BASIC EXCEL 
Open Excel and save giving the file your own name

	Creating a heading for your worksheet

Type  name of sheet in A1. 

Highlight Al to AH and click on merge & centre

Create your column titles in row 2 as follows

In A2 type PRODUCT

In B2 type customer 1, in C2 customer 2 and D2 customer 3 
Adjust the column size by double clicking on the line between A & B etc

Create the row titles in col. A as follows

In A3 type cushions, in A4 colossus, in A5 bean bags & A6 mats
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Click on a cell. Move the mouse slowly over the black border. Notice that the cursor changes from a thick white crosshair [image: image2.png]


when over the main part of the cell to a white arrow [image: image3.png]


when it is over the black border, and a black crosshair [image: image4.png]


when it is over the little black box in the bottom right hand corner of the cell highlight.
	Title bar

Menu bar

Tool bars

Formula bar

Sheet title
Worksheet area

Status bar


	FORMAT THE CELLS  B3 to D7 by highlighting & then click on Format – Cells – choose Number & Currency & allow 2 decimal places

ADD FIGURES AS FOLLOWS

PRODUCT

CUSTOMER1

CUSTOMER2

CUSTOMER3

cushions

£250.00

£75.00

£500.00

colossus

£75.00

£200.00

£75.00

bean bags

£25.00

£125.00

£125.00

mats

£100.00

£0.00

£375.00

Write total in A7 and add the sales for each customer


	Adding a row or column of figures

Highlight the row and click the summate sign

Or use the formula  =B3+B4+B5+B6  (ENTER)   (where A1 etc are your figures)

When you have added one column you can do the same for customer 2 & 3 or

Drag the black crosshair [image: image5.png]


from the corner of cell B7

Across C7 & D7 to copy the formula (you are asking Excel to do the same addition for these columns as you did for col B)


	Make your spreadsheet easier to read

Highlight A1 to A7 and click on the arrow next to the highlighter on the toolbar & choose a colour. Repeat for the column headings

Highlight your total row – click the bold button on the toolbar & choose a border from the toolbar


	You have created a worksheet for one month’s sales

Name this worksheet by moving cursor over sheet 1 & double click. Type in the name   Jan 07

Do the same to name sheet 2 Feb 07 & call sheet 3 - total for year

It would be useful to copy the layout to your other worksheets. To do this click Ctrl & A (to highlight everything) 

Click the copy button (note marching ants)

Click the tab Feb 07 to take you to the second worksheet
& click the paste button to paste. 
You can now remove the figures leaving the col & row headings & totals intact.

Add the following figures into Feb 07

PRODUCT

CUSTOMER1

CUSTOMER2

CUSTOMER3

cushions

£0.00

£1,000.00

£650.00

colossus

£240.00

£350.00

£250.00

bean bags

£80.00

£900.00

£100.00

mats

£100.00

£0.00

£50.00

total

£420.00

£2,250.00

£1,050.00

Repeat the process for the third sheet and leave the figures blank
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	We can now total up the sales figures for Jan & Feb

(For further months we could add extra sheets by clicking on Insert – Worksheet).

Click into cell B3 type = and then click on jan 07sheet click on B3 in this sheet then + then click on feb 07 sheet and on B3 on this sheet – click enter. You have now totaled the cushion sales for customer 1. Do the same for the other sales! 
Don’t forget you can take a short cut & drag the [image: image7.png]


to copy the formula to the other cells

If you make an error use the undo button

	EXERCISE

In cell A9 write a formula to give total sales for all 3 companies for the year 

In cell A10 write a formula to indicate the largest sale (maximum) made
In cell A11 write a formula to predict total sales for the year (bear in mind you have total sales for 2 months)

In cell A12 write a formula to give you the average monthly sales of bean bags! (there is more than one way to do this)


EXAMPLES OF FORMULAS
	Subtracting

= A1-A2  (ENTER)


	multiply

=A1*A2 (ENTER)
	divide

=A1/A2 (ENTER)

	Maximum

=max(A1-D7) ENTER – where A1-D7 is the range of cells


	
	


http://www.techtrainteam.com/services/olt/office2000/xls.html






