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Microsoft Excel provides several features to enhance data entry. Conditional formatting allows
you to set up flexible formatting dependent on a cell’s contents, and data validation features allow
you to control the data entered into a cell. By the time you complete this guide, you will be able to
apply conditional formatting, use alert messages and pick lists for data validation, and create input
messages to provide instructions for data entry.

Check It Out!

For more information on working
with Excel, refer to the Meet Me
At A & 25th guide.

Tip!

The #DIV/0! Error will appear
any time a formula results in a
division by zero.

Reference!

Conditional Formatting is
flexible cell formatting that you
set up to change according to
the contents of the cell.

Tip!

You can set conditions for cell
values that are greater than (or
equal to), less than (or equal to),
between, not between, equal to,
or not equal to the criteria you
specify.

Quick Review
1. Open the Excel workbook “tests.xls”, provided with this guide.

This workbook contains student grades on several tests, along
with their averages.

2. Select cell H2 and observe the formula. Column H displays each
student’s individual average.

3. Select cell C27 and observe the formula. Row 27 displays the
average score for each test.

4. Select cell E27 and observe the formula.
This cell displays a  #DIV/0! error
because no data has been entered yet for
this test, resulting in a division by zero in
the formula.

Add Conditional Formatting
1. Select cells C2:F26, all the test scores except the spelling quiz.

2. Go to the Format menu to Conditional Formatting.

3. Select greater than or equal to from the second box.

4. Type “90” in the third box.
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