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What is Conditional Formatting?

Conditional Formatting helps you visually analyse data by applying formatting 

rules based on specific criteria. This makes it easier to spot patterns, outliers, 

and key metrics at a glance.

How to Conditional Formatting in Excel

Select the Data Range by "Click and drag” to select the range of cells 

where you want to apply.

Go to the Home tab on the ribbon and click on 'Conditional Formatting'

in the Styles group.

Choose a Predefined Rule - Excel offers a variety of built-in rules, such as highlighting 

cells greater than a specific value, applying colour scales, or adding data bar.

In this Example: "Let’s highlight revenue figures greater than 10000”.

• Select 'Highlight Cells Rules’

• Move to the next cell in the target column.

• From the sub menu select Greater Than.

• A popup window will appear.

• Enter 'Greater Than’. Enter '10000' and choose a formatting

style, like green fill, then click OK.

• Anything greater than your configured value should be displayed

in your selected colour.
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