Introduction to Spreadsheets
1. Open Microsoft Excel.

2. Create a Folder on the desktop called your name.

3. Create a spreadsheet using the cell references as indicated in the table below.  Type your name in cell A1.

	
	A
	B
	C
	D
	E
	F
	G
	H

	1
	Type your name
	
	
	
	
	
	
	

	2
	Personal Budget
	
	
	
	
	
	
	

	3
	
	Jan
	Feb
	Mar
	May
	June
	
	Total

	4
	Income
	
	
	
	
	
	
	

	5
	Wages
	1534
	1598
	1566
	1587
	1583
	
	

	6
	Overtime
	355
	409
	286
	298
	304
	
	

	7
	Total Income
	
	
	
	
	
	
	

	8
	Expenses
	
	
	
	
	
	
	

	9
	Rent
	350
	350
	350
	350
	350
	
	

	10
	Food
	289
	278
	262
	288
	298
	
	

	11
	Telephone
	67
	78
	80
	84
	79
	
	

	12
	Entertainment
	257
	245
	285
	246
	265
	
	

	13
	Car Repayments
	286
	286
	286
	286
	286
	
	

	14
	Total Expenses
	
	
	
	
	
	
	

	15
	
	
	
	
	
	
	
	

	16
	Savings
	
	
	
	
	
	
	


4. Adjust column widths to suit.

5. Save Spreadsheet as Budget_1 to Folder.

6. Print Budget_1 spreadsheet showing the gridlines.

7. Close the spreadsheet.

8. Open spreadsheet Budget_1.

9. Save the spreadsheet again as Budget_2 to your Folder.

10. Insert a column between Mar and May and input the following data for April: (only type in the month name and the figures for the month)


	
	Apr

	Wages
	1559

	Overtime
	305

	Rent
	350

	Food
	295

	Telephone
	85

	Entertainment
	259

	Car Repayments
	286


11. Insert a row between Total Income and Expenses.
12. Delete the blank column between June and Total.

13. Delete the blank row between Total Expenses and Savings.
14. In cell B7 use simple addition to find the total income for Jan.

15. Replicate the formula across to cell G7.

16. Input the sum function in cell H5 to find the total of the wages for the six months.

17. Replicate the formula down to cell H6.

18. Input the sum function in cell B15 to find the total expenses for Jan.

19. Replicate the formula across to cell G15.

20. In cell B16 input a formula to find the savings for Jan.

21. Replicate the formula across to cell G16.

22. Save the spreadsheet.

23. Print the spreadsheet.

24. Save again as Budget_3 to your Folder.

25. Delete the word Total in cell H3 and type in Average.

26. Delete the formula in cell H5 and input a formula to calculate the average for the six months.

27. Replicate this new formula down to cell H6.

28. Format all figures to currency with no decimal places.

29. Centre the words Personel Budget across from cells A2 to G2.

30. Bold and right-align the months of the year.

31. Sort the spreadsheet from cells A10 to G14 in ascending order.

32. Change the page orientation from portrait to landscape.

33. Print the spreadsheet.

34. Save folder to USB/Floppy
35. Close the spreadsheet.

36. Exit from Excel.
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