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Bring your spreadsheets to life with Excel’s most powerful visual automation tool in Conditional Formatting Essentials. This hands-on course shows you
how to highlight trends, exceptions, duplicates, and key thresholds—instantly and automatically. You’ll start with built-in rules that respond to values in
real time, then move into visual tools like data bars, icon sets, and color scales. A core focus is mastering formula-based rules that let you format entire
rows based on conditions—ideal for tracking deadlines, risks, or project milestones. These logic-driven techniques help you transform raw data into
responsive visuals that make trends obvious and decisions faster. You'll also learn to layer rules, manage formatting conflicts, and prepare clean,
professional outputs for sharing. Conditional formatting makes your spreadsheet think visually—changing how it looks as your data evolves. Whether
you’re monitoring performance, auditing compliance, or building dashboards, it delivers instant, insight-rich results. Available in live webinar, on-demand
video, or onsite formats.

WHY CONDITIONAL FORMATTING IS SO POWERFUL... WHY USE IT? Custom CONDITIONAL FORMATTING WITH FORMULAS
e Makes key data points visually obvious without manual review e Use formulas to apply formatting to entire rows based on single or
e Automatically flags risks, deadlines, exceptions, and insights multiple conditions
e Adds visual logic that updates dynamically with your data e Build logic-driven rules that react to values in other columns or same row
e Reduces interpretation time with color-coded intelligence e Apply shading, font color, borders, or patterns when data meets criteria
e Supports better decision-making through built-in prioritization e Create automated alerts for due dates, missing entries, high-risk values,
e Turns static spreadsheets into dynamic business tools or performance targets

e Use AND, OR, nested IFs, and cell references to fine-tune your rule logic

e Dynamically flag rows for visual dashboards, filtered tables, and
o Apply quick, one-click highlight rules like greater than, less than, performance tracking systems

between, and equal to
e Emphasize overdue deadlines, top performers, or critical outliers
e Use rules to detect duplicates, identify high/low values, and spot trends e Create Gantt chart-style timelines with formula rules
e Understand how rules create a visual language for data interpretation e Highlight business-day vs. weekend dates
e Flag rows based on aging or potential problems
o Compare one list against another to find gaps

BUILT-IN RULES & FORMATTING FOUNDATIONS

SPECIALIZED FORMATTING USE CASES

VISUAL CUES: COLOR SCALES, DATA BARS & ICON SETS

¢ Use gradient Color Scales to communicate intensity and ranges e Format based on standard deviations or performance tiers
e Apply horizontal Data Bars to visually measure magnitude within columns
e Add Icon Sets such as traffic lights, checkmarks, and trend arrows for LAYERING RULES, CONFLICTS & OUTPUT
immediate visual feedback e lLayer multiple conditional rules and manage priority
e Customize color schemes to align with your organization’s standards or e Use “Stop If True” to control overlapping effects
personal preferences e Preview formatting in Page Layout view
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