
Practice Exercise 5: Conditional Formatting 
 

Open Exercise-5 workbook 

Instructions: Conditional Formatting (Data Bars) 
1. Select Sheet 1 

2. Highlight the cells under Total column 

3. Click Conditional Formatting, select Data Bars, select any of the solid fill bars. 

 
4. Again, highlight the cells under Total column. 

5. Click Conditional Formatting, select New Rule. 

6. Select the first rule type: Format all cells based on their values. 

7. In the Format Style select Data Bars, set Maximum to Number, and enter the value 50,000. Click 

OK. 

 
8. Notice that the Data Bars moved. It now shows how far they are to the maximum value which is 

50,000. 

  



Instructions: Remove Duplicates (Single Column) 
1. Select Sheet 2 

2. Highlight A1 to F14 

3. Click Remove Duplicates command in Data Tools group, under Data Tab. 

4. Click Unselect All to uncheck all columns. Then check Customer column only. Click OK. 

 
5. Notice that the table has removed the rows with a duplicate Customer name. 

Instructions: Remove Duplicates (Multiple Column) 
1. Select Sheet 2 

2. Highlight A21 to F24 

3. Click Remove Duplicates command in Data Tools group, under Data Tab. 

4. Click Unselect All to uncheck all columns. Then check Customer and Region columns only. Click 

OK. 

 
5. Notice that rows with duplicate Customer and Region are removed. 

 



Instructions: Text to column 
1. Select Sheet 3 

2. Click the column letter A to highlight the whole column. 

3. Select Text to Column command in the Data Tools under Data Tab. 

4. Select Delimited. Click Next 

 
5. Select Comma. Click Next. 

 
6. Click Finish. 

 
7. Your data is now separated by column. 



 

 

Instructions: Paste Special 
1. Select Sheet5 

2. Highlight cells A2 to A13 

3. Copy the cells by clicking the Copy command, or Ctrl+C 

4. Go to Sheet4 

5. Right click on cell A1 and select Paste Special 

6. Select Values and check Transpose. Click OK. 

 
7. You have now copied the values as plain Value in a transposed position. 

 

 


