type 7:00 into a cell, Excel 
will apply the format shown in the 
formula bar. Let’s apply the Time 
format... 

 Click on the drop arrow  for 

Number Format in the Number 
group and click on Time 

 Click on cell F4 

 Let’s calculate elapsed time... 

 Type =E4-D4 and press  

 Elapsed time requires a custom 
Time format... 

 Click on E4 then click on  for the 
Number group to display the 
Format Cells dialog box 

 Click on Custom in Category, 
click on [h]:mm:ss in Type, then 
click on [OK] 

 Drag the fill handle down from F4 
to F13 to complete the cells 

Now let’s fix the weekly totals... 

 Select cells G4:G13 and repeat 
steps 5 and 6 to format them 

 

For Your Reference… 

To format time: 

1. Select the cell(s) then click on the dialog 
box launcher  for the Number group on 
the Home tab 

2. Click on Time or Custom in Category, 

select a Type and click on [OK] 

Handy to Know… 

 To display just the total hours and minutes of 
elapsed time, without the seconds, select 
[h]:mm:ss in the Format Number dialog 
box, then delete :ss from the code in Type 
and press . 
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There are a number of formats to choose from 
when displaying data as time. The format you 
choose will depend on whether the data needs to 
display in excess of 24 hours – for example, is 

the data a time field in relation to a clock (which 
ranges from 0:00 to 23:59), or is it a total of hours. 
You will need to choose a format dependant on 
how you want to display the data. 
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CREATING CUSTOM FORMATS 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Try This Yourself: 
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Continue using the previous 
file with this exercise, or open 
the file E820 Number 
Formats_4.xlsx... 

 On the Sales Records 
worksheet, select the range 
E4:E13 

 On the Home tab on the 
Ribbon, click on  for the 
Number group to display the 
Format Cells dialog box 

 Click on Custom in Category 

 Double-click on General in the 
Type text box to edit it 

 Type 0.0 “Years” 

 This tells Excel to always 
display a number in the first 
position to the left of the 
decimal point, display one 
decimal place and always add 
the text Years after the value... 

 Click on [OK] to apply the 
custom format 

 You will find that your value for 
years might vary from those 
shown here, because they are 
calculated fields and are 
constantly updated 

 

For Your Reference… 

To create a custom format: 

1. Select the cell(s) 

2. Click on the dialog box launcher  for the 
Number group 

3. Select Custom, type the new format, then 

click on [OK] 

Handy to Know… 

 To find out more about the Custom format 
options, symbols and syntax, search in Excel 
Help using the keywords custom number 

format. 
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Custom formats enable you to set the exact 
appearance that you require for your data. For 
example, you may want to add text to values to 
indicate exactly what the value represents, such 

as kg or lb. You may want to display the name of a 
day, rather than the date. You may want to 
separate the $ from the numbers by one space. 
These can all be achieved using custom formats. 
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NOTES: 
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