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Module 1: Creating a Worksheet and a Chart
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Describe the Excel worksheet

Enter text and numbers

Use the Sum button to sum a range of cells

Enter a simple function

Copy the contents of a cell to a range of cells using the fill handle
* Apply cell styles

* Format cells in a worksheet
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* Create a 3-D pie chart

* Change a worksheet name and sheet tab color
e Change document properties

* Preview and print a worksheet

* Use the AutoCalculate area to display statistics

e Correct errors on a worksheet
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1 Personal Budget Worksheet

P Monthly Estimate:

3 Income January February March April May  June July  August September October November December Total

4 Wages SLAIZAY 4 LA LA LA fpAP2 jrAN SLAV SpA0M 4 LAY SLarp 9 LA 3 LA fesaa

S Dividends 4o - - - - - 40 - - - - - 10542

6 Vord 5544683 § 14172 $1A17.02 $1LAI7.02 $1417.12 $1417.02 $SSAER § 141702 §  AAI7.12 S1417.02 5 141742 3 L417.42 $25.06486

8 Expenses January February March  April May  June July  August September October November December Total

9 Remt S 41000 5 41000 S 41000 5 41000 § 40000 5 41000 5 41000 5 41000 5 4000 § 41000 5 43000 3 41000 5 4900
10 food 0.0 2000 20000 29000 20000 2000 200 |

11 Tuition 1.500.00 . . . 300,00 . . v T T

12 Books 50000 - . . 10000 . -

13 Etentasnment 100.00 100.00 100,00 100.00 100.00 100.00 100.00
M Car Paymant uso A As0 NS sE use s

¥ Miscellaneous 10000  100.00 30000  10R00 100400 10000  160.00
AL L SRMAAY § 120847 SLNEAY $120847 $160547 SL647 $120847 9
» [ $2.24136 § 21165 S 21165 $ 21165 $ (18835) $ 21065 $424036 4
0

2| jii i) !

Monthiy Expense Chat _ Moathly Finances .
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Enter text in a blank worksheet

Calculate sums and use formulas in the worksheet

Format text in the worksheet

Insert a pie chart into the worksheet

Assign a name to the worksheet tab

Preview and print the worksheet
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* Make the cell active
* Use the mouse
* Use the arrow keys

* Cell is active when a heavy border surrounds the cell
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e To Enter the Worksheet Titles

* Run Excel and create a blank workbook in the Excel window
Click the A1 to make the cell Al the active cell
Type desired text

Click the ENTER button to complete the entry and enter the worksheet title
Click cell A2 to select it
Click the ENTER button to complete the entry and enter the worksheet subtitle

o« CENGAGE

.

)
Lea rn l ng © 2017 Cengage Learning. All Rights Reserved. May not be copied, scanned, or duplicated, in whole or in part, except for use as permitted in a license distributed with a certain product or service or otherwise on a
password-protected website for classroom use.




U0,

Entering Text (side 2 of 4)

&

u

To Enter Column Titles
* Click cell A3 and enter a column title
* Press the RIGHT ARROW key to enter a column title and make the cell to
the right the active cell

* Repeat the previous steps until all column titles are entered. Click the
Enter box after entering the last column title

L . . .. ..
ea rn | ng © 2017 Cengage Learning. All Rights Reserved. May not be copied, scanned, or duplicated, in whole or in part, except for use a ormitted i erwise E 8

> s permi in a license distributed with a certain product or service or otherwise on a
password-protected website for classroom use



) | Entering Text (sidesora)
P77 AN

a =

Insert

Book] - Excel

Page Layout Formulas Data Review View Q Tell me what you want to do...

Lx) Cut
E@ Copy ~

¥ Format Painter
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Enter button

Clipboard I [
NS ~ %ﬁ Total

A 1 B | C ' D E F G
1 Personal Budgaet Worksheet
2 Manthly Estimates
2 Income January February March April May June
4
5_
64
§ |Expenses January February March April May June

T - T —
- =’ Wrap Text General - I-?[Z| [ ‘,“ [,‘..0‘
= 3= Merge & Center - $ -9 9 |8 .58 Conditional Formatas Cdl
T "~ Formatting~ Table~ Styles~
Allgnmem s Number la St‘/lec
H 1 | J K x L M M
July August  SeptembeOctober Novembe DecembeiTotal
July August  SeptembeOctober Novembe Decembe|Total

column titles
left-aligned
in cells
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Entering Text (side 4 of 4)
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To Enter Row Titles
* C(lick cell A4 and enter a row title

* Press the DOWN ARROW key to enter a row title and make the cell below the
current cell the active cell

* Repeat the previous steps until all row titles are entered
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Y |Entering Numbers
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* |In Excel, you can enter numbers in Excel to represent amounts

* If a cell entry contains any other keyboard character, Excel interprets it as text and
treats it accordingly

* To Enter Numbers
e Click cell B4 to select it

* Type desired number and then press the RIGHT ARROW key to enter the data in the
selected cell and make the cell to the right the active cell

e Continue until all numbers are entered

o« CENGAGE

.

[} N —

Lea rn l ng © 2017 Cengage Learning. All Rights Reserved. May not be copied, scanned, or duplicated, in whole or in part, except for use as permitted in a license distributed with a certain product or service or otherwise on a 1
password-protected website for classroom use.




Y | Calculating a SUM (siige 10t 2)
P77 AN

* To Sum a Column of Numbers
* Click the first empty cell below the column of numbers to sum

* Click the Sum button on the HOME tab to display a formula in the formula bar and in
the active cell

* Click the Enter box in the formula bar to enter a sum in the active cell

* Repeat above steps to enter the SUM function in other locations
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Calculating a Sum (siide 2 of 2)

U0,

W Tell me what you want bo de

i Bk =R B s - B B P 5 S [ e )
) (:s:-:um B 8-A- FEE DH DMepbCo - | §- % » [543 Contions Fomuti A | oot Dite Formas & Cun-
Chpboard T tomt e Algnmen i Number e Viytes Colly tating
817 v ) 4 SUM{BR16)

4 A BEEEm ¢ | o | 8 | ¢ | 6 | W | 0 | | KB | Lt | M| N | O | P | Q@ | &
1 Personal Budget Worksheet

2 |Monthly Etimate:

3 hcome  Jarsary Februmy Mach  Agpril May June July August  SeptembeOctober Novembe Decembei Total

4 |Wages 702 1712 MR R AR MR AR AR O Aae o Mmoe e o wee
S Dividands 2029.7) SUM function 0 o 02972 0 0 ° 0 0
t o o m— assigned to cell B6
s jt-pmcs Jarwsary  Februmy Mach  April May June July August  SeptembeOctober Novembe December Total
" Inm 410 dl0 410 a1 a0 410 410 410 a0 410 410 410
W.lood 280 0 pe 0 200 50 pe 230 280 Fe pe 280
" ‘Ntlon 1500 0 0 [ 300 L 0 1500 0 0 0 0
n'loou 500 0 ° 0 100 ° 0 500 0 ° 0 0
li‘ﬁlcndu 100 100 1% Lo 100 100 100 100 100 1% 100 100
M CuPayme 20547 S USAT S ST USA 54T  NSAT  ASW ASAT 5w uasWw
15 Gas 100 100 1 100 100 100 1% 100 100 1% 100 100
16 Mhugcalian 100 100 . 100 e 100 100 100 100 100 100
nltoul SUM fun.ctlon I

entered in cell B17
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Y | Using the Fill Handle to Copy a Cell to Adjacent Cells side 1 of 4
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* To Copy a Cell to Adjacent Cells in a Row

* With the cell containing the contents to fill across the row active, point
to the fill handle to activate it

* Drag the fill handle to select the destination area to display a shaded
border around the source area and the destination area

* Release the mouse button to copy the SUM function from the active cell
to the destination area and calculate the sums

* Repeat the above steps to copy the SUM function to other ranges

Tpences Januwy July

Roember Totd

9 Remt 410 410 410 410 410 a0 a0 410 a1 410 410 410
10 food 230 280 0 250 230 280 20 250 230 250 250 250
11 Tultion 1500 0 L 0 00 0 o 1500 0 o 0 0
12 Books 00 0 [ 0 100 0 0 500 0 0 0 0
13 Entertalon 100 100 100 100 100 100 100 100 100 100 100 100
W CarPayme 21547 2547 21547 215.47 54 2547 21547 21547 asar 5.4 21547 2547
15 Gas 100 100 100 100 100 100 100 100 100 100 100 100
16 Muscellan 100 100 100 100 100 100 100 100 100 100 100 100
rotal (320547 120547 120547 120587 160547 120547 120547 320587 1N5.37 120547 1254 ms.aﬂl
" 1 -
19 Net

u ISUM function in range C17:M17 l
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Using the Fill Handle to Copy a Cell to Adjacent Cells (siide 2 of 4)

U0,

* To Calculate Multiple Totals at the Same Time
* Highlight a range at the end of rows or columns of numbers to total
* Click the Sum button on the HOME tab to calculate and display the sums
of the corresponding rows
* Repeat the above steps to calculate and display the sums of the
corresponding rows
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Using the Fill Handle to Copy a Cell to Adjacent Cells (siide 3 of 4)
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, B Copy - - e iaike Costiueet Voumts Ot | st Dokas Voo | IO Son &
® fornPurae B T U - . A TFEE EFE [MegeliCornr - $-%* 4N Moty e g . e <o
Capboers '. Fort 0 Algrment i Number » Stytes Cells
SUM button
NY . fe =SUM(B M)
A A | ] C ] 4 ' G M | ) K L M N o P Q r 5
1 Personal Budget Worksheet
2 Monthly Estimates
3 Income Jwwary Februay March  April May June July August  SeptembeOctober Nowvembe DecembesTotal
4 Wagas MIZ2 M7 14172 M7 M7 A TR AT AT M2 T M 1os.aa
5 Dividends 02971 ° L] 0 (] 0 a7 0 0 0 0 0 s0saaz
& Tord S48 T2 172 TR TR 1T SRS TR TR MR 1 e aovase
8 Espenses Jawary  Februsy March  April May June July August  SeptembeOctober  Novembe Decembes Total o
9 |Rert 4w a0 ae a0 410 aw a0 a1 aw a0 a0
W|Food 280 b ) 280 280 280 280 280 280 280 280 250
1 Tustion 1500 ° ° o 200 0 o 1500 0 0 0
12]Books S0 o ] 0 1% 0 [ S0 0 ] 0 .
12 |Enertaine 100 100 100 100 100 100 100 100 100 100 100 is:xnf:;\%u;s‘e;tered
MiCxPayms N587 NS&T 548 NS4 NS5 54 N5QT NS4 W Nnsay e
156w 100 10 e 1% 100 100 10 100 100 100 100
10 Miscellan 10 1= e 100 10 1 100 10 100 100 10
1 Totd 320587 L0547 120547 L0547 L1657 L2057 L0587 R0 LW L5 LW
"
"” Net
20
g. |
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Using the Fill Handle to Copy a Cell to Adjacent Cells (siide 4 of 2)
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* To Enter a Formula Using the Keyboard
* Select the cell that will contain the formula
* Type the formula in the cell to display it in the formula bar and in the
current cell and to display colored borders around the cells referenced
in the formula

* Click the cell to the right to complete the formula and to display the
result in the worksheet.
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Formatting the Worksheet (siige 1 of 10)
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(" |Formatting the Worksheet (sice 2 of 10)
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* To Change a Cell Style

* Click the desired cell and then click the Cell Styles button on the HOME tab to display
the Cell Styles gallery

* Point to the Title cell style in the Titles and Headings area of the Cell Styles gallery to
see a live preview of the cell style in the active cell

* Click the Title cell style to apply the cell style to the active cell
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(Y | Formatting the Worksheet siice 3 of 10
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* To Change the Font
* Click the desired cell for which you want to change the font
* Click the Font arrow on the HOME tab to display the font gallery

* Point to desired font in the Font gallery to see a live preview of the selected font in
the active cell

* Click the desired font to change the font of the selected cell
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(Y | Formatting the Worksheet siide 4 of 10
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 To Apply Bold Style to a Cell
Click a cell to bold and then click the Bold button on the HOME tab to change the font

[ ]
style of the active cell to bold
Q- =
Home = Layout Formulas Data Review
fﬁ G b Light  ~118 ~ A A T == - 5
Dty - [ X il
¥ Format Painter B&‘l u- . DA === == B
Clipboard o Font r Alignmen
Al ~ e Personal Budget Workshest
| A B8 | ¢ | b | E | £E | 6 | H
1 | Persofial Budget Worksheet
2 |Monthly Estinates
3 |Income bold applied ebruary March  April May June July
4 |Wages | tocell A1 1417.12 1417.12 1417.12 1417.12 1417.12 141
Slddends 3029.71 0 ) 402
5 CENGAGE
“ @ Lea rn l ng& © 2017 Cengage Learning. All Rights Reserved. May not be copied, scanned, or duplicated, in whole or in part, except for use as permineﬁa license distributed with a certain product or service or otherwise on a 21
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* To Increase the Font Size of a Cell Entry

* With the desired cell selected, click the Font Size arrow on the HOME tab to display
the Font Size gallery

* Point to the desired font size in the Font Size gallery to see a live preview of the active
cell with the selected font size

* Click the desired font size in the Font Size gallery to change the font size in the active
cell
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* To Change the Font Color of a Cell Entry

» Select the cell for which you want to change the font color and then click the Font
Color arrow on the HOME tab

* Point to the desired color in the Theme Colors area of the Font Color gallery to see a
live preview of the font color

* Click the desired theme to change the font color of the in the active cell
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(Y | Formatting the Worksheet siide 7 of 10
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* To Center Cell Entries across Columns by Merging Cells
* Drag to select the range of cells you want to merge and center

 Click the ‘Merge & Center’ button on the HOME tab to merge the selected range and
center the contents of the leftmost cell across the selected columns

* Repeat the above steps to merge and center other titles

‘Merge &

:fu s Loght diw A ==l o Bweelm Center’ button I“F, __’ ‘:’
@ Cepy - -
_ By - o L 8. . EEE S : Btaamrls $-% » U2 Conditional Foemat .  Coll
¥ Fermat Pamber A Ejh b | Formaming = Table~  Styles
Cltowe . fomt s Argnment ) Number ‘s tytes
Al v | Personal Budget Worksheet
A v £ D L ! ] M | J K ! M M
' | } ’ j ¥ | '
2 thiy Estimi
3 Income January Februmy March  Apiil May June celltrarr;%e_mergedﬁ?::)ext f« Novembe DecembeiTotal
4 wages 712 AR MIZ2 A2 a2 Mg | Semeredinonece 7RI 712 170054
|5 Digidante — 0 —t__ 0 4 -
< . CENGAGE

.
W =
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* To Format Rows Using Cell Styles
* Click a cell and drag to select the desired range
* Click the Cell Styles button on the HOME tab to display the Cell Styles gallery

* Click a Heading cell style to apply the cell style to the selected range and then click the
Center button on the HOME tab to center the column headings in the selected range

* Repeat the above steps to format other ranges
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(Y | Formatting the Worksheet siide s of 10)
P77 AN

e To Format Numbers in the Worksheet
* Select the range of cells containing numbers to format

* Click the desired format on the HOME tab to apply the format to the cells in the
selected range

:,(u e dn XS "ml S Bt - e . ": ‘..’ ,./ :w =,>‘ =

A Copy * ‘ : i
Moamahiae | ® 4 R ° « DA EE R TSI DMerpetiCorner - - BBk ¥- Cm“‘. '0‘::'“ (ll. ho-n Od-no fo .
(pt3ard lomt Abgrnert - Cethy

85 £
A 2 C 4 E § & H ' " accounting number

~ format applied to

' nal Budget Worksheet range B4:N4

2 Momthly Estimates
3 Income January February March  April May June July  August eptembe Octoberiovembelecembe lotal
SLAI7.02 5141742 SLAIZI2 5141712 SLAIZA2 SM&17.02 SLAI7.02 SMAN712 SLMI7.02 SL4I742 SLAIZA2 S1417.12 517.005.43

4 Wapes

6 Totad

8 (xpense January February March  April May st eptembe Octoberiovembelecembe Total

9 R ale 40 o 40 ! ! 410 e 410 & a0 4920
10 Food e m 240 230 b 250 mw i 230 Rl 230 50 1180
ol

W a_ o 0 I L 150 o [ S 8 nai-
S - CENGAGE

.
e
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(Y | Formatting the Worksheet side 100f 10
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* To Adjust the Column Width

* Point to the boundary on the right side of the column of which you want to change the
size to change the mouse pointer to a split double arrow

* Double-click on the boundary to adjust the width of the column to the width of the
largest item in the column

* To Use the Name box to Select a Cell

* Click the Name box in the formula bar and then type the cell reference of the cell you
wish to select

* Press the ENTER key to change the active cell in the Name box
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* To Add a 3-D Pie Chart

 Select the range for the 3-D pie chart

Click the ‘Insert Pie or Doughnut Chart’ button on the INSERT tab to display the
Insert Pie or Doughnut Chart gallery

Click the Insert Pie or Doughnut Chart gallery to insert the chart
Click the chart title to select it

Type a chart title and then press the ENTER key to change the title
Deselect the chart title
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e To Apply a Style to a Chart
* Click the Chart Styles button to display the Chart Styles gallery

* Click a style in the Chart Styles gallery to change the chart style to the desired style
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* To Move a Chart to a New Sheet
* Click the Move Chart button on the CHART TOOLS DESIGN tab

* Click New sheet to select it and then type a title for the worksheet that will
contain the chart

e Click the OK button to move the chart to a new chart sheet with a new sheet tab
nhame
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* To Change the Sheet Tab Name
* Double-click the sheet tab you wish to change in the lower-left corner of the window
* Type a new name as the worksheet tab name

Right-click the sheet tab in the lower-left corner of the window to display a shortcut
menu

Point to Tab Color in the Tab Color gallery

Click the desired color in the Theme Colors area to change the color of the tab
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* Document Properties

* To Change Document Properties

- Click File on the ribbon to open the Backstage view and then click the Info tab in the Backstage
view to display the Info gallery

- Click to the right of the property category to display a text box
- If necessary, click the Properties button to display the Properties menu
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Printing a Worksheet
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* To Preview and Print a Worksheet in Landscape Orientation
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In Backstage view, click the Print tab to display the Print gallery

Verify that the printer listed on the Printer Status button will print a hard copy of the workbook.
If necessary, click the Printer Status button to display a list of available printer options and then
click the desired printer to change the currently selected printer

Click the Portrait Orientation button in the Settings area and then select Landscape Orientation
to change the orientation of the page to landscape.

Click the No Scaling button and then select ‘Fit Sheet on One Page’ to print the entire worksheet
on one page

Click the Print button in the Print gallery to print the worksheet in landscape orientation on the
currently selected printer

When the printer stops, retrieve the hard copy

CENGAGE

33

password-protected website for classroom use.



¢y | AutoCalculate
77N

* Using the AutoCalculate Area to Determine a Maximum

» Select the range of which you wish to determine a maximum, and then right-click the
status bar to display the Customize Status Bar shortcut menu

* Click Maximum on the shortcut menu to display the Maximum value in the range in
the AutoCalculate area of the status bar
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o Correcting Errors
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 Correcting Errors after Entering Data into a Cell
* If the entry is short, select the cell, retype the entry correctly
* If the entry is long, use the EDIT mode using in-cell editing

* To Clear the Entire Worksheet
e Click the Select All button on the worksheet
* Click the Clear button and then click Clear All
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