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Conversion Spreadsheet 
  

 

 
 
 

 
STEP 1: Headings 
 
In column B, type a heading for 
your Conversion Utility i.e. 
Cooking Measurement 
 
I usually leave the first column 
free of text for formatting 
purposes. 
 
On another line, type the following 
headings: Select conversion; Input; 
Output, with blank columns 
between each. 
 
Don’t worry about the aesthetics 
at this stage. 
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STEP 2: Determine Cells to be used 
for Selecting a Conversion; Input 
and Output. 
 
Select cell 2 rows below each of 
the headings and right click to 
reveal the Format Cells dialogue 
box. 
 
Next, select the Border Tab and 
click on Outline, then OK. 
 

 

 
STEP 3: Create a Conversion 
Lookup Table 
 
On row 11, create a list of 
conversions you wish to use as 
shown in the image opposite. 
 
NOTE: You may limit your 
conversations to conversions of 
distance or Cooking 
measurements etc. 
 

 

 
STEP 4: Name the Conversion 
Table Range of Cells 
 
Select all the cells containing your 
data for conversions and name the 
range ‘Conversion’ 
 
NB: To select a range, click in the 
first cell, then while holding down 
the left mouse button, move your 
mouse to the right and down until 
the range is selected. 
 
Naming the range is done by 
typing a name in the cell reference 
area whilst the range is selected. 
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Check out this website for all your conversion needs: 
http://www.bettersolutions.com/excel/EDH113/YI521110881.htm 

 
STEP 5: New Function – Convert 
 
Type your Convert formula on the 
same row as the words you used 
to describe the conversation 
from/to:  Then repeat this for each 
conversion 
 
 

 

 
Absolute Referencing 
 
Notice, I have used the $ symbol in 
my formula with cell reference E6.  
This is known as an absolute 
reference and is used when 
copying a formula.   
 
After typing the convert function 
once, using absolute referencing 
to cell E6, I then copied the 
formula down and only had to 
amend the conversion from and 
to. 
 

 

 

 
STEP 6: Data Validation 
 
With cell C6 being the cell I 
decided earlier to use for selecting 
the conversion.  From the Data 
Ribbon, Select Data Validation. 
 
Next, from the Data Validation 
dialogue box, use the drop down 
box to select List. 
 

Function 

FROM 
In this instance 
“C” representing 
Celsius 

TO 
In this instance 
“F” representing 
Fahrenheit 

Cell Reference 
of value to be 
converted 

http://www.bettersolutions.com/excel/EDH113/YI521110881.htm�
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To the right of the source input 
field, click on the small icon which 
looks like a mini spreadsheet. 
 
Next, select the range containing 
the list of conversions. 
 
 

 

 
From the dialogue box, reselect 
the small icon on the right. 
 

  

 
Next, select the Input Message 
Tab, then under Title type 
Conversion Method and for Input 
Message: Select from the Drop 
Down menu the conversion 
required. 
 
Select OK 
 

  

 
STEP 7: Create a dropdown list 
 
You should now have a dropdown 
list enabling you to select the type 
of conversion you wish to make.  
In addition to this, text displays 
when the cell is selected. 
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STEP 8: Check for text, then 
lookup the result 
 
Select a conversion from the 
dropdown list.  Then, in column F 
on the same row, use the 
following functions: 
IF – A logical Test 
ISTEXT – Checks to see if a cell 
reference contains text. 
VLOOKUP – Vertical lookup of a 
table array, in this case C6 is the 
cell to first look in, then look up in 
the table array we named earlier 
‘Conversion’, in the fourth column, 
FALSE alleviates any errors. 
 

 

 
In column G, we use the VLOOKUP 
function again, this time, to look 
up the value after the conversion 
(Output). 
 

 

 
In column H, we use the VLOOKUP 
function to display the name of 
the measurement we have 
converted to. 
 
 
 
 
 
 
 
 
 

VLOOKUP 
Look up cell ref C6, compare 
to table array ‘Conversion’, 
take value in corresponding 
row in fourth column, FALSE 
alleviates errors.  

IF 
A logical Test 

ISTEXT 
Check ref cell for text 



 

52 Spreadsheets 

 

  

 
 
 
STEP 9: Finishing touches – 
Formatting the whole worksheet 
 
We format the sheet to improve 
the appearance and to protect 
formula’s in cells. 
 
The first step is to decide on the 
size of font, now we know how 
much of the window is taken up 
with text that we need to see. 
 
Use this symbol to adjust the 
column widths: 
 
 
 

 

 

 
Centre your main heading across 
the screen.  Select first the cells on 
the row of the heading which you 
wish to centre, and then click on 
the Merge and Centre Icon under 
the Home Ribbon. 
 

 

 
You no longer need to see the 
Conversion table array, so we hide 
it. 
 
First, click on the first row of the 
table and drag down until all the 
rows of the table have been 
selected.  Next, right click and 
select ‘Hide’. 
 
 
 
 
 
 

 

 

Select whole sheet 
Select Font Size, Style 

Adjust Column Widths to meet requirements 
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Select the row the column 
headings are on by selecting the 
row number, then centre align. 
 
Next, repeat this for the row 
containing the conversion. 

  

 
Select the entire sheet, then right 
click to reveal the Format Cells 
dialogue box. 
 
Then, select the Fill Tab, followed 
by a colour of your choosing for 
the background. 
 

 

 
Select the cells with the dropdown 
list, input and Output. 
 
Right click, Fill Tab, select ‘No 
Colour’. 

 

 
Select the cells with the dropdown 
list and Input, then right click and 
select the Protection Tab, next, 
remove the tick from ‘Locked’ and 
click on OK. 
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From the View Ribbon, remove 
the ticks next to Formula Bar; 
Headings; Gridlines 

 

 
STEP 10: From the Review Ribbon, 
select ‘Protect Sheet’, then 
deselect ‘Select locked cells and 
click OK. 
 
NOTE: You can use a password if 
you wish to lock it so that the 
sheet cannot be tampered with.   
 
Warning if you forget your 
password you will not be able to 
edit the worksheet. 
 

 

Congratulations! 
 
You have finished  
 

 


