Creating an Excel XP Spreadsheet
using Windows 98/2000/Me/XP

Created: 27 May 2002

Starting Excel XP

In the following exercises you wikkarn some of the necessary stepsteate aspreadsheet
usingMicrosoft Excel XP for Windows 98, 2000, Me, and XP. You will learotronly how to
type various items into the spreadsheet, but algoth copy columns, widen columns, fill
columns, add, subtract, multiply, divide, do gragghand a variety of other “things.”

To begin,oad the spreadsheet loyickly clicking twice on theExcel XP
Windows Icon in theWindows Screen If youdo not seeanExcel Icon,
click-on theStart Button in thelower left corner of the screen, move the
cursor up tdPrograms, and then move tMicrosoft Excel andclick-on it.

A spreadsheeis a ‘number manipulator.” To make the manipulation of numbers eaaler
spreadsheetsare organized intows andcolumns. Your initial spreadsheet will look
something like the one below:
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Notice that the ain” part of the spreadsheet is compose®oWvs (Labeled 1, 2, 3, 4etc.)
andColumns (Labeled A, B, C, D etc.). There are a lot of rows and columns spr@adsheet.
The ‘intersection” of each rowandcolumn is called aell. In the image above thoeirsor is on
the *homeé’ cell —Al. Notice Row 1 and Column A are “bold.” Thisindicateswhat is called
the “addressof thecell. Noticeright above cellAl, thatAl is displayedin asmall box called
theName Box Whenever you “click” on a cell the address ot tt&ll will be shown in the
Name Box.



In this tutorial, whenever we indicate that you ned to click the mouse, it will
mean to click the left mouse button — unless we ichte that you should click
the right mouse button. So, always “click left” uness we tell you otherwise.

Moving Around the Spreadsheet

You can move around the spreadsheet/celldibking your mousen variouscells or by using
theup, down, right and left arrow movement keys on th&eyboard. Or, you can move up
and down by using theefevator’ bars on theight andbottom of the spreadsheet. Go ahead
andmove around the spreadsheetHold down thedown arrow key on thekeyboard for a
few seconds — thetlick-on acell. Notice how theName Boxalwaystells you “where you
are.” Now hold down theight arrow key on the keyboard for a few secondsotice how the
alphabet changedrom single letters (A, B, C,. .... Zto several letter combinations (AA, AB,
AC). There ardaundreds of columnsandthousands of rowsin a spreadsheefnytime you
desire tareturn to theHome Cell (Al)simplyclick-in theName Boxandtype-in A1. Then
tap theEnter key and you willgoto cellAl. You can go to any cell by this method. Simply
type-in a row and column, tap the Enter key, andllygo to that cell.

Now that you have the “feel” of how to move arouBeacel spreadsheajp tothecellsas
indicated below andtype-in the following:

Cl (Your Name)'s Budget. It shouldlook similar to the image below Do not tap Enter
when you finish
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1 Janie's & Greg's Budget

Look at cellsC1 andD1. Notice how youentry has spilled over from C1 into D1
Sometimes this is a problem, and sometimes itts Tiap theEnter key and therclick-on cell
D1 andtype-in the wordBONZO andtap Enter key.
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Notice howBonzonow COVERS theright part of your original entry !! Now move backto
cell C1 andclick-on it. Look at the upper part of the spreadsheetgogve the cells where you
typed Bonzo. Your name and the word budget altdlstre! Bonzo onlyfCOVERED the
portion in cell D1. See the image and arrow below.
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There areseveral waysto take careof this. For the momemhove backto cellD1 andclick-on
cellD1. Tap theDeletekey (above the arrow movement keys onkégboard). Notice that

Bonzodisappearsand yourentire entry reappears This is one way to expose the entry. We'll
look at some others as we go along.

Now we'll continue making some entrigglove to thefollowing cells andtype-in the
information indicated.

If you happen tanake a mistakesimplyretype the entries Later on we'll see how to
edit mistakes. Any time you want to replace somegtim a cell you can simply retype
a new entry and it will replace the old one.

Cell Type-in

A3 INCOME

B4 Parents

B5 Job

B6 Investments
B7 Total

Al0 EXPENSES

B11 Food

B12 Beverages
B13 Parties

B14 Miscellaneous
B15 Total
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Your spreadsheetshould nowook

like thepicture on theright.
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1 Janie's & Greg's Budget
2
3 |[INCOME
4 Parents
5 Job
B Investments
7 Total
g
g
10 |EXFEMSES
11 Food
12 Beverages
13 Parties
14 Miscellaneous
15 Total

At this point you probably have noticed, the wotitlwestments" and "Miscellaneous" run over
the spaces given in the cells. Do not be conceahéus point. We'll soon fix this.

Now, type thenumbersin thecells
indicated:

C4 300
C5 50
C6 150

When youtype-in the 150, tap Enter.

Your spreadsheeshouldlook like the one
on theright. We would like tgplace an
underline at thebottom of the three figures
so that we camdicate atotal below — in
cell C7. Point to cellC7 with the mouse
(That's where we want the linealways
move the cursor to the place where you
want to insert a line). With the Arrow on

cell C7 tap theright mouse button

C7 | =|

A | B | ¢ | D |
1 Janie's Budget
2
3 |Income
4 Parents 3200
5 Job ]
B Irvestrment 150
i Total

| |

g
=)
10 |Expenses
11 Food
12 Beverages
13 FParties
14 Miscellaneous
15 Total
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A sub-menu with a captioRormat Cells appears

Theright click will * always bring up’ a menuthat is
“tailored” to the “place’ where you click This will work
in any Microsoft Windows product. You can alwagh
“where” you click the right mouse button for thecursor
arrow will always be in a corner of the menu thatappears
— exactly where you clicked the right mouse button.

Cuk

Copy

Paste

Paste Special. ..
Insert...
Delete, ..

Clear Conkents

U@ Insert Comment

SelectFormat Cells. — | Format Cells. ..
Pick From List..,

When the Format Cells menu screen below appearselect
Border. _ o

% Hyperlink...

7

Look at theline Style box Al 2]
in thelower right. There Murnbey | Alignment | Forik Border | Patterns | Protection |
are several types of lines Pressts Line
that you can choose. Point S Style:
to thethick single linein ‘ """ o —e e
the Style Area (see arrow) None  Ouine Inside | |~ _—
andclick theleft mouse Border -
button. Abox will go T | —— | | T T =
around the line. Look at T :
the area which saydorder. Text -
Point to theupper part of \
the Text box (see arrow) H Calor: N
andclick theleft mouse B | Automatic |
button. Athick black line | b i
will appear at thetop of The selected barder style can be applied by clicking the presets, preview
theText box. diagram or the buttons above.

! ; Ik I Cancel |

/

If the thick line does not show-up at the tomf theText box, click-again at the “top line area
in the Text box” and the line will “disappear”. Tihelick-on the thick, single line in the Line
Style box again and repeat the previous instrustidf) somehow, you makenaistake, simply

click “on and off in the Text line boxes.You will notice that the lines

This is called a “toggle” in computer jargon. 8ayrk at this until you get the line on the top or
where you want it. We have just indicated thatwest a single thick underline at the top of the

cell C7. Point tdDK andclick theleft mouse button.

appear and disaqpe




When youreturn to thespreadsheetlick somewhere other than cell C7 This is called
“clicking away.” You should nowseealine at thetop of cell C7. Sometimes the box
highlighting a cell hides the lines. If you “medsgp”, try again.

Now type in the numbers in the cells indicated.

Cl1 30
Cl2 50
C13 150

Ci4 70 (Afteryou type 70, tapthe Enter key)

Now, underline thetop of cell C15 like you did cellC7.

Widening Columns

You probablynoticed, as you typed in the numbesameof thewords were justoo wide for
the defaultcell width (Investments and Miscellaneous). Letlden column Bto take care of
this.

Slowly movethemouse arrowto theright edge of theB cell (between the B and the & The
cursor will turn into ararrow pointing right and left with a small vertical line in the middle
(see arrow below).Hold down theleft mouse buttonandmove (drag) the line to the right.
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As soon as yostart to move (drag)adotted vertical line will go down the spreadsheednd it

will move as you hold down the left button and drag thenouse Keep draggingto the right

until you arepast thewidest word and a bit more (for some space). Release therbuithe
column is widened. Notice in the upper left corakthe screen, below File in the menu bar, and
above the buttons, that as you hold down and diragtttells you that current width of the
column.



g

Parents
Job
Investments

Total

Food
Beverages
Parties
Miscellaneous
Total

Inserting Rows

This is one way to widen a column. Heramother way. Point to theB
at the top of columnB (in theGray area) andlick theleft mouse
button (Thecell should turrblack and thecolumn turnblue.).

Cuk

Now, keepingthecursor somewhere in the S
“blue” area, click theRight Mouse {3 poste
Button. Notice that anenu with Column Paste Special. .
Width... appears.Click-on Column Insert

Width... andtype in 15andclick-on OK.
This is another way to widen a column.

Delete

Clear Conkents

Earmat Cells. ..

UE

Colurmn width, .. |

Hide:
nhide

Oops... amistake (on purpose). Whaven't left enough roomat the top of the spreadshézt
insert some budgatnonths. So... move the cursor to theay 2 along thdeft edge (this is the
second row}yo we can insert two new rows.Click theleft mouse button. You will notice that
the whole row goeblue and the 2 turns black. Make surghe cursoarrow is eitheron the 2
or somewhere in the blue row

Click theright mouse button. A drop down menu will appear.
Point tolnsert. Click the leftbutton onInsert. Notice howone
row wasinserted and howeverything belowmoved down Do this
againtoinsert another row. Excel, and all spreadsheets, will
remember where they moved your work and autométiadjust
for these changedncome shouldnow be incell A5.

A | 8 | ¢ | b | E | F

Janie's & Gren's Budoet

[MCOME

Parents 300
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Copy
Paske

Paste Special. ..
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Delete




Aligning Cells
Now we'll type some more. Go to cell

C3 SEPT (Type-in SEPTandtap the Enter key)

] | <

Notice again hovSEPT is automatically left aligned. Logically, since
you are using Excel, in the English version, the i left aligned so that
all of the text entries line up nicely in the colamells. We would like taenter SEPTin cell
C3. Click on cellC3to “mark” the cell. One way to doenter SEPTis to simplyclick-on the
Center button in thebutton bar at thetop of the screenMake sure that you ar€N cell C3
when youclick (see image abovaght).

2%

SEDT
& cut
Copy
[ Paste Here is another way tenter the word. Click right on cellC3.
PheloSpael Then click onFormat Cells.
Insert...
Delete...
Clear Conkents
Ud  Inserk Comment
Mumber  Alignment | Font | Border | Patterns F‘ru:uteu:tiu:unl
| Eormat Cells. .. : ) _
{ [ Text alignment —rientation
Horizontal: [+ .
3 ICenter j Indent: *.
Yertical: 0o = ; .
When theFormat Cells j o | Te
Menu appears, click-on t .
the— Alignment Tab and then I Justify distributed Lot
click-on -- Horizontal - Center - Texlt_m”tm'
-Vertical - Center -- then click Hirap text -
OK.. Trv it I~ shrink to Fit |'3' =] begrees
-yt [ Merge cells
Right-to-left

This is how you can align words
for neatness. You can also point
to several cells you want aligned |context =

Text direckion:

and do this. We'll try that next.

K I Zancel




Now type the below text in the cells indicated.

D3 OCT
E3 NOV
F3 DEC
G3 MONTHLY TOTALS (tap theEnter key and themrorrect the width of

this column)

Next we’ll highlight cellsD3 through G3. To do this, point t®3 and click theLeft

mouse button Then,holding down the left mouse buttomlrag the mouse to the right
through G3 — when the cells are highlighted — takgour finger off of the left mouse button
Thenpoint to thegroup of cellsand click the'ight mouse button to bring up tfi@rmat Cells
menu. Click orAlignment and choos€enter (vertical & horizontal). Then point tdOK and
click theleft mouse button. All of the cells will then be astesed.

| B — ¢ | b0 [ E [ F ] G | H |
Janie's & Greg's Budget

[ SEFT oCT MO DEC  MOMTHLY TDTALS!

You couldalsoclick theCenter button as you did before.

MONTHLY TOTALS will not fit its spacewhen you do this. Buyou know what to da
Move the cursor over the line between cells G arah#l drag the line to the right to widen the G
cell just like you did a few minutes ago.

Saving Spreadsheets ﬁwew Insert  Format  Tools  Dal

[ Mew... Chrl4HM
We have done quite a bit of work so now is a = Cpen... CHIHO
good time to save our spreadsheet. Poifile® lnse
in theMenu Bar at thetop of thespreadsheet —
Point toSave Asandclick-on Save As A Save\E 2ave i
As menu box appearglike the onébelow). sawe fs... |

Notice in theupper
left corner that there Save fn: |@ My Documents -

is a ‘box’ to theright —
of Save In:with a : Corel User Files

down pointing ‘ \&‘5' =] My Data Sources

triangle to theright.

Click-on thetriangle. This will showyouall of the ‘drives” and “folders” where you may save

your work Put a formatted 3 Y% diskette in the A Drive thenclick-on the3 Y2 Floppy (A):;
this is where you will save your work (sieeage at thetop of thenext page.
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You will then see:

2 x|

j & - [E] @XLYTDD[S'

Save in: I =4 3% Floppy (A:)

Hiskary

B

My Documenks

2 &

Favorites

B

]2

[y Mebork
Places

File name: Imvhudget j
Save as bype: IMichsoFt Excel Warkbaok (*.xls) j Cancel L

£

To the right ofFile name:, Delete the information (which is in the box) agpe-in
MYBUDGET . This is the name under which you are saving yiteur (In the future you will
choose logical names for your spreadsheets asay@utsem.) Now point t8aveandclick the
left mouse button.

Exiting Spreadsheets

Anytime you need to leave your spreadsheet sinpl on File in themenu bar, thenclick-on
Exit. If youhave not savedyour spreadsheet, a reminder box will ap@esking you to do so

Retrieving Spreadsheets

Ed Microsoft Excel
When you need tr_eturn toa Eie | £dt view T
spreadsheetyou firstload Excel as you S ew.. / "
did originally (Page 1). When Excel is on = = o
the screernglick-on File in the menu bar d =REn. - F

thenclick-on Open.
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The followingOpen menu screen will appear:

2l x|

Lookin: |4 3% Floppy (A1) x| - @ ¥ O EE - Tods~

=
], 5

el Network
Flaces

e | e | mrrme
Files of bype: IP.II Microsoft Excel Files (*,x*; * xls; * e * bty * bkl *.mbk; * mbtml; *,xml; *j Cancel L
£

Click on thedown triangle to the right of the.ook in: box (Similar to the triangle in the Save
in: box). Click-on the8 %2 Floppy (A:). Files saved on the disk will appear in the belot.
Click-on your file MYBUDGET ), then click-onOpen. Your file will be opened. You could
alsodouble-click quickly on the file to open it

Also, if you have not done so alreadypve your cursor slowly over the "buttons” located
below the menu bar You will notice alittle box that tells you what these buttons do. These
little boxes are callediext Help boxes. Many of them wilaveyou extra tlicks” by using

them. Notice, that undeFile andEdit in theMenu bar, there are amall folder (Open)and a
diskette (Save) Clicking-on them will take you directly to Opand Save.

Adding Numbers

Next we want to learn how to add numbers. Thegesaveral ways to do this. Each method has
its advantages and disadvantages.

To do this, begin bynoving your cursor to ceIC9, andclick-on it.

Always move to the cell where you want the answer
to be located.

11



TYPE-IN METHOD

We want toadd the three numbers in cell6, C7 and C8 To use this method/pe-in (using
the keys on the keyboard) the following in ¢e4:

=C6+C7+C8 4
5 [INCOWME

Your spreadsheet should look like the B Parents
image to the right as you are typing in this |7 Job
equation. Note: you don’'t have to use E Investments 150
capital letters — we only did this because : Total =CB+C7+CF|
they are easier to “see” in the tutorial. 10

4
Now —tap the ENter key. Thenglick 5 |[INCOME
on cellC9 again. Thetotal of these 6 Parents 300
cells will nowappearin C9. g l"ﬂ”ﬁigtmemﬁ 123

g9 Total 5|:||:|.

1

HE Ep?
El_‘? & = When you have completed typing your equation, yduseethis
i‘; —'35+C|7"+CB formula in the aredelow the menu bar

Changethe number in celC6 to 500 (andtap Enter). See how the tot&dUTOMATICALLY
recalculates!!!

THIS IS THE TRUE POWER OF THE SPEADSHEET !l

Whenever a number is entered in a cell the entirgogseadsheet will
automatically recalculate.

Something happened here Notice how you typed in gequal sign)= before the cell
location. If you had simply typed in C6 + C7 + C8, Excaluld have thought this entry was a
word (text) and this entry would have shown as you typed it.

Try this if you want. Any time you “create” an eriin Excel, you can simply re-type or edit the
formula to correct the error.

TheType in Method is really easy if you havefaw numbers and can see their cell locations
on the screenlf you have a lot of cells in the formula, whictean several screens, this is not
such a great method. The next method will wordtdeétter for numbers “all over the place.”
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Subtraction, Multiplication, and Division

You can put ira (minus)- for subtraction, (asterisk)* for multiplication , and (slashj for
division. As you become more capable we'll, build somiy fdrmulas.

Point Method

Again move to cellC9 andclick-on it. We'll now add the numbers a second wagp the
Delete keyon thekeyboard to deletethecurrent formula.

First, tap the= andPOINT thecursor to cellC6 usingthe mouse tap theleft mouse button

on cell C6(you will see a marquee box go around the c&lpw tap a+ andmove cursor to

C7, tap theleft mouse button,andtap another+ andmovethe cursor t&C8 and taptheleft
mouse button(notice how as you' + and point " the additiorformula is being built in cell

C9), nowtap Enter. The same formula can be built using the arrowantent keys on the
keyboard (except that you don’t have to click-ooheeell as the cell is marked as you move the
arrows). Notice, as you arentering the cell addresseghat as you place anotheiin the
formula, that thecursor “returns” to cell C9. Alsonotice, as youpoint to eactcell that it is
highlighted by a ‘marquee box” This “tells” you whatcell you've pointed to. Pretty neat!

This method is goodwhen you need to move tmmbers that are spread out all over the
place Some people like it best and use it all the timgs your choice.

Function Method

Move again tocell C9. Deletetheformula bytapping theDelete keyagain.
Now type in the following =SUM(

[This tells Excelthat we are going tsum somenumbersin aRANGE which will follow the
=SUM(]

There aréwo waysto put in this range:

Arrow Key and Anchor Method: With thearrow keys move the cursor to cell C6As you
move you will notice that theell where the cursor is locateghpearsafter the=SUM(. When
you get toC6 tap the. (Period) Key. This is called al\NCHOR andholds one endof the
RANGE in place. You will notice that @6:C6 appearsin theformula area under the button
bar. This is aone cell range Now move with the arrow keys to cell C8 See how cell€6,

C7 and C8 are highlighted This indicates thRange is C6:C8 Excel assumes, logically, that
these are the numbers you want to add. kgwEnter. The numbers still add, but now the

formula readssSUM(C6:C8) instead of =C6+C7+C8 like it did before.
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Mouse Method Move again tocell C9. Deletetheformula in cell C9 by tapping theDelete
key. Typein SUM( as you did beforePoint to CellC6 —with yourmouse cursor Click
and hold down the left mouse buttorandmove/dragthe cursor down to ce€t8. (Cells C6,
C7 and C8 should be highlighted.) N¢ap Enter.

This=SUM Function is agreat wayto add a lot of numbers, or a block/range of numbers
By simply anchoring, and using page downs or uiegnouse, you can highlight lots and lots
of numbers to add quickly. However, since it asiynsyou can't do subtraction, etc.

Point to cellC9 again. Tap theDeletekey to remove the formula currently in cell C9.

Paste Function

A . E L& 2 100
There are a number @drmulas built into Excel, like Sum. zb &1 | Wl 4
These formulas are callédinctions. Below the Menu ] um
Bar (seeright) you will see a “sigmaz with asmall fverage
down triangle to theright of the sigma (searrow on the Count:
diagram to theright). Click on thedown triangle. The M
drop down menu that you see on the right will appea Min
Move down to More Functions amtick-on More _
Functions Mare Functions...
_'rnlfﬁcg ‘ A In=sert Function ﬂil
: Assistant Search For a function:
1 wihat kind of help &
| would you like? =
@ Hg_lﬁ-.:ﬂﬂa_ ) __E O select a category: |Most Recently Used j
this feature

""""" Select a Function:

# Help with
something
else

HYPERLINK |
MPER.(rate,pmkt,py,fv,type)

Returns the number of periods for an investment based on periodic, constank
payments and a conskant inkerest rate,

Helo on khis Funckion (] 4 Cancel |

Two menu screenwill now appear at thesame time An “Office Assistant will appear (see
imageaboveonleft) and you camsk it questions(the little assistant may be a paper clip or just
about anything). Thisert Function menu screerwill also appear(like the oneaboveon the
right). The two menu screens work together to assisiten you are using functions.
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Insert Function

Search for a funckion:

Let's work with the Insert
Function menu screen.
Click-on thesmall down

Type a brief description of what wou want to do and then

click 5o

triangle to theright of Or

Or select a category: |Most Recently Used

Select a function: Al
Financial
SLM Skakistical
AVERAGE Lookup & Reference
IF Database
HYPERLIMK Text
Logical
NPER(rate,pmt,pvd 1 rormation
Returns the number o| User Defined

select a categorysee
arrow atleft).

- In the drop down menu that
appears you can see that
there are all kinds of
formulas (functions) that

| come with Excel

b spreadsheet (e.g. statistical,
¥ beriadic, constant mathematical, financial,

payments and a constant interesk rate,

etc.). Instead of haveing to

Help on this Funckion

go to math, financial, or
statistical tables in a book,

o]

Cancel

Mast Recently Used -

Dake & Time

Makh & Trig
Statistical

Lookup & Reference
Daktabase

Text

Logical

Information

User Defined ;I

Look at all the functions
(formulas)! We'll just go
through how to use the
addition formula (SUM) in

this tutorial. If you need these

Maost Recentli Used -
Financial m——

you can enter data from your
spreadsheet into the
formulas and receive
answers.

Click-onAll in thedrop down menu

The Select a function menuwill look like theimage below

Select a funckion:

Accrink
ACCRINT

ACcrinkmm

ACCRINTM

AC05

ACOSH hd

ABS{number)
Returns the absolute value of a number, a number withaout its sign,

formulas in the future, you’ll know they’re here.

Use the elevator bar on the
right side of the Select a
function menu screen toove
down the list until yousee
SUM. Click-on SUM.

Thenclick-on OK .

Select a function:

STDEYPA -
STEYR _I
SUBSTITUTE

SUBTOTAL

SUMIF -
SUMPRODUCT |

sUM{number1,numberz,...)
#dds all the numbers in a range of cells.
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Function Arguments ﬂﬂ

Number1 | =] = 4500;50;150
Murnber? I :k_] 7
= 700
Adds all the numbers in a range of cells,

Mumber1: number1,numberz, ... are 1 to 30 numbers to sum, Logical values and kext
are ignored in cells, included if typed as arguments.

14

Formula result = oo

Help on this Funckion (8]4 I Cancel |

\

When youclick-on OK, theFunction Arguments menu screerapove will appear. If you

look at thetop of the screenin theSUM area, you'll seethat Excel XP hasguessetthat you
desire toadd thenumbers above cell C3- where you clicked in your spreadsheet. SmateEx
Notice that it indicates thatells C6:C8will be added (sum cells C6 through C8 — the cglpn
means “through.” It also indicates the numberselts C6, C7 and C8 and give you the sum (=
700).

But it’s a little unclear how Excel did this. Thklp in Excel Functions is excellent. So, to see
how this SUM equation works, we’ll go to Help. @o this,click-onHelp on this function in
the lower left corner of the screeseg left arrow abové.

<2 Microsoft Excel Help O] x|

00 - B

= Show &l %
sumM

See flso

Adds all the numbers in a range of cells.

You will now seeaMicrosoft Excel Help window appear gimilar to the oneabove that will
show youhow to usethis SUM function (or any function). One of the realigat things about
these Help windows is that there as@mplesfor each function. Wenoved down theSUM
help screenusing theelevator bar on theright of thehelp screen Thebottom of the screen
looks like theimage at thetop of the next page Spend a few minutes looking at the SUM
Help window and notice all of the features.

16



Example
The example may be easier to understand if wou copy it to a blank waorksheet,
P How?
&
1 Data
-5

15

30

5

| R WM

TRUE

Formula Description (Result)

=5UM(3, 2)  Adds 3 and 2 (5)

=3"s", adds 5, 15 and 1, because the text values are translated into

15, TRUE) nurbers, and the logical value TRUE is kranslated inka the
number 1 (21}

=30LIM Adds the first three numbers in the column abowve (400

(A21A4)

=350LIM #dds the first three numbers in the column above, and 15 (55)
(AZ:i44, 15)

=350LIM #dds the values in the last bwo rows above, and 2, Because
(A5, AG, 2) nonnumeric walues in references are nok kranslated, the values

in the colurmn above are ignared (2)

Thebottom of the
SUM help screen
looks like the
image on theleft.
Notice that it gives
you examplesfrom
a small spreadsheet
that has data in
cells Al through
A6. It uses these
numbers to in the
examples at the
bottom of the help
screen.

When you have reviewed all of the help you carsetcarefully click-on theX at theupper
right corner of theMicrosoft Excel Help blue bar to closethe Microsoft ExceHelp window
If you accidentally close the spreadsheet, simplyeply yes to Save, and then re-open the

spreadsheet as you did on page 11.

Function Arguments |
LI
Number1 || =] = 4500;50;150}
) Mumber 2 I
TheFunction
Arguments = 700
menu screen will #dds all the numbers in a range of cells,
still be on the
screen. Mumber1: number1,numberz, ... are 1 to 30 numbers to sum, Logical values and kext
are ignored in cells, included if typed as arguments.,
Formula result = 700

Helo on this Funckion

K I Zancel
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If the Office Assistantis still on the screensimply point to it analick theRIGHT mouse
button. A pop-upmenu will appear. Click-onHide. This will put the Assistant away until we
need it again

Function Arguments ﬂﬂ

Mumberz I :k_] =

Adds all the numbers in a range of cells,

Mumber1: number1,numberz, ... are 1 to 30 numbers to sum, Logical values and kext
are ignored in cells, included if typed as arguments.

Formula result = oo

Help on this Funckion (8]4 I Cancel |

As you can see, in the area to the righlaomber 1, the “Wizard” hasguessed”that you want
to add the numbers in the rangé to C8 Now that you are becoming proficient with Excel,
we’ll try something specialCarefully, point to somé'plain part,” in thegray area above.
Click andhold down theleft mouse button, andrag the aboveSUM box “away” so that you
canseeyournumbersin C column cells When you have done this, release the mouserbutto
Now click-on the ‘small box' on theright edge of theNumber 1 area (see arrow above)lt

has a littlered arrow in it.

Thebelow window will appear.

Function Argumenkts

v

Highlight cellsC6 to C8in the spreadsheatlick-on C6, hold down the left mouse button,
and drag until the three cells are highlighted. A “marquee” will begin toflash around the
cells, indicating they are highlighted. TRenction Arguments area will appear as above
Now click-on thesmall button on theright of thecell (see arrow above Thenumbers will
showin the area to theght of Number 1. Now,click-on OK at thebottom of the Function
Arguments menu screen You'll seethat theSUM formula [=SUM(C6:C8)] shows in the
formula area at the top of the screen
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AutoSum METHOD

3 Method (Windows) The last three methods work in all spreadsheetgeSve add numbers
more than any other operation in spreadsheets| Egosadsheet has an

additional feature Auto Sum. Move to cellC9 againand tap theleletekey to T .
eraseyour last formula. Novook at theupper area of thescreen just below

the menu bar, for & (summation) symbddutton. Point to it and click with

the left mouse button. WOW ! Automatic addition!! Notice that

thecells, you'd logically desire to add, haverarquee around =
them and that th&UM function is displayed in ce€9. You'll \ ! EIII::
need toconfirm that this is the&orrect formula. Sotap the 5 ::
Enter key and the SUM function will now be set in c€9. Any time i 180
you want to add using this method just click-ond¢ké where you =L

desire the total to be and click-on tBe.
This would be a good time to save your work.

PERIODICALLY SAVE AND REPLACE YOUR WORK IN CASE YOU LOOSE
POWER TO YOUR COMPUTER

Now move to cell C17 and add the total Expenses oells
C13 to C16 -using each _of the four methods

While you aren cell C17, go ahead anplace a line at the top of cell C11sing the format
cells — bordemethod that you learned oRage 5.

Subtraction
In cell A19 type-in Net Income Next,adjust the width of column A (Page 6).
In cell C19we want tasubtract the amount in foExpensedn cell C17 from the amount for

Incomein cellC9. This can be accomplished by using eitherTiyyge-In Method orPoint
Method. Go ahead and do this. Don’t forgetap theEnter key toconfirm yourformula.

[The formula should look like =C9-C17]
More Cell Formatting
We want ounumbersto look better. To do this we'll includéollar signsanddecimal points
in ournumbers. This is done bysing the mouse. Pointo cellC6, hold down the left mouse

button anddrag down slowly to highlight cellsC6 through C19 Yourscreenshouldlook
like the one at theop of the next page
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4
5 [INCOME Now point anywherein thehighlighted
B Parents 00 areaandclick theRIGHT mouse button
; IJDh 123 A pop-up menu will appearClick-on
rvestments S-S Format Cells (like you have done before).
=) Total 00
10
i | Conkent
12 |EXPENSES mar o
13 Food a0 ‘A Insert Comrnent /
14 Beverages a0 B Format col y <
15 Parties 150 el
16 Mizcellaneous 70 Pick From List...
17 Total 300 & Hyperlink...
18
19 |Met Income flEIIZI_
20
Format Cells 2 x|
ﬁ ’ .
Murmber | Alignment | Fonk | Eorder | Patterns | Protection |
Cateqory: ample 2
zeneral ﬂ +500,00 /
rurmber
Cecimal places: Ig # 5‘
Accounting
Date Swymbol:
Time -
Percentage ’ . bers: J
Frackion Megative numbers:
Scientific -
Text $1,234.10
Special $1,234.100
Custarm = isz34.100 =l

Currency Formats are used for general monetary values, Use Accounting
formats to align decimal points in a column,

Click-on theNumber “Tab” at the top of thd&-ormat Cells menu screen Point toCurrency
andclick-on Currency.

Noticeseveral things Theright side shows theaumber of decimal places. The & the
default for centsWe'll use 2 Notice abovetheDecimal Placeghat there is aampleof what
ournumber will look like. At the lower right ishows how negative numbers can appear,
depending oryour choice When a negative number is calculated, it wijpegr with your
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choice. Nowclick-on OK. All the numbers now have $. If you have largenbers that are

"too wide" for the currentolumn width you will seesomet########n thecellswhere these
numbers are located. If this occurs in your spgbadt, go ahead amdden the columns as you

did previously Page §.

4

5 |INCOME

B Parents
7] Jab

8 Investments
=N Tatal

10

RN

12 |EXPEMSES

13 Food

14 Beverages
= Farties
1B Miscellaneous
A7 Tatal

18

19 |Met Income

20

Division and Percent

$500.00
$20.00

F150.00

$700.00

$30.00
$50.00
F150.00
$70.00

$300.00

F400.00

Your spreadsheet numbers should now look
like the one on the left.

Now move to celA21 and type in the worBercent.We're going to calculate a fun percentage
to show you how division works and give you someearmractice with numbers.

Now move to celC21 and using either thiéype-In Method or thePoint Method divide (/)
the amount fotncome in cell C9 by the amount foExpensesn cell C17.

This will give you a horrid number so why not pytercent symbolwith it. Now we’ll repeat
what we didabove to format our $$$$.

Point to cellC21 and click theight mouse buttonPoint to Format Cells, then theNumber
tab —thenclick-on Percent. Select zero ( O ) Decimal PlageClick OK. Ta Da !l a %.

[The formula should look like =C9/C17]
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Copying

C

A | E Cc |
1 Janie's & Greg's
.
3 SEPT n]s
4
& |INCOME
5 Parents $a00.00
7 Job $E0.00
g Investments $150.00
g Total §700.00
10
11
12 [EXPEMNSES
13 Food §30.00
14 Beverages $50.00
15 Parties $150.00
16 Miscellaneous 7000
17 Tuotal §a00.00
18
19 |Met Income f400.00
20
21 |Percent 233%_
E5]

We could repeat what we did to this
point and fill in the Income and Expenses
for each of the remaining columns.

There is assimpler way to do this.
Assumingour income and expense
amountsare about theame,throughout
the months, we want wopy the

amountsin Column C to ColumnsD, E
and F. This will require two “steps.”

Move your cursor to celC6. First, we'll
highlight what we want to copy next
we'll tell thespreadsheet where we
want to place what we've copiedSo,
point toC6, hold down the left mouse
button and drag down the column
until cells C6 through C21are high-
lighted. Yourhighlighted areashould
look like the one on thkeft.

Now, point toEdit in theMenu bar. Click theleft button. Point taCopy in the menu that
appearsClick theleft button. The menu disappears.

You will notice that once again, when ydighlight an area, amarquee of running lights moves
around thecopy area So, you'll know you highlighted the correct area

Now we'll tell the programvhere to copythe information. Point to celd6, click and hold
down the left mouse button and drag down and to theght to cell F21 (This will high light
three columns-- OCT, NOV, DEC -- to copy to.). When you haw@shed your highlighting,
your screen shoulldok like the one at thtop of the next page
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A | E | C | =
1 Janie's & Greg's Budget
.
3 SEPT QcT H{ekrs DEC i
4
g |INCOME
5] Parents fe00.00
7 Job $e0.00
& Investments §1a0.00
5 Tuotal §700.00
10
11
12 [EXPEMNSES
13 Food §30.00
14 Beverages $50.00
15 Parties $1a0.00
16 Miscellaneous 70.00
17 Tatal Fa00.00
18
19 |Met Income $400.00
20
21 |Percent 233% 1

Now point toEdit in theMenu Bar again andclick theleft button. Point td?aste Click left
button. Wow !' All those numbers and dollar signs and formias - EVERYTHING - was
copied in a flash!! That sure saved us a lot of tim

Click on acell away from the areawhere thenumbers are located. This will “turn-off” the
highlight. Tap the Esc keyand themarqueewill also disappear.

Note: You can also utilize the copy and paste biains in the button bar to do this if you
desire.

EENic!

Changeafew numbersin eachof themonths in both theincome andexpenseareas to
seehow the spreadsheet works(This will be viewed in the graphs later.)

This would be a great time to Save again.

Now for something to do on your own.
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Entering formulas in the Monthly Totals Column

DEC | MONTHLY TOTALS

Move to cellG6 under the titleMonthly Totals.

Choose one of the formulas you learned earlier to 500000 F2 000,00
add each of the amountsn Parentsfor thefour $50.00
months. Use any of the four methods you desire —3130.001
Your spreadsheeshouldlook like the one taight, $700.00
just before you copy the formulas
F30.00
$50.00
MIOMTHLY TOTALS 15000
F70.00
F300.00
1 F2,000.00
] $200.00 £400.00
1 $500.00 y
1 F2 50000
$0.00 .
$0.00 After you have completed your formuwtapy it to cellsG7 through
$0.00 G19. You will see soméstuff (zeroes)" in cellsG10, 11, 12, and
] $120.00 18. This is because there wasthing there" to add. So, go in
] $200.00 andclean-upthese cells byeletingthe zeros in these cells.
1 $E00.00
]_ $280.00 Next, go toG9 and G17and MOMTHLY TOTALS
] $1 -Egg-gg underline like you did before
] §1,600.00 (Page 3. §2,000.00
$200.00
$e00.00
Notice thatwe didn’t copy the percentageformula when 42 500,00
we started this last copying effort. If we had empa SUM
formula, it would have added the four percentagh’®.
don’t want the sum of the percentages. Wéat a
percentageof the Monthly Totals. So, we need to copy $1.20.00
this percentage separately. Naopy thepercentage Eégg'gg
formula in cellF21to cellG21. Now put & in cellsG6 $28D:DD
through G19if you need to, and % in G21. Your 31 20000
spreadsheet column Ghouldlook something likethe
image on theight $1,600.00
This would be a great time to Save again. 233%
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Absoluting (and multiplication)

There are times, when we are working with a sptesets that welo not wanta cell to

"roll" to the next columnwhen weusethecopy feature of the spreadsheet — like it did in our
last copying exercise. Tgiop thecellsfrom “rolling” we utilize something calledbsoluting.
The following is an illustration of absoluting.

Go to cellA23 and type-inNumber. Go to cellA25 and type-inResult
Go to cellC23 and type in & —andtap the Enter key.
We'll nowcreate a formulato multiply ournumber timesNet Income You may use either the

Type-in or Point method. Go to cellC25, and type-in a formula taultiply cell C23 times cell
C19.

The formula should look like:=C23*C19

The result inC25 should bawo times the net income in cell C19

Now copy the formula in celC25to cellsD25, E25, F25 and G25Your row 25 should look
like the one below.

'$1.000.00  $0.00 $0.00 $0.00 $0.00

Uh Oh!ll Where did all of those "0's" come from?

Point to each of the cellB25, E25, F25 and G25Notice, as you click on each and look at
the of the screen, how C28he cell with the 2)rolled" and became D23, E23, F23 and G23

(which are blank - and caused tHed's"). A blank times a number is a “OWe want the 2
to be in each formula and not to "roll".

To do this we utilize something callédbsoluting or Anchoring.

Go back to cell C25 Now we'llenter the formula again but alittle differently
(to anchor the 2.

Type-in a=C23 (or you could type = and point to C23)NOW, tap the F4 key. Notice,

in theEdit bar at thetop of the screenthat the=C23 changes to: $C$23 (This tells you
that cellC23is absolutedoranchored The"$'s" indicate theabsoluting.) Nowfinish the
formula by typing in or pointing €17 as before. Tagnter.

The formula should look like: $€$23*C19
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Now copy theformula in cell C25to cellsD25, E25, F25 and G2&gain.

The numbers should now lerrect. Point to cellD25, E25, F25 and G2%like you did
before). You will notice thé$'s" havecopiedthe=$C$23to each cell (absolutingand the Net
Income figures have rolled as they should. Absafuits something you should know and
understand.

Pause and reflect-Look at all you have accomplished. If you waatiig and change
some more numbers or change the income and exp#gaesdéo something you feel is
more fun or appropriate.

This would be a great time to Save again.

The next important lesson to learn howptmt. This done with a few easy steps.

Printing

First,moveto cell Al.

All of the Windowsspreadsheetdry to figure out what you want to print. Sometimes they'meght,
sometimes they'r@rong. So........

The most important thing with printing is to tell t he printer what to print.

Unlike a word processor, younay needto highlight what you want to print. For the moment,
we’ll assume that Excel XP will “guess” correcthnd that you have not “clicked” somewhere
that will cause a problem. If you do have problernich we’ll know in a second, we’ll show
you how to take care of the problem a bit later.

It's usually a good idea s®eewhat ourprintout will look like — before you

printit. First, we'll use &rint Preview to “seé what our spreadsheet |00ke==
like. To do this we’llclick-on thePrint Preview Button in the Button Bar.
So,point to thePrint Preview button ancclick on it.

A picture, of what ourprintout will look like , appearson thenext page

Ed Microsoft Excel - mybudget.xls

et ! Ereviu:uus!

At thetop of thePrint Preview screenyou will seethebutton bar above We’ll use a number
of the buttons on this bar to assist us with ourtjprg.

F'rinl;...l ietup...l marginsl Page BreakPregiewl Close | Help |
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Notice that theNext andPrevious buttons at thé&ft end of the bararenot highlighted with

text — they are just gray. Thiseansthat the buttons amot “active.” Thisindicatesthat we
areOK with our spreadsheet — ital on one page If we saw that the Next button was active,
this would mean that there are other pages tomeadsheet. If you'lbok at thelower left
corner of the Print Preview screenyou’ll see: Preview: Page 1 of 1Thisconfirms that our
spreadsheet 3n one page If you do not see this “combination,” we’ll show ya how to

take care of it later.

If you do see this combinationgo ahead andick-on the Print button. Click-onOK in the
Print menu screenthat appearsLabel this printout as: Default Spreadsheet Printout

Jaikr 2GROY Budget

SERT acT NOW DEC  MONTHLY TOTALS

INCO ME

Pare vt FO0.00 HO000 FOIO0 F0O0.00 F23m00

Jab 0.0 w000 OO0 w000 F2mon

lhuesime vts Fs0.00 #.00 000 FO0O.0O Fm oo

Towl OO #5000 OO0 |sO0.00 %2 50000
EXPENSES

Faod 0.0 #0000 #2000 F00.00 F19000

Beue @ges 0. 500 #0000 H0O0.0O F32500

Parter F¥0.00 F15000 F<O000 FFOO.0O Fa00

M @ eons FFO0.00 %0000 %000 0.0 #1000

Tol 0000 #0500 FPIDO0D Fr0.0O F1 57500
Met wcome FOIOD #2500 WIOO0 F0O.0OO0 F1,12500
Pecert IS0% 120% 200% 109% 167%
Hamber 2
Rezn it FOM.M FE000 FHOOOO FeO.00 F225000

Next, notice that anifnage’ of your spreadsheet appearbelow thebutton bar (above).

If you move your cursor over the spreadsheetou’ll notice that the

cursor changesfrom andarrow to atiny magnifying glass If you click

theleft mouse button yourmagnifying glass will “zoom-in” on the INCO NE
exact spot where the magnifying glass is locatedf you click-again, it

will zoom-out Try this a couple of time. It is a really harfégture.

Now click-on Setupin thetop button bar.

Ed Microsoft Excel - mybudget.sls

[exk I Erevicnusl F‘rinl;...l Eetup...l Marginsl Page BreakF‘regiewI Close | Help |

ThePage Setup menu screeat thetop of the next page will appear
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Page Setup

Page |Margins | Header/Fooker | Sheet |
Orientakion

[~
 Portrat  Landscape

Scaling

options. ..

¥ adjustto:  [125 == % normal size

" Fit b |1 E" pagels) wide by |1 5‘ kall

Paper size: ILetter

=
Print quality: |3|:|n dpi |
First page numbetr: IF'.utu:u

i I Cancel |

Notice that thdPage Setupmenu screemdicatesthat you are ifPortrait view. Now we’ll
enhancethe spreadsheet to make it a bit more presentébliieOrientation areaclick-in the
small circle in front of Landscape (see arrow above)The spreadsheet will now print on the
page as indicated. Next, in tBealingareaclick-in the box to the left of % normal size

With either the tip/down” triangles, or by typing in the information, change the sizel?t
Then click-onOK.

Your spreadsheet will now be larger and fill th@g@amore appropriatelyClick-on Print and
when this spreadsheet comes out of the printet iab8andscape — enlarged to 125 %

Go ahead anddjust the “size” of your spreadsheet so that it becotoedarge to fit on a single
page. Set th8calingto 200andclick-on OK. When you return to the Preview screen,Nleat
andPreviousbuttons at the top will now hkective, and you'll seél of 3 or 4 pagesn thelower

left corner of the screen. Go ahead and click-on the NextRaedious buttons to get a “feel” of
the “size” of your spreadsheet. If you click-onnP{please don’t do it), you'll get these 3 or 4
pages. If you made a mistake when you createdgieadsheet, you might see that you have 58
pages in your spreadsheet!

Now, click-in thesmall circle to theleft of Fit 1 page(s) wide by 1 tall in the Scalingrea and
make sure that pageis set. Excel 2002 will noweturn your spreadsheet tmepage. Try
other things here. Work with margins, etc. Amgeiyou desire to print, go ahead and do so.
This will give you a feel for how the spreadsheeilsprint. When you are finished, simply
click-on Closeand you will return to your spreadsheet.
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Many folks ask how taenter a spreadsheet on the pagerThis feature is located in Margins at
the bottom of the screen. Simply click-on Margatshe top of the Preview screen or on the
Margins tab when you are in the Setup screen.

Many folks also ask about how to plagredlines andshow the row and column heading$A,

B, C and 1, 2, 3) in their spreadsheet printodisis feature is located on the Sheet tab in the
Setup screen menu.

Cure for the problem — if you have too many spreadeeet pages.

Simplyclick-oncell Al andhighlight your Fint range
spreadsheet dowthrough cell G25 This time & al
however after you've highlighted A1 through € pagels) From: | 1o | =
G25, click-on File in theMenu Bar and then
click-on Print. In thelower left corner of the bl et
+ Eelection; £~ Entire workbook

Print menu screenyou will seeanareathat = =255
looks like the image on the right Click-in the 2] Active shest(s)

small circle to the left of Selection This

indicates to Excel that you only want to print whiat’'ve highlighted.Click OK. Only the
section that you've highlighted will prinfyou can still modify your spreadsheet if you desire
Once you've clicked by Selection, you may clicktbe Preview button in the Print menu screen
and you will see a preview of your highlighted aréallow the instructions above to modify as

you desire.

Now we'll call it a day and close Excel 2002 fomdbws. First, let'saveour work one more
time. If youforget, Excel will remind youto do it. What a nice program!!

Point to theEdit menu and click the left button. PointEait. Click theleft button. That's it for
now.

When you return, we'll retrieve our work and do samally neat graphics. To open your
spreadsheet again, follow the instructions on Pagesnd 11.

Graphics

This will be a lot offun. We are now going to turn your spreadsheet nusnbé&s graphics --
bar charts, pie charts, etc. This will greatlyistsgou when you display and explain your work.

Before we do this there are a coupleasisentiakteps First we have ttell the "Wizard"what
we want to chartand therwere we want the chart to go.

First: in cellB9 type-in Income (to replace the wordTotal). Next,type-in Expensesn
cell B17 for the same reason.
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VERY IMPORTANT..........

Now, something new...Hold down the left mouse buttonandhighlight cells B3 to F3
NextHOLD DOWN theCtrl key at thebottom of the keyboard andwhile you are

holding it down, highlight B9 through F9. You will nowsee two "ranges" highlighted
Hold down the Ctrl again, andhighlight B17 through F17. These three ranges will
make up your chart. The x-axis will be made ugéf F4. And, the two sets of bars (series)
will make-up the Income and Expense. When you detaphe above instructions, your screen
should look like the one below.

A | B | ¢ | o | E | F |
1 Janie's & Greg's Budget
2
3 =EPT QcT B DEC M
4
5 |INCOME
B Farents 00,00 $500.000  $500.000  $=00.00
7 Job 5000 5000 5000 5000
a Investments $150.00 §0.00 $50.00  $100.00
5 Income F700.00 §550.00  §s00.00  $250.00
10
11
12 |[EXFPEMZES
13 Food $30.00 $30.00 $50.00) $100.00
14 Beverages $20.00  $25.00  $50.000 $200.00
15 Parties $50.00  $150.00 $150.00  $500.00
16 Miscellaneous ¥70.00 $00.00  §7000  §70.00
17 Expenses | $20000 §305.00 $30000 §570.00
1A

If your spreadsheetoes not lookexactly like the one abovepleasdry again. This is a bit
tricky and it often takes even experienced spreaetdiolks a couple of “tries” to get the
highlighting just right.

We'll use theeasiest methodor our first chart (graph). \

Insert | Format Tools  Dal

In theMenu Bar click-on tolnsert, thenclick onChart. .
TheChart Wizard — Step 1 of 4 Chart Typemenu screen RN
will appear (like the one at thiep of the next pagé. = |
Worksheet L
ﬂ Chart r
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Chart Wizard - Step 1 of 4 - Chart Type d |

Standard Types

Chart bype:

s wy (Scakker)

|‘ Area

i@ Doughrut
@r Radar
.@ Surface

@ Eubble

[ﬁ;ﬁ_ Skack

Cuskom Types

Chart sub-type:

Clustered Calumn, Compates walues across
cakegories.

i

Press and Hold ko Yigw Sample |

a)

Zancel

< Bach: | Mext = % Einish |

TheChart Wizard shows
the various types of charts
show inChart type: (on the
left side of the menu
screen).Examplesof the
selected chart type show on
theright underChart sub-
type. We'll stay with
Column and the chart
selected for now.

Click Next.

The Step 2 portionof the
menu appears (ahownon
theright).

N

Chart Wizard - Step 2 of 4 - Chart Source D

Data Range | Seties |

$1,000.00

$300.00 ]

$£300.00
70000
$E00.00 4
$500.00 4
$400.00 4
$300.00 4
$200.00 4
$100.00 4

$0.00

ZEPT acT MO DEC

O Income

B Expenzes

Dakta range:

Series in;: ¥ Rows

/ Bl

o

Zancel < Back Mext =

Einish
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The Wizard now shows yowhat your chart will look like. The ‘ranges’ you selected
originally areshownin theData range: area. If you did not highlight as indicated, your
chart won’t "look right. " Your chart should look like the example above If you click-on
the Series tabat thetop of theWizard screen, you'll see a new Wizard screen that shyows
where the Income and Expenses series came @itk -back on thdata range tabat the top.
Now click-in thelittle circle in front of Columns. The Wizard willindicate that the chart has
been totated” 90 degreesand thus the axis has changed. This is ofteraall‘pivot.” Click-

back in thesmall circle in front of Rows Click Next again.

Chart Wizard - Step 3 of 4 - Chart Options : d A

Titles | Axes | aridlines | Legend | Daka Labels | Data Table

Chart kitle;
IJanie & Garegs Budgstr Janie & Greqs Budgetr

Cakegory () axis: $1,000,00
£300.00
IMDnths $£500.00

70000

Walue () awxis; $E00L00
$500.00 -

Dallars
I | 400000 -

- $300.00 1
Second categary (1K) axis: $200.00 4
I $100.00
$0.00 T T T

Second value (Y] axis: %EPT  OCT  MOW  DEC
I Month=s

— O Income

B Expenzes

Dollars

@l Zancel < Back | Mext = I Einish

Now thefinal step: Titles. Click-in theblank area underChart Title. A flashing cursor will
appear.Type in your name with an apostrophe (‘) s and thevord Budget (ex. Janie's
Budget). Now, click-in thearea underCategory (X) axis:and type ifMonths. Next,click-in
thearea underValue () axis: and type irDollars. You probably noticed that as you entered
these titles, the chart in the area on the rigtihefWizard changed to give you an “instant” view
of your final chart. You will also notice that tieeare severdhbs at thetop of the Wizard.
Click-oneachof thetabs andseewhat “they do”. Notice how some change axis anidim grid
lines. Thdegendis thesmall boxon theright, whichindicateswhat thecolors of the ‘bars”
represent (Income and Expens&ljck Next one last time. Th&tep 4 pageof the Wizard will
now appear (top of next page
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Chart Wizard - Step 4 of 4 - Chart Location , el

Place chart;

[l & s new sheet

gLIIII_IE " As object in: ISheetl j
@I Zancel | < Back I Mext = | ’W

This is the final Wizard page. You'll notice thiataisks youvhere you want tgout your chart.
Since this is your first chart, it is best if yoelectAs a new sheet(seearrow above). This will
put your chart on aew tab calledChart 1. Now click-onFinish, You'll see that you chart has
a tab of its own at the bottom of the screen, dilld™an entire screen.

_~

WOW!IT  There's your chart. Again, notice that Excel mdanew tab at the bottom of the
spreadsheet that sa@bart 1. Any time the numbers change on Sheet 1, the bars @hart 1
will reflect the change automatically! Click on theSheet landChart 1 tabsto get the feel of
going back and forth between the data and the.cldtér you make your changedick on the
Chart 1 tab and you’ll see how the chart has changed.

Now it would be a good time to Save again.

In Excel XP, when you save yowpreadsheetyou also save yougraph. Your graph is saved
wherever you are working in the graph.

Note: we are about to do some things which coukbs-upyour graph.If you do get

"messed-up" in the graph don't saveagain. SimplyClosethe worksheet anBON'T
SAVE. Openthe worksheet again and you will be in a nice geaph where you can
experiment some more.

Let's really getSnazzzyyy".
Click on the Chart 1 tab.

Click-once on your title at the top. A box” with little squares on the corners will appear.
These are “sizing grabbers”. When you move theauwver them you will notice that the
cursor changes to small, directional arrows. (i gbck, hold down the left mouse button, and
drag when you see these arrows, you will noticettieTitle Box gets larger or smaller as you
drag. Nextglick-on thename of your budgetuntil you get dlashing cursor somewhere in
the title. With thearrow movement keys or mouse moveto theend of the title, to the right of
the "t" in Budget, and tagnter. Type inFall 2002 Nowclick at the beginning of your name,
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hold down the left mouse button, and dragitghlight the first line of the budget title with

your name in it. Keeping the cursor on the dark amack theright mouse button Click-on
Format Chart Title . ChangetheFont to Times New Roman(by moving up and down with

the arrows). As you change things you will seeréiseilts in Preview on the lower right. Change
thesize to 20 Change theolor if you want. Click OK. Your title should look something like
the one below.

Janie & Greg's Budget
Fall 2002

Click-on theupper right hand corner of your gray graph area You will seelittle squares
now appear at the four corners and sides of thehgaieea. Point to thgpper right corner

squareand move the cursor until you seeaarow with two heads « . Hold down the left
mouse button andrag down and to the leftthen let go. Your graph will gsimaller. Now
point somewhere in aspen gray areaof the graph (not on one of the bars) ahck again.

Hold down the left mouse buttonanddrag the graph area so it looks more "appropriate”.

Click-on theLegendon theright (box with Income and Expenses). When you seedhser

“grabbers,” make the Legend box a bit larger. Telak right in theLegend area Click
Format Legend. Click theFont tab. Make thefont bold andsize 14 Click OK.

If you desireto change the colors of the Income and Expense barsthe graph, simplynove
the mouse over one of the barandclick theright mouse buttonNotice all thebars with the
same color now havelidtle square in the middle of each bar The right click fnarked” the
bars. Click Format Data Series Choose a color you likeand therclick OK.

Now let's look at your graph and then print it. @d-ile - Print Preview. If you like what you
see go ahead amdint the graph. If not, close Preview and make somergaph changes.

Whenever yougraph is visible, you carpoint to any areaof the graph, andlick theright
mouse buttonon the area, anelit that particular area. You can aldwk-right in thechart
itself. In the menu that appeactick-on chart type and therselect a different type of chart

Note: No matter what type of printer you have, graphg taknhile to print. Be patient.
Well that's it Excel XP fans! Go for it!

Thank you for your time and patience.

If you have any questions or comments please contac

murray.t@lynchburg.edu
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