The Basics of Microsoft® Excel (Office 2000)

Microsoft® Excel is a spreadsheet program. With this program you can organize
data and perform calculations, especially complex and repetitive calculations,
quickly and easily.

The advantages of using a spreadsheet are evident when you try to make
changes. For example, if you are creating a budget and you have input all of the
data, but realize you want to increase your monthly rent expense, you can do
so. The final total will be corrected automatically. Likewise, if you forgot an item
and wanted to add it in, you can insert a row, add the item, and your total will
include the new row.

Another advantage to Excel is that you can link your worksheets and
workbooks. By linking you do not have to re-enter data and risk typographical
errors. The information in the linked cell is automatically connected and
transferred between the two documents. Therefore, if you update figures, say
costs, in one place and have it linked to another worksheet, that cost will be
updated in your other worksheet.

Excel uses two terms which can be confusing: workbook and worksheet.

The worksheet is the page (sheet) in which you work and store your data, it has
lettered columns and numbers rows. The workbook is the name of the file that
contains your worksheet. You can have many worksheets in one workbook.
Think of it as a book with sheets of paper in it. You can name each of your
worksheetsbyr i ght «c¢l i cking on the tab and
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Part 1. Setting Up Your Spreadsheet
1. Open Excel (Start - Programs - Microsoft® Excel).

2. If a new workbook does not appear, go to File - New - General -
Workbook.

3. First type the category headings across row 2, starting in column A. Your
headings should be: ITEM, PURCHASE DATE, and PURCHASE PRICE.

4. You will need to change the size of the columns to be able to fit the text. To
do this, click on the line between column A and B. Your cursor will change
into a split-arrow. Hold and drag to the right until your column is wide
enough to for the text. You can also double click the line and it will
automatically become as wide as the widest entry.

File Edit Miew Insert Format Tools Da

S8 &RV & -
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Part 2. Entering Data

5. Click in a cell to select it and type in your information for your capital
equipment list. Include the dates you bought the items and the price you paid
for them in different columns.

6. The cells must be formatted so that the entries are recognized as numbers,
currency, etc. First select all the numbers in the column you want to format.
Then go to the Format pull-down menu and select Cells.

@_j File Edit Wiew Insert | Format | Tools Data  Window  Help

DEHLm| &R E e i@ >
1 - i Row 3
A Colurn » I
1
] Sheet 3
2 |ltem e urchase Price
3 AutoFormat. ..
4 |Craftsman 6.75hp RearB Conditional Formatting. .. 380
& |Craftsman 7.0 hp Rear Ba 37a
B _|1991 Ford F150 truck ez 1500
7 |Trailer Dec 31 2000 2000
8 |500 Gallon Fedilizer tank Jun 30 2000 500
9 [Craftsman Leaf Blower Jun 30 1999 128
10 | Craftsman 3.5 hp Edger Jun 30 2001 260
11 |Craftsman 32cc gas Line Trimmer Jul 31 1999 125
12

7. When you click on Cells, the Format Cells dialog box opens.

Select either Currency or
Format Cells Accounting from the
category list.

| gt | o |

Cakegory: —Sample |

General i a5 | .
Set the decimal place
CUrrency Decimal places: |2 5‘ ;J to 2.

Accounking
Date

Tirne [ Use 1000 Separator ()
Percentage
Fraction
Scientific
Text
Special

Cuskarn Ll

—

MNegative numbers;

Nurnber is used For general display of numbers, Currency and Accounting
offer specialized Formatting for monetary value,

(o4 I Cancel |

8. Click on the Number tab. After selecting either the currency or accounting
category, click OK. All the numbers in the column you selected will change
to the new format.
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Part 3. Writing and Inserting Formulas

9. To write a formula that will calculate the total, click on the cell where you
want the total to appear. Click in the blank formula bar and type = SUM ().
Inside the parenthesis type the address of the first cell in your list and a
colon and then the last cell in your list. The total appears in the cell you
originally selected. Your capital equipment list should now look something

like this:
DEeEast SRy $BRBER-< 9-o- @ 5 -8
Cc13 - Fe =SUM(C4:C11)
A [ B ! c |

o]
| 2 |ltem Purchase Date Purchase Price

3
[ 4 |Crafisman 6.75hp Rear Bag Mower Jul 31 2001 §350.00
& |Cratsman 7.0 hp Rear Bag Maower Jul 31 158949 F375.00
' [1991 Ford F150 truck Dec 31 2000 $1,500.00
|7 |Trailer Dec 31 2000 $2,000.00
? 500 Gallon Fertilizer tank Jun 20 2000 $500.00
| '8 |Cratsrman Leaf Blower Jun 30 1999 $125.00
E Craftsman 3.5 hp Edoer Jun 30 2001 $250.00

11 |Craftsman 32cc gas Line Trimmer july 31 15949 $1325.00
2]
| 13| §5,225.00
14

10. A quicker way to perform an addition is to use the Auto Sum button. To do
that, click in the cell where you want the total to be displayed (in the case
above that would be cell C13). Keeping the mouse button pressed, move
the cursor up over all the numbers you want added up (in the above case
from $125.00 up through $350.00 as shown). Now click on the Auto Sum

PE
button on the toolbar. The total will appear in the cell you chose and
the formula =SUM (C4:C11) will appear in the formula bar.

B
11. To make the text bold, click the * on the toolbar.

Part 4. Copy, Cut, and Paste

Sometimes you need to move copyordel et e t he data that
spreadsheet . Hereb6s how to do that:

1. Select all of the data (number amounts) in Column B, by clicking on the top
cell and dragging down to include all of the cells.

2. Goto Edit - Copy.
3. Place your cursor in the top cell in Column C.

4. Goto Edit - Paste. Your data should have pasted into the February
column.

5. Do the same for the rest of the months.
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6.

If you want to Cut (or delete) the data in cells, select Cut instead of Copy
in Step 2.

*To delete the data in a single cell or row, you can select it and hit Delete on
your keyboard.

Part 5. Naming and Saving your work!

You need to save your work or you may lose all your data. The name of a
computer file has two parts i the name that you give it plus an extension
that the computer adds. Extensions consist of a dot plus three letters. As
travelers recognize the highway they are on by watching the road signs,
computer programs recognize their files by the file extension. In the case of
Excel, the extension is .xIs.

Go through the process of naming the budget file and see how Excel marks
the file with an extension.

1. From the File pull-down menu select Save as. A Save as dialog box
appears, the bottom part of which looks like this:

| Excel 6s default file na
you want to give each file a name that makes
File name: some sense. I n this ca
file capitalequip.xls

Save as bvpe! |Microsoft Excel Workbookl, .y
2. Repl akd. xhseofiBgotyping ficapit
type the extension .xlIs, Excel will add this automatically.
3. Press the Save button and your file is now named and saved!
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Creating a Budget Using Microsoft® Excel

Part 1. Setting Up Your Spreadsheet
1. Open Microsoft® Excel (Start - Programs - Microsoft® Excel).

2. If a new workbook does not appear, go to File - New - General -
Workbook.

3. First type the category headings across Row 1, starting in Column B. For a
monthly budget the headings will be the names of the months.

4. Type in the budget headings down Column A. These headings are:
a. Regular monthly payment
Rent
Car payments
Appliances, stereo, TV payments
Credit card payments
Health insurance payments
Savings plan
ousehold operating expenses
Telephone
Gas or electric
Water
Repairs/maintenance
ersonal expenses
Clothing
Laundry
Medications
Doctor visits, dental exams
Education
Gifts
Travel
Books, newspapers, magazines, CDs
Gas
Auto upkeep
Spending money
Hobbies, sporting licenses, etc.
Miscellaneous

o

o

o

Groceries
Eating Out

—A-a T =A—A—A-—a—A_—A_A8_8_2_2_98_8_48 7004 T-2-2-2-9-9-9

Your spreadsheet should look something like the example on the next
page, though some of your categories may differ.
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Part 2. Data Entry

1. Use the list you created earlier to fill in as much of the financial data you
can for the month of January. Just place your cursor in the cell, click to
select it, and then type your data as in the picture below.

DERSE SRY | BR-F|(o- o

B4 - f
A R |
January February Ma

Regular monthly payment
Rent § 240.00
Car payments

M o b —

2. Add an extra row called Total and write a formula to calculate the sum
total of your expenses.

Part 3. Formatting Columns

You can change the way data appears in your spreadsheet by formatting the
columns, rows or cells. For example, in the rent entry above, we just typed 240
into the cell. We then formatted the column to display entries as currency.
Microsoft® Excel now recognizes that number as money and automatically
adds a dollar sign and decimal points.

To tell Microsoft® Excel to recognize your data as money, do the following:

Click on the column letter B.

Go to Format - Cells on the menu bar.

The Format Cells dialog box opens.

Click the Number tab and choose Currency from the Category list.
Make sure decimal place is set to 2.

Click OK.

ouhkhwNE

The dialog box on the next page will appear when you format the cells.
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Part 4. Naming and Saving Your Work!

You need to save your work or you may lose all your data.

Part 5. Entering Your Income

In Cell A33, type Alncome. o Fill in

Part 6. To Calculate a Balance

1. InColumnA, Row35 ( Cel | A35) type fABal anc:

2. Select the appropriate cell in Column B where your balance will go (B35).

3. Then click Autosum button ™

4. Your balance is your Income minus Expenses. So select your January
income first by clicking on it (B33). Then hit the minus sign on the number

pad on the keyboard. Then select your total expenses for January (B31).

5. Now press Enter. Your balance appears in B35.
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