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Exercise 1 - Creating an Excel Worksheet

Enter Data into Worksheet

Follow the instructions below to create the worksheet
as shown in Figure 1. Helpful hints are indicated by
the raised hand (1%).

1.
2.
3.

Start Excel.
In cell Al, type your first and last name.

In cell A2, type the text:
Creating a Spreadsheet

In cell A3, type the text:
Exercise #1

In cell A4, enter the system date and time.

Y To enter the system date, press the Ctrl and ;
(semi-colon) keys at the same time.

Y To enter the system time, press the Ctrl,
Shift, and : (colon) keys at the same time.

Edit cell A4 so that the date and time are
separated by a space, hyphen, and another space.

Save the Worksheet & Enter Data

7. Save your worksheet to the disk in drive A with
the name of: create-1.x1ls
% Be sure to save your file frequently as you
work through this exercise.
4 Bring this disk and file with you to the next
seminar.

For the remainder of the worksheet, type the
information in the proper cell locations as shown
in Figure 1.

9. Save your worksheet again.

Format Cells

10. Format the range B8:E15 with the number
format of 0. 00.
¥ Select the range. Then select Format/Cells
from the menu. Click the Number tab. In
the Category box, click on the option for
Number. In the Decimal Places box, type
the number 2.

Figure 1

A B C D E F G 4]
1 [First Mame Last Mame B
2 |Creating a Spreadsheet B
3 |Exercize #1
4 |5/13/97 - 2:539 PM
3
b |Monthly Office Expenses
I Rent Utilities | Supplies  Total by Office
8 |Seattle 675 BO0 780
9 |Atlanta 23525 35V6 Gh349
10 |Boston 16045 170457 45321
11 | Total
12
13 |Highest
14
15 |Lowest
16 ad|
W] 4] » [ M Sheetl  Sheet? £ Sheetd £ Sheetd 7 [[«] | EE
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Exercise 1 - Creating an Excel Worksheet

Insert & Copy Formulas/Functions

11. Incell B11, type a function to compute the totals
for the range B8:B10.
¥ Don’t forget to type an equal sign (=) to

indicate a formula or function.
Example: =SUM(B8:B10)

12. Copy the formula in cell B11 to the range
Cl11:DI11.
% Use the fill handle to copy the formula. The
fill handle, in the shape of a thin crosshair
(i.e. +), appears when you move the mouse

17. Copy the function in B15 to the range C15:E15.

18. In cell E8, use the AutoSum function to compute
the totals for the range B8:DS.

¥ Use the AutoSum button to compute the
totals. (Click this button twice.)

19. Copy the function in E8 to the range E9:E10.

20. Save your worksheet. Your worksheet should
now look similar to the one pictured in Figure 2.

View All Formulas

pointer over the bottom, left corner of a cell. 21. View all formulas in the worksheet. Then turn
13. Save your worksheet. this view off.
) ) Y To view all formulas, press the Ctrl and *
14. Incell B13,use a fun'ctlon to find the highest keys at the same time. (The * key is located
(@St for the range B8.Blp. ' above the Tab key.)
Use the Inse_:rt Function wizard to selc?ct the Y To turn formula view off, press the Ctrl and
MAX function. (Select a category, either  keys again
Statistical or All, to find this function. Then ’
select the range.)
15. Copy the function in B13 to the range C13:E13.
16. In cell B15, use a function to find the lowest cost
for the range B8:B10.
% Use the Insert Function wizard to select the
MIN function.
Figure 2
A [ B [ ¢ [ o [ E [ F [ 6 T4
1 |Jane Doe N
2 |Creating a Spreadshest
3 |Exercize #1
4 |5/13487 - 258 PM
5
b [Monthly Office Expenses
7 Fent Utilities  Supplies  Total by Office
8 |Seattle B75.00  wOD.OO  730.00 2055.00
9 |Atlanta 23525 F257k JB548 B24.50
10 |Boston 160,45 17057 45521 784.23
11 [Total 1070.70 1090.33  1596.70
12
13 |Highest B75.00  wOD.OO  730.00 2A055.00
14
15 |Lowest 160,45 17057 36349 7B4.23
16 *
4] <] » [ oI, Sheet1 { Sheet2 [ Sheet3 [ Sheetd [ «] | +
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Exercise 1 - Creating an Excel Worksheet

Change Sheet Tab Name & Edit Cell 26. Copy the function in cell E9 to E10.

22. Change the name of Sheet! to: 27. Save the worksheet.

Expenses for May 28. Insert a column between Utilities and
Y Double-click sheet tab and type new name. Supplies.

23. Incell C10, change the amount from 170.57 to ¥ Click any cell in the Supplies column. Then
170.54. select Insert/Columns from the menu.
1V unble—click to edit a'cell. .The mouse 29. Type the following data into cells:

pointer changes to an insertion point. Move D7: Insurance
the insertion point to desired location within DS 333
the cell and type revised data. If needed, D9: 175 .75
use the Backspace key to delete unwanted ) )
D10: 152.40
characters.
DI11: 100
30. Copy the function in C12 to D12.
Insert Rows and Columns 31. Copy the function in C14 to D14.
24. Insert a row above row 10.
32. Copy the function in C16 to D16.
¥ Click any cell in row 10. Select opy fhe funetion 1n ©
Insert/Rows from menu. 33. Save the worksheet. Your worksheet should
look simil h i in Fi .

25. Type the following data into cells: now look similar to the one pictured in Figure 3
Al10: Albugquerque
B10: 340.10
C10: 205.62
D10: 240

Figure 3
A [ B [ € [ D E [ F [ 6 [3

1 |Jane Doe

2 |Creating a Spreadsheet

3 |Exercize #1

4 |5/13457 - 2539 P

5

b |Monthly Office Expenses

7 Rent Litilities  Insurance Supplies  Total by Office

8 |Seattle B75.00 BO0.00 333.00 Fa0.00  Z38s.00

9 |Atlanta 235,25 325,76 175,745 Jb3. 49 110025

10 [Albuguergqy 340,10 20562 152.40 240.00 93812

11 |Boston k0. 45 170.54 100.00 453521 ood 20

12 |Total 1410.80 0  1301.92 /61.15  1836.70

13

14 [Highest B75.00 BO0.00 333.00 7a0.00  2Z368.00

15

16 |Lowest 160,45 170.54 100.00 240.00 ga4.20
) 17 +1
4] 4] » [ M], Expenses for May { SheetZ { Sheetd fl«] | EE
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Exercise 1 - Creating an Excel Worksheet

Clear Cell & Delete/Move Rows & Columns 39. Set the page orientation to landscape.
34. Clear the contents and formulas from cells F14 ¥ Select File/Page Setup from the menu.
and F16. Click the Page tab, click on the Landscape

% Click on a cell and press the Delete key. ?)Ii(tlon for page orientation, and then click

35. Delete 'row 15 (i.e. the blank row). 40. Select a printer.
v ng;;‘;;;ﬁrg‘;rﬂzzréz ;luT_hen select % Select File/Print from the menu. Click the
drop-down arrow next to the printer name
36. Move the cells in range E7:E15 (i.e. Supplies) so and click on the desired printer.

t@l t they are relocated before Utilities. 41. View the worksheet in Print Preview mode.
]S!?illietjé::};efigilngteh?rzznmu?\cllei((i:kSsrlleCt ¥ At the Print dialog qu, cli(.:k the Pr.eview
destination cell (i.e. Utilities), and select Eﬁlet t;r;.m(gr, select File/Print Preview from
Insert/Cut Cells from the menu.

37. Save the worksheet. Your worksheet should 42. Atthe Print’Preview screen, click the Print
now look similar to the one pictured in Figure 4. button to print the worksheet formulas.
43. Turn the formulas off.
Print an Excel Worksheet 44. Print the worksheet.
38. Display all of the formulas in the worksheet. 4. Pi?k up your printed worksheet from the laser

Y our worksheet will look similar to the one printer.

pictured in Figure 5. 46. Exit Excel.

% Press the Ctrl and keys at the same time.

Figure 4

a [ B [ ¢ [T o [ E [ F T 6 [4
1 |Jane Doe B
2 [Creating a Spreadshest B
3 |Exercize #
4 |9M1397 - 259 PM
i
b [Monthly Office Expenses
Fi Fent supplies  Liilities  Insurance Total by Office
8 |Seattle B/ 00  Ye000  BODOO  333.00 25355.00
9 [Atlanta 23525 dB3.43  DA5TB 17575 110025
10 |Albuguerge 340010 24000 20562 192,400 93812
11 [Boston 16045 45321 170.54 100,00 88420
12 | Total 141080 183670 1301.92  7BE1.15
13
14 |Highest Bf5.00 /o000 w0000 333.00
15 |Lowest 16045 240.00 170.54 100.00
16 |
] A]» ¥, Expenses for May { Sheet2 7 Sheet3 ]« +|
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Exercise 1 - Creating an Excel Worksheet

Figure 5
A [ B [ C [ D [ E F iy
1 |Jane Doe W
_2 |Creating a Spreadshe
|3 |Exercize #
4 |513/97 - 239 P
]
EMDnthly Office Expen
] Rent Supplies Litilities Insurance Total by Office
L8 |Seattle B75 780 GO0 333 =SUM(BS: ES)
/9 |Atlanta 23525 J63.49 32576 175.75 =SUM(BS:ET)
0 | Albuguergue 3401 240 20562 152.4 =SUM(B10:E10)
11 |Boston 160.45 453.21 170.54 100 =SUMET1:E11)
12 |Tatal =SUM(BS:B11) =SUM(C3:C11) =SUM(DS: D11 =5UM(ES:E11)
13
14 |Highest =MAXBE:B11) =MAKCEC11) =MAXDE:D11) =MAXESE11)
18 |Lowest =MIMNB3:B11) =MIN{CE:C11) =MIN{D3:D11) |=MIN(ES:E11)
16
17
18|

E

Expenses for May /' Sheet2 £ Sheet3 / Shestd / Sheet[[«] |

o
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