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|, Format only cells that contain ai,;S Select a rule type cwouwd ;> slogil jobo a4y Excel
AS o ol

S@ai S 1 09Me 09> Slo,S,S Seio o euiS il | Cell Values aijS (J9l slosS,S sgio o S|
sai S (highlight cells rules _ux, j> less than .greater than .equal to .between >¢>g0
aolol ;u less than or equal to,greater than or equal to,not equal to, not between il )5,

(3L = (@] (& e 0
ay
— Haome Insert Page Layout Formulas Data Review View
I"?/"I - ; -General - ?ﬂ Conditional Formatting = ;‘ﬂ[n
“jg v % 9 g% Format as Table - Epally)
‘ [} Cell Styles ~ ‘ EeH Fe
Clipboard ™ | Font | Alignment G| MNumber | Styles | C
| AL ~( I |
A B C D

& Arial 11 A A

E " ||[«.0 .00
]

53
Paste f|BIHv_v{l;'vév

New Formatting Rule

Select a Rule Type:

» Format all cells based on their values

» Format only cells that contain

» Format only top or bottom ranked values

» Format only values that are above or below average
» Format only unique or duplicate values

» Use a formula to determine which cells to format

1
2
3
4
5
6
7
8
9
10

—ry

Edit the Rule Description:
Format only cells with:

Cell Value + | |greater than

between
not between

equal to

greater than
less than [ oK
greater than or equal to
less than or equal to

[N [FSSY [FY PR PR PR PR Y Y
060 |00 (= [T | 0N | (03|

NSRS RIS
WM =

12 o,losis g

not containing, sW@ai;S ;| oolaiwl L | text that contains s specific text ai, ;S

(13 o)losis yguai).cawl 05> a=wgi beginning with,ending with
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N = = @ & (=l

4 =3
é/
— Home Insert Page Layout Formulas

Y f;_g'l Conditional Forn
EE] : B Format as Table -
Paste 1
= 4 | B [0 BE = 5 LN B Cell Styles ~
Clipboard 'T-| Alignment Mumber Styles
Al

A E F | G | H [ I

Select a Rule Type:

» Format all cells based on their values

» Format only cells that contain

» Format only top or bottom ranked values

» Format only values that are above or below average
» Format only unigue or duplicate values

» Lise a formula to determine which cells to format

Edit the Rule Description:
Format only cells with:

Specific Text Er containing

containing
not containing

beginning with
ending with

[ QK ] [ Cancel ]

5yl a date occurring  ics L s9les oS (uil o Dates Occurring gio ¢l 55 Sasy @S
error . slelslw no blanks . Ji> slelshw blanks aS 5505 529 gio cul Ho jw S, s@ayS
more ;| oslaiwl LS5 cyjegui o Joliv ) Uas g9 s@Jglw no error Uas sl s@Jglw
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Select a Rule Type:

» Format all cells based on their values
» Format only cells that contain Format Cells

» Format only top or bottom ranked wal
» Format only values that are above or Gont Border
» Format only unigue or duplicate value| Cakegory:

» Use a formula to determine which cell General Sample
Mumber

. - Currency

Edit the Rule Description: Accounting General Format cells have no specific number Format,
Fermat only cells with: ?i‘:::

Percentage

Fraction

Scientific

Text

Special

Cuskom

ala|a]a]|s
oo |ele|~|o|o;|s|wn =

Spedfic Text L containing

Mo Format 5S4

14 OJLNUJJSAQJ

TOP/Bottom Rules 918 | oslaiwl .4
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Mew Formatting Rule

Select a Rule Type:

» Format all cells based on their values

» Format only cells that contain

» Format only top or bottom ranked values

» Format only values that are above or below average
» Format only unique or duplicate values

» Use a formula to determine which cells to format

Edit the Rule Description:
Format values that are:

above || the average for the selected range

_|abave

below

equal or above
equal or below No Format Set
1 std dev above
1 std dev below
2 std dev above
2 std dev below
3 std dev above
3 std dev below

Ok, ][ Cancel ]

o lnl &l auyls 518 el uSoke Bl 55 Hlase a> b oladlive aS 355 0 b 4 jlee Bl o)l
S=65 aioly 53 @ 05> a5 cunl cu=dly cpl 02> Gliv Bosl jl Slacgazo Hheo O =il Sl pS
-0y a5 cawl (§,500,1uS disls 0aiiS Gl S Hhee Ol SuS2Il 9 xloxiv oSy HSShe Jo>
Lo sVl aS |y Lslisel sl ohes udlgs o Jlo olas xlons,S 0xShy uSSbo Jo> 5o B

More Rules ai,;S . Top/Bottom Rules i, .Conditional Formatting sgie | (ol 03930
Format only values that are above or ai,;S Select a Rule Type Ly jl Guwaw 268 ol |
Format values that sloS S sgie I Edit the Rule Description <wuwd 5> 9 below average
el 0o o auei o9 Sl oolaiwl b cule 5o 9 .awS Lkl | 1 std dev above ai S are

17-3 o)louis 9. S puss |y 0o coul® B Jglw oW 9 JSub « 0,3
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Insert Page Layout

Past -
aste
7

Clipboard ™

Formulas Data Review Wiew

Nrap Text

ﬁ Merge & Center =

Alignment

MARCH 2011

Aicrosoft Excel

E €0 .00
“E?- % * || %0 .0

MNumber

B2

A

Student1
Student2 9
Student3 1
Student4 12
Student5 10.5
Studentf 12.25
Student? 14
Student8 135
Studentd 14

Student10 | 8]

|2 std dev below

Hew Formatting Rule

Select a Rule Type:

» Format all cells based on their values

» Format only cells that contain

» Format only top or bottom ranked values

» Format only values that are above or below average
» Format only unique or duplicate values

» Use a formula to determine which cells to format

Edit the Rule Description:

Format values that are:

above "

above

below

the average for the selected range
equal or above
equal or below

1 std dev below [
2 std dev above

OK

]’ Cancel ]

3 std dev above
3 std dev below

17-a o lois g
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Mew Formatting Rule

Select a Rule Type:

» Format all cells based on their values

» Format only cells that contain

» Format only top or bottom ranked values

» Format only values that are above or below average
» Format only unigue or duplicate values

* Lize a formula to determine which cells to format

Edit the Rule Description:

Format all cells based on their values:
Format Style: [pata Bar v | [ Show Bar only

Minirnurn Maxirnum
Type: Automatic | |Automatic
Value: B
Bar Appearance:
Fill Color Border

Solid Fil v | [T v MoBorder v | |

Megative Value and Axis... ] Bar Direction: | Context b

preview: [ ]

Ok ][ Cancel ]

210_)LA.|:.|'J M

gio jl 9 Lzl |, Format all cells based on Their values ai, ;S Select a Rule Type ciouud >

S ol ) Data Bar aiyjS Edit the Rule Description cwouud Format Styles slo,S,S

)15 3929 65uaS ae> cpl o b3 b a4 olaubis sy alice U

I, Show bar only & bg, ;0 a5 BJglw 9> Data Bar jiules leis 9 slacl sjlw oley sl

S OBl oy nl o
[Percent .Number Automatic s> wlg 0 o (pouine 9 oSl udleo sl

ol 1) Sologil eJ,S1 .aus Uil |, Smallest/Largest number (Formula Percentile
a0 32 S ol b ulgs o aS 5,5 adlgs Ll 1) pauSle 9 oo Hlase S Excel s
Shr sy neuas 5> Ll 3)90 039320 SBJslw shy JST Jlo jelay 5,8 Jled e |y I ol
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Data .as5,S5 59320 30 9 3 shacl @ |, gl Automatic cJl> s> 4 (aosise 9 aoysSlo Lulas

Al adlgS 5 JSb 4 Llai 3590 039320 Bar

r. rosoft E

Select a Rule Type:

» Format all cells based on their values
» Format only cells that contain

» Format only top or bottom ranked values

» Format only values that are above or below average
» Format only unique or duplicate values
» Use a formula to determine which cells to format

Edit the Rule Description:

Format all cells based on their values:
Format Style: |Data Bar T | ] show Bar Only

Minirnium Maxirnum

Type: |Numl:|er W | |Number w |
Value: |3 |3III

Bar Appearance:
Fill Color Border

|Sn:n|iu:| Fill “ | |- “ | |Nn:| Border  |w | |- |
[ Megative Value and Axis... ] Bar Direction:

Jol5' Sy <> (Fill slo,S,S seio jo@Data Barsl uawlss_oleiv.Bar Appearance cuouus 5>
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Bar Appearance:
Eill Calar Border

Solid Fil ~ [ -~ Mo Border

Salid Fill

Gradient Fil pnd Axis. .. Bar Direction:

23 O_)LA.&J MO

Soie 93 0,5 il | solid borderl, 9 no border wJl> Data Bar o039:20 sl wlgi o (uized
Awles LBl sl 039a%0 9 Data Bar &G, b ads o |y ool pl baiv @y _yguisS
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Bar Appearance:
Eill Colar Border
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Megative Value and Axis... ] Bar Direction: |Context

_ fContext
Previey .r o -Right

Right-to-Left
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Megative Value and Axis Settings E]g]

Megative bar fill color

(*) Fill color:

(") Apply same fill color as positive bar

Megative bar barder color

() Border color: G

{(*) apply same border color as positive bar
Axis settings
Select axis position in cell to change the appearance of bars for negative values
{*) Automatic (display at variable position based on negative values)
() Cell midpoint

(") Mone {show negative value bars in same direction as positive)

Axis color:

[ Ok, l [ Cancel

25 O_)LA.&J M

Joles 4 bgs o SWB,)les ) wlgi e (Fill color aiS ol L Negative bar fill color cauwsd >
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Home Insert Page Layout Formulas Data Review View

j' . N :g

Paste E =34 Merge & Center ~ % *0 ;00 | Conditi
- Formatt

Clipboard [ Alignment Mumber

Al Megative Value and Axis Settings

A Megative bar fill colar

_!_BI ) Fill color:

() Apply same fill color as positive bar

_. .[} _} Megative bar border color

() Border color: E

- (%) Apply same border color as positive bar

Axis settings

Select axis position in cell to change the appearance of bars for negative values
(*) Automatic (display at variable position based on negative values)

() cell midpoint

() Mone (show negative value bars in same direction as positive)

Axis color:

1]
2
3
4
5
6
7
8
9
10
11
12
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Conditional Formatting Rules Manager

Show formatting rules for: | Eifrent Seiection e
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Rule {(applied in order shown) | Format Applies to Stop If True
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= *% | |Formatting =|as Table = Styles - E5] Format ~ i" Filter * Select
Mumber Cells Editing
Highlight Cells Rules

Top/Bottom Rules

Data Bars

Color S5cales :& & _‘_JE’E' _‘_JE’E'
Icon Sets —}jEI —}jz' —ljz' —sz'
Mew Rule... —fi’EI _‘jf' ﬁ :%

Clear Rules

Maore Rules...
Manage Bules...
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Bookl - Microsoft Excel
View o €

oL =1 g=Ihset~ X - A? =
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B Merge & Center ~ | &8 -~ 95 4 | %8 ;00 | |Conditional | Format Cell e i Sort & Fir
z 2 % |Formatting |as Table = Styles = | (2 Format ~ | (2~ Fiter~ Sel

Mumber Cells Editing

= | Highlight Cells Rules ¥

_‘ﬂul Top/Bottom Rules

Data Bars

Color Scales

Icon Sets

Mew Rule...

Clear Rules
More Rules...

Manage Rules...
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s Ol Sgiv )3 39>90 SJI> 12 a4 39220 lgis « Color Scale I oslaiwl
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olgzds sae b L9 wo o L LobB Jgo,9 b Jio (wl®cud9axo aShy 5,5 39320 wlgi i@ gl
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Mew Formatting Rule

Select a Rule Type:

» Format all cells based on their values

» Format only cells that contain

» Format only top or bottom ranked values

» Format only values that are above or below average
» Format only unigue or duplicate values

» Usze a formula to determine which cells to format

Edit the Rule Description:

Format all cells based on their values:
Format 5tyle: | 3-Color Scale o

Minimurl 2-Color Scale point Maximum
3-Color Scale

Diata Bar
Value: |0 Icon Sets

Type: |Mumb centile Formula

Color:

Preview:

30 o lois uguas

a, Color Scale jl oslaiwl b adles o ) (uwMS Gligol Giwls Guys el ohos aiS 0,9 Jlis Sl
S CoMol® L 2
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20w OBl | s 5590 SBSS, (Color slo,S,S sl@gio jl oslaiwl L 9 3-Color Scale

IEI' = ) - ' Bookl - Microsoft Excel
Home Insert Page Layout Farmulas Data Review

= o | o1
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Paste B = i=
- - - = SF

Clipboard ra i Alignment
Bl4
A

Mew Formatting Rule

Select a Rule Type:

student1
student2
student3
student4
students
student&
student?
student8 Edit the Rule Description:
student9

student10
3 student11

4 |student1? Minimum Midpaint Maximum
5 student13 Type: |Number v | |Percenﬁle v | |Highest value v |

16 student14 16.75 value: [10 |50 |
17 student15 - Color: | ¥ | | v

» Format all cells based on their values

» Format only cells that contain

» Format only top or bottom ranked values

» Format only values that are abave or below average
» Format only unique or duplicate values

» Use a formula to determine which cells to format

[da R« RIES s xR NS RE S RE

Format all cells based on their values:
Format Style: |3-Cu:u|0r Scale w |

18 |student16
19 ereew: [ i |
20
21 l oK ][ Cancel ]
22
23

®Icon Set .7

a 0981 9 WSl glo) Lpupre S8 LiLlS aui® y SBL191 s 5> 1990 L3191 > W con set

Xl o adlol s Excel 1591 o

S B sles LS5 L9 509 9 5)) « juw wlaidl) s@glL> Joliv xlgi o Icon set acgoxo b
sl a0 JuwsST 191 oy Bolas ol dwy a0 il io L9 O (o cuio (gleo oo olis

Ol 9590 J9line (yamwdige OIS pid — pie diwly 43T euliis 9 dugs 38




CONDITIONAL FORMATTING MARCH 2011

2> Lolais| Jelw ol 4 Icon

Croaw ) dinod @slas .35 3929 @oles 51 2594 3 sl®aiw> 5> Icon set « Excel 2010 >
(32 o) o yugu). xS oo LS Jolw o
0 0 0l 039220 5> Jolw ,® 4 Bslas wiges ASlol sl | Lisled JuuS]

‘U 3 slpsSil acgazo

colkio £05 95 « Loz, ¢ Ligx on  wBwl W b o Wb 3 slesSil acgame sly
235530 "3 Symbols" ol a; JuST azil 5l £65 95 9 ® o « Led)liw « 1B wilis « Lidl, El,> S
EVE1 5

Sl 35 v wele « ugd B Jshw Shy juw S wede K Joliv ,3T 09,8
(32 o)louis _pguas) cawl 2 SB Johw Sby 50,9 Ja0 9 ¢ Sbo S Jolw

‘b 4 slgsSil acgazo

Se 9 508 4y obuw ol eSul acgazo (Lidd sBsle jl 4igS 95 ¢ B eSul acgazo cpul Shy -
lgz acgaxo)> )l 2929 Ll Lg> «slawe Hlgai acgaxe <y 9 Lidl) gL Llez Sl acgaxo
oo o a4 09,0 I iud 0,9 S5y 5l s > oS Luledobw Sl ol SO, S laidl) gL

(32 0)louis juguas). AS LIS o3 @ S5y i 9 (So) ol Uinles 95,8 5> Slako jlagas oSl auw)

‘U 5 slgeSil acgazo

acgaxo ¢ 1B we> acgamo (Jild acgozo £95 95 wilei Lo loub U5 SleioSul acgaxo Slpu-

a4 31 acgaze ol asles LBl [ "yls 5" ol 4y > Sl acgame 9 b 5 Slabe lrgas

(32 o)louis yguai). il o i jsl iVl Sl oy JolS jebo a9 ¢ (S 4y #75 ¢ (S 4y 7

Ol 95590 J9lio (yamwdigee S pub — pdio diwly )3T 2 @abiid 9 4ugs




CONDITIONAL FORMATTING MARCH 2011

Book2 - Microsoft Excel o B OER
Wiew & @ (=

(] 1 o= Insert = ¥ or &
P v SEWrap Text General e ‘E:lf,‘ ; - = ‘r[‘F L?a
=_-‘| —"—J.;d —,‘d ;]_h Delete * ﬂ - .&'
& o Merge & Center » | 8 - o4 9 | %08 ;98 | Conditional | Format Cell e _ sort & Find &
= = E ’ o0 >0 Formatting ~|as Table = Styles ~ | B2 Format » | {2~ Fijter~ Select~

ignment Mumber Cells Editing

= I .
_§>| Highlight Cells Rules

5

A

| .
o) Top/Bottom Rules !:
E Data Bars

=
F=H Color Scales
e

00 =] |00 N LD =

Directional =
ﬁ |:> & 1= Icon Sets
Fa N Hew Rule...

ﬁ 871 ﬁ @ =+ Clear Rules
4 AP [5] Manage Rules...

Shapes
0@
@@L

[ J ]

Indicators
@00
1\}.- 1= ‘\.’h—

Ratings

e R e e e e e e e e PP
L2 M = DD 00 = 00 N LD =D

]
=

.OOOO alll walll wil IIII

[ R R
=] 00|

More Rules...

]
co

2
pl

Icon Set sjlxl ol 7.1
51 9 .5lConditional Formattings®ai ;S ,S0s 4 caws Liiw ,Sa5 oS a4 jls lcon Set
o900 4 g Gl cawl HL9 oS _ui)lS oS awil anily o 5> b v (@lcon Set ;I oslaiwl

aSs B i jules $9) 29>90 eyl acgaxo 20 ;I )l w9 oluw b 35,5 Lo wll S5,
il o 0olaiwl L € b 9 oluw i)l 55 9 S 0

i Lo cab o iy J>1e dcon Set sl ol Sl

Ol 9590 J9line (yamwdige OIS pid — pie diwly 43T euliis 9 dugs 40




CONDITIONAL FORMATTING

MARCH 2011

~05 Joliv ) Bygiw w9 ) ojlai 9 cawl®osls Joliv 1agd aS Ll 590 039320 lail-1

S oo LBl g

.puiS o ol | Icon Set .Conditional Formattingcuw ,¢9 51 :Home s 5>-2

il 1) 03l 51,8 Gloylis| s Excel oS | LioSul acgax020 5l (S, 1® Icon Set cuouwd ,3-3

.pHS s0

oxi LBl b aw lcon Set &y Goiw ,® oleMbl acgaxo Shy o @3 0 oliv Ly JSui

Branch  Speed Quality  Satisfacation

Acron =
Boise 1
Chicago
Denver  4F
Flagstaff 4
Louisville =

85 @ g5 !
95 /\ 76 «
67 ¢ 65 o
99 73 %
94 A\ 80 !
84 /\ 80 ¥

33 o lois uguas

82
85
85
71
75
60

Dlcon Set a; slacl ¢S iS5 7.2

O oleMbl 1 Ui Jdoiuwe 039320 5 09Sul acgozxo &b 34 ojlais g SYL Slgass) o

o ol 9 380 LS cuwly 55 53 Ysaso slacl 9 3,1 518 Jolw o 515 )5 o)lsad 1B (oSl
ol 31 2 a3 S LisSol oS a8 1S5 cawl Saro sunS Jlio Glsic ar. 2l sl JSiso il
lawg o slael S ew cal Soao laib bl o F3 Jolw cuwl) caow dac b las,e wawlG3
Oloic a ab g3 sbul Mo w3390l 5> aS 28 HLS BUSST @ LiSuo s 9 L1 Jobu
29,8 @l 5,9 HI 9 H7 s Jglw slacl slwl) 55 100 ssae Hlase H8 Jolw 5> Jliso

Ol 9590 J9line (yamwdige OIS pid — pie diwly 43T euliis 9 dugs 41




CONDITIONAL FORMATTING MARCH 2011

Jolw sae Sy oS cuiyi e ccawl® Jolw 30 slacl sl alignment ol oslaiwl « i J> ol
iS5 BueSl @ slael sgin o el aS puSus Wil ) cawl)y crouw « a9 alignment  cound >

ol o ai9 )8 HISG gy ol 14 612 sleaud) o . xigu
acgoxo « Edit cwouwd 5 pulgi o dguin ool Liwles @Jglw J31> slacl audlezy aSsjg0 o
J> oy ul 51 19 6 17 s jlaw 5> . pwles g, | "show icons only" a g e g0 BoeSI

ol o 0slaiwl
_f'-;.gg = o - = (@] & e [ GF [

—-/ Home Insert Page Layowut Formulas Review

ESa Mt
- 9 =53 Copy
aste
= # Format Painter |

Clipboard = |
M16 - I |
D E F G
MNormal Speed Quality Satisfacation Efficiency
Acron » gs @ o5 gz 89
Boise L J o5 (™ 76 @ o5 @ 100
Chicago O &7 O 65 (™ 5@ a5

Arial |

B £ U -

Centered Speed Quality Satisfacation Efficiency
Acron P 85 @& 95 » 82 - g9
Boise ® 95 ™ 76 @® o5 @ 100
Chicago O &7 2 65 ™ 75 ® 95

Indented Speed Quality Satisfacation Efficiency
Acron »ss @905 paz 29
Boise @905 ™76 @95 @ 100
Chicago (67 65 ™75 @95

1
2
=
4
=
5]
[
8
=
10
11
12
13
14

15
16 |lcon Only Speed Quality Satisfacation Efficiency
17 |Acron » L » [

18 |Boise L] &) L _J L d

19 |Chicago O O L) L

20

21 |Tricky Speed Quality Satisfacation Efficiency
22 |Acron » g5 @ a5 sz < 89
23 |Boise L J a5 (™ 75 @ 95 @ 100
24 |Chicago O &7 O 65 (™ 75 @ a5
25

34 O_)LD..GJ Pyl Yoy
Wlcon set u,o S i )low 7.3

-0 More Rules ob a slaiy;S shlb ju Icon Set (Conditional Formatting sl®au ;S 55> ailo

L New Formatting Rules o =i, More Rules il L .a®5 0 b a4 Syiny s a5 2l

Ol 9590 J9line (yamwdige OIS pid — pie diwly 43T euliis 9 dugs 47




CONDITIONAL FORMATTING MARCH 2011

lcon Set xlgi_o Icon Style slo,S,S sgio ;1 Edit The Rule Description sy > 394 0
L by oS (81> lade o aliS s@lo i jl oolaiwl b Guw.asles Ll 1) 593 s 590
23.puS o Lasuin | Value goi « Type couwd 53 9 puS o I3 Value ) 1) cunl 518, of
a .21 |y Show lcon Only a, bogs 0 el 3gi 051> glislcon Set i (Jolw )5 pudloxy aSui 90
il Lidl) gl,> aw Icon Set Ll 5590 039320 Sl a5 2@5 0 Glin 35 o)lais uguai Jlio Hgbo
92)) bz e o 5> 34 sby uw gz Olade bIX a)osgaxoe (oYL 20,334 Sl oS o

(35 o)louis pguas). cowl o 48,8 Hlai 55 50,9 Sy Liwly 2o 53 34 sl

Select a Rule Type:

= Format all cells based on their values

» Format only cells that contain

» Format only top or bottom ranked values

» Format only values that are above or below average
» Format only unique or duplicate values

» Lise a formula to determine which cells to format

Edit the Rule Description:

Format all cells based on their values:
Format Style: | 1con Sets e [ Reverse Icon Order

Icon Style: lo oY - l ] show Icon Only

Display each icon according to these rules:
Value Type

when value is Percent

when < 67 and Percent

when < 33

] [ Cancel
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