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Exercise 1 

 

Download the files from http://www.Peter-Lo.com/Teaching/AMA-Excel/Source1.zip, you will use 

these files to finish the following exercises. 

 

1. Open the Excel file “Question 1-1.xlsx”, format the file as below: 

 

 

2. Open the Excel file “Question 1-2.xlsx”, format the table for the course mark in the given 

format, and mark the student under 50 marks with Red and Bold. 

 

 

  

http://www.peter-lo.com/Teaching/AMA-Excel/Source1.zip
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3. Open the Excel file “Question 1-3.xlsx”, add the following custom format to the worksheet: 

A) Change the Delivery Date format Day-Month, Year (Weekday). For example, 15 

February 021, (Monday).  

B) Format the Telephone Number as (Area Code) Telephone Number. For example, display 

(852) 2766-1234 when input 85227661324 

C) Display the Item as **Number**. For example, display **01** when user input 1. 

D) Add the unit for the Quantity. For example, display 1 PC when user input 1. 

E) Show the amount in thousand. For example, display 1 K for 1000. 

F) Show the total amount in million with 3 decimal places. For example, display 1.234 

Million for 1234000. 

 

 

4. Open the Excel file “Question 1-4.xlsx”. 

A) In sheet “List”, apply validation to cell C2 to C6, so that when you click on the cell you 

see an input message telling you what you can do. The values of these cells are come 

from Worksheet “Department”. 

 

B) Extend your validation for showing guideline when click on the cell. 
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C) Extend your validation so that when a user chooses a department which doesn't exist, 

they receive this notification. 

 

D) Per this company policy, the official age should between 18 and 65. By using data 

validation, highlight all incorrect age (include blank) with red circle. 

 

 

5. Open the Excel file “Question 1-5.xlsx”.  

A) By using Data Validation, prepare a drop-down menu (“Open”, “In Progress”, and 

“Closed”) for the column “Status”.  

 

B) By applying Conditional Format, highlight the row in green color when user select 

“Closed” in the column “Status”, an example is shown below.     

 


