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Formatting and Charts
Quick-reference card: formatting with a light touch, number formats, fixing #####, and the right chart.
Formatting (Home tab)
•  Bold / Italic / Underline: Ctrl + B / I / U. Fill colour: paint bucket. Borders: grid icon.
•  Format Painter (paintbrush): copy a cell's look onto others. Double-click to paint several.
•  Less is more: one heading style, one highlight colour, reused.
Number formats
A format changes how a value LOOKS, not what it IS. 0.25 shown as 25% is still 0.25 underneath. Common formats: Currency (money), Percentage (rates), Short Date (dates).
	##### is not an error
It means the column is too narrow. Double-click the column edge to auto-fit and the number reappears.



Choosing a chart
	Chart
	Best for

	Column or Bar
	Comparing amounts across categories

	Line
	A trend over time

	Pie
	Parts of a single whole (a few slices)



Tidy a chart
•  Rename the title to something meaningful. Use the + button for Data Labels and Axis Titles.
•  Add alt text (right-click then Edit Alt Text). Do not rely on colour alone; add labels.
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