
Chapter 6

Page Layout View

When you are getting ready to print your workbook, the new page layout tools will make the job 
easy.

Previous versions of Excel offered two views – either Normal or Page Break Preview. Excel 2007 
adds a new view called Page Layout View. There are many advantages of Page Layout View:

Excel draws in the margins of each page as white space.

You can edit headers and footers in Page Layout View

You can continue to work in your worksheet, adding new data, new rows, and new columns in 
Page Layout View.

Look for a row of three icons in the lower right side of your Excel window. The three icons are for 
Normal, Page Layout View, and Page Break Preview.

•
•
•

Figure 6.1
While most commands are on the 
ribbon, these three view icons are 
in the lower right of the screen.

To the right of the icons, a zoom slider allows you to adjust the zoom from 10% to 400%.
Figure 6.2 shows a worksheet at 50% zoom in Page Layout View.

Figure 6.2
You can see margins 
and headings in Page 
Layout view.
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The Page Layout ribbon offers all of the print settings. You can adjust margins, scaling, etc. and 
instantly see the results in Page Layout View.

Figure 6.3
Everything on the old Page 
Setup dialog is on the Page 
Layout ribbon.

Adding Headers and Footers

In Page Layout View, words appear in the top and bottom margin, encouraging you to Click to 
Add Header or Click to Add Footer. There are actually three click zones for headers and three click 
zones for footers. In Figure 6.4, a click would edit the left footer.

Figure 6.4
Click to add a left footer.

When you click in a header or footer zone, a new Header & Footer Tools Design ribbon appears, as 
shown in Figure 6.5.

Figure 6.5
This context ribbon 
only appears when 
you are editing a 
header or footer.

You can choose from built-in text by using the Header or Footer dropdown at the left side of the 
ribbon.
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Figure 6.7
The print preview ribbon

Tip: If you still like Print Preview, you can add the icon to your Quick Access Toolbar. 
See Chapter 4 on page 25.

Alternatively, you can design your own footer by using the Header & Footer Elements icons.

Excel 2007 now offers the ability to have a different header on odd/even pages, or a different 
header on the fi rst page.

When you click outside of the Header or Footer area, Excel returns you to the Page Layout 
ribbon.

What Happened to Print Preview?

Microsoft is so confi dent that you will like the new Page Layout View, that they have buried the 
Print Preview icon deep in the menu system.

To access Print Preview, use the Offi ce Icon – Print – Print Preview.

In Print Preview mode, you have only one ribbon tab available.

Figure 6.6
Built-in text for headers 
or footers
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* * *

Using the Zoom Slider

Use the slider in the lower right corner of the window to adjust the zoom from 10% to 400%.

At a 10% zoom, you can get a 50,000 foot view of your workbook. Figure 6.8 shows a worksheet at 
a 20% zoom. You can see approximately 25,344 cells at this zoom. You can’t make out any of the 
values, but you can get an overview of your worksheet.

At the opposite end of the spectrum, a 400% view will show you about 40 cells.

Figure 6.9
At the maximum zoom, you 
can make out details in 
drawings and charts.

Figure 6.8
See your document 
from a 50,000 foot 
view.
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Tables

Many spreadsheets in Excel contain a two dimensional table of data. You have headings in the 
fi rst row, and each row of the worksheet represents a different record in a table.

Because a common task in Excel is dealing with tables, Excel 2007 has added several features for 
dealing with tables.

Figure 7.1 shows a typical table in Excel.

Figure 7.1
You frequently encounter 
table-like datasets in Excel.

To turn on the features, select a single cell in the dataset and type Ctrl+T. Excel will assume your 
table extends to either the edge of the spreadsheet or to a blank row and blank column. The Create 
Table dialog will ask you to confi rm the range for the table.

Figure 7.2
Excel guesses the current region as 
the address for the table.

Note: Instead of using Ctrl+T, you can use the Format as Table dropdown 
on the Home ribbon.
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Excel applies a default table format. You can change to another style using the Table Styles 
gallery on the Table Tools Design ribbon.

Excel turns on the Filter dropdowns on each heading (Figure 7.3). You can use these dropdowns 
to sort by a column (Sort by Color on page 55) or to fi lter a column (Finding Records with Filter 
on page 110).

You can add totals to the bottom of the dataset by using the Total Row checkbox in the Table 
Tools Design ribbon.

The following features are not immediately visible, but will work:

Any new data typed in the blank row below the table is made part of the table. This means 
that any charts, pivot tables, or formulas that refer to the table automatically incorporate the 
new data.

A resize handle in the bottom right corner of the table allows you to drag to manually extend 
the table to include additional columns.

You can use the Table Style Options checkboxes to turn on alternate formatting for the fi rst 
column, last column, header row, or total row, or to apply alternating shading to rows or 
columns.

Any formulas that point to columns in the table will be written in a new table nomenclature. 
Enter a formula once and Excel will copy it to all rows of the table.

•

•

•

•

•

•

•

Figure 7.3
Excel adds AutoFilter dropdowns as 
part of the table formatting.

Working with Table Formulas

Excel can greatly automate the process of entering formulas for a new column in a table. Say that 
you want to add a profi t % column to the above table. Follow these steps:

Enter a heading of GP% in cell H1.

Format cell H2 as a percentage with 1 decimal place. I realize that in Excel 2003, you would 
normally format the cell after entering the formula. You need to get in the habit of formatting 
the cell before entering the formula.

1.

2.
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The automatic copying of the formula is a great feature. However, there will be a few times where 
you do not want this to happen. If so, fi nd the AutoCorrect dropdown and open it. You will have 
choices to turn of the calculated column or to turn off the feature permanently.

Figure 7.6
Override automatic formula 
copying.

Working with Table Styles

There are 60+ built-in table styles in the gallery. The styles in the gallery will change, depending 
on which table style options are selected. For example, if you turn on Banded Columns and open 
the gallery, you will see that many of the styles support banded columns.

Figure 7.4
The table formula 
nomenclature is similar to 
the old Natural Language 
Formulas. By the way, 
those formulas were 
depreciated in Excel 
2007.

Figure 7.5
The =[Profi t]/[Revenue] 
formula is copied to all 
rows.

In cell H2, type an equals sign. Click on the Profi t in G2. Type a divide sign. Click on the 
Revenue in F2. You will already notice something different – Excel is building a formula of 
=[Profi t]/[Revenue].

Type the Enter key to complete the formula. Excel automatically copies the formula down to 
all of the rows in your dataset!

3.

4.



47Tables

If you instead turn on Banded Rows and open the Table Styles gallery, you will see 
that several styles support banded rows.

Figure 7.8
The gallery looks different when 
Banded Rows is turned on.

The gallery supports Live Preview – simply hover over a style in the gallery and the worksheet will 
redraw to show you that table style. When you fi nd a style that you like, click the style to apply 
that formatting.

Choosing a Table Style as the Default

Right-click any table style and choose Set As Default to make this the default style used by Ctrl+T 
in the future.

Figure 7.9
Set a style as the default table 
style.

Figure 7.7
Choose Table Style Options 
before opening this gallery.
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Creating a Custom Table Style

You can edit any of the built-in table styles. Right-click a style and choose Duplicate…. The Modify 
Table Quick Style dialog appears. You can type a new name for the table style, and then micro-
manage every element of the table. Figure 7.10

Edit the stripe size.

In Figure 7.10, the Stripe Size for the Second Row Stripe is increased 
from 1 to 2. After a similar change to the First Row Stripe, a new 
Custom table style is available in the gallery.

The table features row banding that is two rows tall.

Figure 7.11
A different take on the 
greenbar format.

Dealing with Table Annoyances

The table functionality is pretty cool. There are two annoyances.

First, the fi lter dropdowns cover up some of the headings. As you can see, I actually left-aligned 
many headings in the previous fi gure so that I could read the headings. You can turn off the fi lter 
dropdowns by using Home – Sort & Filter – Filter.

Second, sometimes I just turn on the Table functionality in order to quickly apply a format to the 
table. It is OK to use Ctrl+T to create and format a table and then immediately use Table Tools 
– Convert to Range to turn the table back into a normal range. The table formatting remains!

Figure 7.12
Change a table back to a range. The 
table formatting remains, but the 
other table features go away.

* * *
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Data Visualizations

Microsoft added a diffi cult-to-use conditional formatting feature to Excel in 1997. The feature gets 
a complete makeover in Excel 2007. It is fantastic to use.

In-Cell Data Bar Charts

Select a range of numbers. Choose Home – Conditional Formatting – Data Bars – Blue. Excel will 
add a tiny in-cell databar to every number in the selection. This makes it very easy to quickly focus 
on the largest or smallest numbers in the dataset.

Figure 8.1
The longer bars allow you to 
quickly see the top cells.

Tip: Do not include the total cell in your selection. If you included the $244K 
total in the range, that one cell would be the only cell to have a large databar. 
All of the other cells would appear small.

Color Scales

There are eight built-in varieties of color scales. The left four varieties in Figure 8.2 rely on 
variations of three colors. Some rely on the traffi c light red-yellow-green color scheme and some 
rely on the temperature red-yellow-blue scheme. The four built-in varieties in columns H:K of 
Figure 8.2 are two-color schemes.

To apply a color scale, select the cells containing numbers and choose Home – Conditional 
Formatting – Color Scales.



Data Visualizations50

Figure 8.2
Four built-in three-color 
scales appear in B:E. 
Four built-in two-color 
scales are in H:K.

Figure 8.3
Create your own colors 
for the color scale.

Icon Sets

Icon sets are my least favorite of the new visualizations. The icons are left-justifi ed in the cell. The 
only way for the icon to appear near the number is if you center all of the numeric values.

To assign an icon set, use Home – Conditional Formatting – Icon Sets and then choose one of the 
17 built-in sets.

Figure 8.4
Excel offers icon sets with 3, 4, 
or 5 icons.

While it is easy to create the formatting, you can access dialogs where you can tweak the built-
in effects. Using Conditional Formatting – Manage Rules – Edit, you can change the settings for 
a visualization. In Figure 8.3, the colors have been changed to a bizarre purple-orange-red color 
scheme and the percentile for the midpoint is shifted from 50 to 30%.
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Other Conditional Formatting Rules

The Conditional Formatting dropdown offers fl y-out menus for Highlight Cells Rules (Figure 8.5) 
and Top/Bottom Rules (Figure 8.6).

Figure 8.5
All of these are easier to 
use than the Excel 2003 
conditional formatting.

Figure 8.6
In Lake Wobegon, all the 
kids are above average.

Special Tweaks for Data Visualizations

There are a couple of tricks that people have discovered with data visualization. The fi rst trick 
involves highlighting the entire row when a value in a particular column meets a condition. This is 
easier in Excel 2007 if you turn on the Table feature, but it can still be done using a formula rule.

The other trick is making it appear that you are applying conditional formatting to only a portion 
of your dataset.
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Figure 8.7
Format Entire Row is only 
available if you’ve formatted 
the range as a table.

Highlighting the Entire Row Using Formulas

This is the most powerful conditional formatting trick, but it is the hardest to use. Follow these 
steps.

Select the entire range containing your data.

Select Home – Conditional Formatting – New Rule.

Select Use a Formula to Determine Which Cells to Format.

You now have a box where you can write a formula. In the Format values where this formula 
is true, you should write a formula that applies to the fi rst cell in the selection. Some portion 
of the formula should have a reference where the row number is relative. The formula in this 
case is =$B2=MAX($B$2:$B$21). In this formula, the row number in $B2 is allowed to change 
as it applies to other rows in the selection. The formula checks to see if the value in column B 
of this row is equal to the max of all the column B values.

Click the Format… button. Choose a fi ll, font color, or numeric formatting to appear when the 
condition is true.

1.

2.

3.

4.

5.

Figure 8.8
As in Excel 2003, the 
formula option offers 
powerful possibilities.

Using Formula rules, you can create visualizations where the cells highlighted in one column are 
based on values in other columns.

Highlighting the Entire Row Using Tables

In Figure 8.7, the data in columns H and I has been defi ned as a table (see Tables on page 44). If 
you apply conditional formatting to cells that are in a table, the dialog box will offer to Format the 
Entire Row for cells that meet the condition.
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Applying Rules to a Portion of a Dataset

The Conditional Formatting Rules Manager contains a Stop if True setting. You can trick Excel 
into applying an icon set to a portion of a dataset. Follow these steps.

Highlight a range of data.
Add an icon set using Conditional Formatting – Icon Sets.
Select Conditional Formatting – Manage Rules.
Click on the Icon Set rule and choose Edit Rule.

1.
2.
3.
4.

Figure 8.9
You can edit, delete, or 
add rules here.

In the Edit Formatting Rule dialog, adjust the value for the green traffi c light to appear only 
when the value is >=75. Click OK.

5.

Figure 8.10
Adjust the default values.

Back in the Conditional Formatting Rules Manager, click the New Rule… button.

In the New Formatting Rule dialog, choose Format Only Cells That Contain. Choose Cell 
Value, less than 75. Don’t apply a format for this rule – leave all of the formatting plain. Click 
OK.

6.

7.

Figure 8.11
Choose no formatting.
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Back in the Conditional Formatting Rules Manager, place a checkmark next to Stop if True 
for the Cell Value < 75 rule. This basically tells Excel that if the cell is less than 75, it should 
apply no formatting and stop processing more rules. Only the values above 75 will proceed to 
the icon set rule, so you will only have green icons in the result.

8.

Figure 8.12
Being able to turn on Stop if True 
enables the trick. Anything less than 
75 will never make it to the icon set 
rule.

Figure 8.13
Only cells above 75 
have the icons.

You can use similar methods to only apply color scales or databars to certain ranges of data. Again, 
the trick is to set up a dummy rule that formats all the unwanted cells with plain formatting and 
to have this rule appear fi rst in the list. By using the Stop if True setting, you prevent the other 
data visualization rules from running on the unwanted values.

* * *




