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Conditionally format dates in Excel 
Here are a few examples of how you can conditionally format dates in Excel. 

To follow these examples refer to the workbook Conditional Format Dates.xlsx hyperlink if possible 

 

Example 1. A simple way to highlight dates before or after today’s date 
To conditionally format selected cells, use Excel’s built in Highlight Cell Rules with the =TODAY() function. 

Spot dates in the future: 

1. Select the range of cells containing the dates you want to format 

2. On the Home ribbon click Highlight Cell Rules → Greater Than 

3. In the Greater than box enter =today() 

4. Optionally click the drop-down box ‘with’ and choose a different format 

5. Click OK 

 

 

 

 

 

 

 

 

Spot dates in the past: 

1. Select the range of cells containing the dates you want to format 

2. On the Home ribbon click Highlight Cell Rules → Less Than 

3. In the Less than box enter =today() 

4. Optionally click the drop-down box ‘with’ and choose a different format 

5. Click OK 

 

 

 

 

 

 

 

 

Note: The Excel TODAY function returns the current date, updated continuously when a worksheet is changed 

or opened. When you open the workbook in the future, the conditional formatting automatically updates. The 

screenshots in this example were taken on 8 June 2019 and you will get different results to those shown. 
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Tip:  

To clear existing conditional formatting from a selected range of cells, choose  

Conditional Formatting → Clear Rules → Clear Rules from Selected Cells: 

 

 

 

Example 2. A simple way to highlight dates using 10 built in options: 
Excel provides 10 options to format selected cells based on the current date. 

1. Select the range of cells containing the dates you want to format 

2. On the Home ribbon click Highlight Cell Rules → A Date Occurring 

3. Select one of the date options from the drop-down list in the left-hand part of the window, ranging 

from last month to next month. 

 

 

 

 

 

 

 

 

 

4. Choose one of the pre-defined formats or set up your custom format by choosing different options 

on the Font, Border and Fill tabs, then click OK 
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Example 3. A simple way to highlight upcoming dates: 
This example formats dates occurring in the next 14 days orange and also formats dates occurring in the next 

30 days a yellow: 

1. Select the range of cells containing the dates you want to format 

2. On the Home ribbon click Highlight Cell Rules → Between 

3. In the first box type the formula =today() 

4. In the second box type the formula =today()+14 

5. Click the drop-down arrow in the with box and choose a custom format, then choose a fill colour of 

orange and click OK. 

 

 

 

 

 

 

 

 

 

 

 

 

6. Repeat the steps for the second date range: on the Home ribbon click Highlight Cell Rules → 

Between 

7. In the first box type the formula =today()+15 

8. In the second box type the formula =today()+30 

9. Click the drop-down arrow in the with box and choose a custom format, then choose a fill colour of 

yellow and click OK. 

 
 

  



 

  P a g e  | 4 

Example 4. Conditional format dates based on values or formulas entered in your Excel worksheet: 
To easily change the dates used with conditional formatting, you can enter the dates in your Excel 

worksheet. The dates could be static, or they could be a formula. To follow this example, look at the 

worksheet named Example4 which looks similar to the following (when you look at the example, the date in 

cell B1 should be the current date, whereas this screenshot was taken on 8 June 2019) 

 

 

 

 

 

 

 

 

1. In cell B1 enter today’s date using the formula =today() 

OR, type a static date that represents the end of the financial reporting period, or the project status 

date 

2. Cells B3:B5 are the number of days after the status date that trigger the conditional formatting 

3. Cells C3:C5 contain the formula that is the status date + the number of days: 

 

 

Tip: You can enter a formula of your choice, such as minus the number of days, or 

adding only working days rather than actual days. 

 

4. Select the range of cells containing the dates you want to format 

5. To apply the Red formatting (that is dates that are before the status date) 

5.1. On the Home ribbon click Conditional Formatting → Highlight Cell Rules → Less Than 

5.2. Put your cursor in the box then click cell C3 

 

 

 

 

5.3. Click the drop-down of the With box and choose custom, and on the fill tab choose red and on 

the Font tab choose white 

5.4. Click OK  
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6. To apply the Amber(orange) formatting (in this example the dates that occur in the next 14 days) 

6.1. With the cells still selected, on the Home ribbon click Conditional Formatting →  

Highlight Cell Rules → Less Than 

6.2. Put your cursor in the box then click cell C4 

6.3. Click the drop-down of the With box and choose custom, and on the fill tab choose a dark 

orange colour and on the font tab choose white 

6.4. Click OK  

 

7. To apply the Yellow formatting (in this example the dates that occur in the next 28 days) 

7.1. With the cells still selected, on the Home ribbon click Conditional Formatting →  

Highlight Cell Rules → Less Than 

7.2. Put your cursor in the box then click cell C5 

7.3. Click the drop-down of the With box and choose custom, and on the fill tab choose a yellow or 

lighter colour 

7.4. Click OK  

 

8. To apply the Green formatting (in this example the dates that occur beyond next 28 days) 

8.1. With the cells still selected, on the Home ribbon click Conditional Formatting →  

Highlight Cell Rules → Greater Than 

8.2. Put your cursor in the box then click cell C5 

8.3. Click the drop-down of the With box and choose custom, and on the fill tab choose a green 

colour 

8.4. Click OK  

 

9. To ensure the formatting displays as intended: 

9.1. With the cells still selected, on the Home ribbon click Conditional Formatting → Manage Rules 

9.2. Change the order of the rules by selecting a rule in the list and choosing to move it up or down 

the list: 

 

 

 

 

 

 

The correct order should be: Red, Amber, 
Yellow, Green.  
  
 

9.3. Click OK. 

 

Note: When you apply multiple rules to the same range of data, Excel determines if the rules conflict. Since a 

cell cannot have both two different colour backgrounds at the same time, the conditional formatting rule 

applied is based on the order of precedence: the rule that is higher in the list in the Conditional Formatting 

Rules Manager dialog box is applied first. By default, new rules go to the top of the list; to change the order, 

use the Up and Down arrow buttons in the dialog box. If two or more conditional formatting rules do not 

conflict, both are applied. 
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Example 5. Conditional format entire rows: 
This example highlights the entire row  based on the values in two different cells of the same row. If the 

Renewal data is in the past (less than today’s date) and the PD column is blank then the entire row of data 

should be coloured orange. 

1. Select the range of data to be formatted. Ensure you select from the top left cell, excluding the 

column headings. 

 

2. On the Home ribbon click Conditional Formatting → New Rule 

 

3. Select Use a formula to determine which cells to format and type the following formula 

    = AND($B2<Today(),ISBLANK($D2)) 

 

4. Click Format… and select the required fill/font colour 

 

5. Click OK. 

 

 

 

 

Notes: 

The formula is written referring to the top row of the selected data (ie relative to the active cell), which is 

why the formula refers to cell $B2 and $D2. Use an absolute reference to columns B ($B) and D ($D) to 

ensure that the conditional formatting refers to the value in column B and column D of the relative row. To 

create an absolute reference you can type the dollar sign, or keep pressing the keyboard shortcut F4 until the 

dollar sign appears before the column letter.  

 

The 

active 

cell 


