o Start Excel. Choose
0ffice>0pen. The Open
dialog box opens.

Click the Look in box
drop-down arrow and
select the location of your
data files. Ask your teacher
for the correct location,

o

o
(4

Click the file Budget.xIsx.
Click Open.

Choose Office>Save As.
In the File Name box, key:
Budget—[your first initial ang
last name] (for example,
Budget-jk/ng). Ask your
teacher which location to
select in the Save in box.
Click Save.

5
6

o Key: 650 in cell F3. Press
EWTER'.

Click cell F2. Key: 300.
Press ENTETqi.

OcH ECK) Your screen
should look like Figure 2.1,

0 Key: 250 in cel| F4. Press
EAEETRI.

e OcHE CK) Your screen
should look like Figure 2.2.
Save your file.

g Continue to the next exercise,

Lesson 2: Exercise 2-1

EXERCISE 2-1
Enter Cej Contents

FIGURE 2.1 Content entereq into cell F2

\/‘:{“\\; = I, R = Budget-jking - Microsoft Excel
-/ [ Home Insert Page Layout Farmulas Data Review Wiew Add-Ins
T g z | == Accounting ~ 2] Conditional Formatting +
R Calibri = g['?}", =z ‘ 4
* 3 e 'S ~ o 4| 4 Format as Tabje +
Paste - = -
. (B 7 g - = = (%9 28 ) Cell Stytes -

Clipboard =

1
2 Meals S $ 300 $ 300 ¢ 300 $ 300

3 Rent S 650 $ 50 S 65 $ 00 1$ 650
4 |Utilities $ 250 $ a5 S 25 § g $ 250
5 Transportation $ 100 § 100 $ 100 $ 100 $ 100 ¢ 100
6 'Business Phone S 50 ¢ 50 ¢ 50 ¢ 50 ¢ 50 ¢ 50
7 Business Fax $ 15 ¢ 15 S 15 § 15 S 15 ¢ 15
8 Business Supplies  § 75 58 715 8 75 S 758 15
9 Business Internet > 3858 3¢ 358 35 ¢ 35 S 35
10 Miscellaneous S 200 $ 99 S 200 $ 9gg $ 200 § opg
11

12

(i gy - e
i—/"‘ Home Insert Page Layout Formulas Data
Calibri M SNl
—~ g I ‘ = =
e g I ge |- A - € = 5|(E==

Clipboard Font

A B C

2 Meals $ 300 $ 300
3 Rent $ 650 $ 650
4 Utilities $ 250 $ 250
7 / Transportation $ 100 s 100
6 "Business Phone $ 50 $ 50
7 |Business Fax S 15 ¢ 15
8 Business Supplies S 158 75
9 Business Internet S 35 ¢ 35
10 |Miscellaneous $ 200 s 200

11
12

Alignment

=]

$

%V}%V}V}V‘»V&%

Review

‘;ml -

D
1 fMonthlyExpenses January February March

FIGURE 2.2 Cells F2, F3, ang F4 with content

Budget-jking - Micrasoft Exce|

Wiew Add-Ins

_}‘;_,'1 Conditional Formatting ~
[$1.% (.| 452 Format as Table ~

%68 5%| 5 Cell Styles ~
5l Number

Accounting %

300 ¢

650 ¢ 650
250 ¢ 250
100 ¢ 100,@3 100
56, 50§ 50 s sp
155 158 15/g 46
WS B8 e s
355 B¢ .o g

200 $ 200 S 200 s 200

9 Insert /

3% Delete “
;';'_'] Format +

650 [
250

$

)

$ 100
S =50
S 15
S
$
$

75
35 ’
200 |

250 |
100
50
15
75 |
35 f
200 |

V)V&V\V)V‘»V)V)%




Step-By-Step

o In your Budget file, key
the new row labels for

cells A12 through A15
(see Figure 2.3).

e Click cell B12. Choose
Formulas and click

AutoSum (see
Figure 2.4). Press -

With cell B13 selected,
click the AutoSum drop-
down arrow, From the
drop-down list, choose
Average.

0 Click cell B2 ang drag the
pointer down to celj B10.

Press - ]

6 With cell B14 selected,
click the AutoSum drop-

down arrow ang click Min.

0 Click cell B2 ang drag the
pointer down to cell B10.

Press |[EnTer].

o With cell B15 selected,
click the AutoSum drop-

down arrow and click Max.

0 Click cell B2 and drag the
pointer down to cell B10.

Press .
0 @OcHEc K) Your screen

should look like Figure 2.4,
Save your file.

s Continue to the next exercise.

Lesson 2: Exercise 2-2

EXERCISE 2-2 »

values in rows or columns. The AVERAGE function s used to find the numeric average
of a list of cells. UJse the MAX function to determine, or identify, the largest number in
a group of selected cells, (se the MIN function to identify the smallest number.

FIGURE 2.3 Row labels addeq to worksheet

“'ﬁ;\a ™ I ES Budget-jking - Microsoft Excel =
[ =
~ Home Insert Page layout Formulas Data Review View Add-Ins @ -
X AutoSum ~ Logical ~ 3 Lookup & Reference ~ <3 ADefine Name ~ T Trace Precedents f |
X o : o Lew 45
" B Recentiy Used - (A Text + [® Math & Tiig B Use in Formuly (¥ Trace Dependents %- | o e
Insert . Name ~ Watch ' Calculation i
Function {&# Financial + {5 Date & Time + {1 More Functions ~ Manager B8 Create from Selection % Remove Arrows ~ @) Window || Options+ 4
Function Library Defined Names Formula Auditing Calculation 1
i s S e T o -
f_‘\‘ﬂs %/ K e
,*\N = —

R e ] E
MonthlyExpenses January February March April May June July

1 Septe
2 Meals $ 300 § 300 $ 300 $ 300 ¢ 300 $ 300 $ 300 ¢ 300 $
3 Rent S 650 ¢ 650 $ 650 $ 600 ¢ 650 S 650 S 650 ¢ 650 §
4 Utilities $ 250 ¢ 250 § 250 $ 250 250 $ 259 $ 250 250 §
5 Transportation $ 100 ¢ 100 $ 100 $ 100 ¢ 100 s 100 $ 100 § 100 s
6 Business Phone $ 50 § 50§ 50 ¢ S50 $ 50 ¢ 50 S 50 ¢ 50 ¢
7 Business Fax S 15 ¢ 15 ¢ 15 s 15 3§ 15 8 15:% 15 s 15§
8 Business Supplies S 58 75 ¢ 58 75 ¢ 75 8 75:8 75 S 3 8
9 Business Internet $ 35§ 35 .8 35 3 35 s 35 3 35§ 35 ¢ 35 -3
10 Miscellaneous $ 200 ¢ 200 $ 200 $ 200 ¢ 200 S 200 $ 200 § 200 §
11
12 Total
13 Average
14 Minimum
15 Maximum
16
3 WNM'WM - s, T ——
Budget-jking - Microsoft Excel - ™
Stmulas Data Review View Add-Ins @ -

ﬁ I Autosum ~ @ togical » £3 tookup & Reterence + ~§ -~ Define Name + £ Trace Precedents % - )
[ Recently Used ~ (A Text + {® Math & 1rig + A2 Use in Farmula (¥ Trace Dependents %~ | o (i
Insert j n e 4 Name 5 - Watch | Calculation
Function i Financial ~ 5 Date & Time ~ {f More Functions + Manager B Create from Selection <« Remove Arrows + D] Window | Options «

Calculation

Function Library Defined Names FormulaAuditmg

B [ ¢ T o E
Monthly Expenses January February March April

1
2 Meals $ 300 $ 300 $ 300 $ 300 $ 300 S 300 $ 300
3 Rent $ 650 $ 650 $ 650 $ 600 $ 650 $ 650 $ 650
4 Utilities $ 250 $ 250 $ 250 $ 250 $ 250 $ 250 $ 250
5 Transportation $ 100 $ 100 $ 100 $ 100 $ 100 $ 100 $ 100
6 Business Phone $ 5 $ s $ 50 ¢ S0 50 ¢ 59 $ 50
7 Business Fax $ 15 ¢ 15 $ 15 ¢ 15 $ 15 s 15 § 15
8 Business Supplies S 75 8 75 3 758 758 %53 75 S 75
9 Business Internet $ 35 ¢ 35 $ 35 3 358 35 ¢ 35 $ 35
10 Miscellaneous $ 200 $ 200 $ 200 $ 200 $ 200 S 200 $ 200
1

12 Total $ 1,675

13 Average $ 186

14 Minimum S 45

15 Maximum S 650
16 |




o In your Budget file,

double-click cel| E3.
e Click to the right of 600.

6 Press |« BACKSPACE'twice

O OCHECK) v, screen
should look like Figure 2.5,

6 Key: 50,
6 Press Er\TTERi.

0 ﬂCHECK) Your screen
should look like Figure 2.6.

6 Save your file.

H Continue to the next exercise.

You can also edit the
contents of a cell in the
formula bar. Click in the
cell you wish to edit. The
cell contents wil| appear in
| the formula bar, where you
" can edit them.

) Academic Skills

Using a budget can help
€nsure you are not
spending more money than
You have. Review the file
used in this exercise and
identify the costs being
tracked. What other costs
might a business need to
track on a monthly basis?

EXERCISE 2-3
Edit Cell Contents

FIGURE 2.5 Deleted zeroes

:‘/:‘:7\"1 = N & Budget-jking - Microsoft Excel
e Home Insert Page Layout Formulas Data Review View Add-Ins
g [ A 7] = | == General b fg_,'JConmtmnal Formatting ~ ;'Blnsert b4 $o
Calibri T s lART = = -f"v/" =g

[$ 8,y | 35 Format as Taple ~ I Delete + - Z!

Past -
aste | oo
v @il B Iy (2] Format ~

Wo- A (E = =) i &

| Lot
Clipboard Font = Alignment = |The Zeros in 600
[ & E. AL have been deleted
A B | ¢ D il

1 Monthly Expenses January February March April May

June July August

2 Meals $ 300 S 300 $ 300 S 300 S [300 $ 300 $ 300 $ 300 i
37:;Rent $ 650 S 650 $ 650 6 650 $ 650 $ 650 S 650 ]
4 Utilities $ 250 250 $§ 250 S 250 250 $ 250 $ 250 s 250
5 Transportation $ 100 $ 100 $ 100 $ 100 100 $ 100 $ 100 $ 100
6 'Business Phone S 50 § 50 ¢ 50 s 50 50 s 50 § 50 § 50
7 |Business Fax $ 15 § 15 $ 15 § 15 158 15 ¢ 15 S 15
8 Business Supplies S 75 S 75 § 7508 75 75 S 75 ¢ 75 s 75
9 Business Internet $ 35 ¢ 35 $ 35 ¢ 35 358 35 ¢ 35 S 35f
10 Miscellaneous $ 200 ¢ 200 $ 200 $ 200 200 $ 200 $ 200 s 200
11
12 Total $ 1,675 |
FIGURE 2.6 Egiteg cell
1‘./("':!-5:'3:\ = s Budget-jking - Microsoft Excel
Home Insert Page Layout Farmulas Data Review Wiew Add-Ins
fr X AutoSum ~ ® togical ~ o} Lookup & Reference ~ “H D Define Name ~ $aTrace Precedents |
ﬂ Recently Used ~ LA Text ~ @ Math & Trig » S Use in Formula =’Cf Trace Dependents
Insert  ~ & i} - . Name
Function @ Financial ~ (’j’Date &Time ~ ﬁJ Mare Functions ~ Manager B2 Create from Selection 7 Remove Arrows v

Function Library

B C D
1 Monthly Expenses January February March April Ma

2 Meals $ 300 $ 300 $ 300 $ 300 S
3 Rent 5 650 S 650 $ 650 § 50

4 |Utilities 5 250 $ 250 § 250[ 250] s
5 Transportation $ 100 100 s 100 s 100 s
& Business Phone ) 50 § 50 § 50 § 50 §
7 Business Fax $ 15 § 15 $ 15 § 15 )
8 Business Supplies S 75 ¢ 75 ¢ 75 S 75 ¢
9 Business Internet $ 35 ¢ 35 $ 35 ¢ 35 )
10 'Miscellaneous S 200 s 200 $ 200 ¢ 200 ¢

1

Lesson 2: Exercise 2-3




_Step-By-Step
\

0 In your Budget file, click
cell C5.

e Press |[DeELETE ;

e OCHECK) Your screen
should look like Figure 2.7.

a Click cell D5.
e Press .
G Click cell E5.
0 Press .

e OCHECK) Your screen
should look like Figure 2.8.

e Save your file.

. Continue to the next exercise,

Microsoft Office 2007

Pressing - is the

| Same as using the Clear
| Contents button.

Lesson 2: Exercise 2-4

T ——

1
2
3
4
M5~ | Transportation
7
8

EXERCISE 2-4
Clear Celj Contents

contents of a cel].

FIGURE 2.7 Clearing cell content
r.'/é'“:; H B’ mib v
¥ 5&3 ;

Home Ihsert Page Layout
‘ ﬁ X AutoSum ~ @? Logical -
| 5 fj Recently Used {;A Text {8 Math & Trig ~
|| Insert

Function [& Financial ~ [ Date & Time ~ {3 More Functions «
Function Library

Budget~jking - Microsoft Excel

| Formulas | Data Review Wiew Add-Ins

@ ~3 Define Name ~

A Use in Farmula
Name

Manager E&5 Create from Selection

Defined Names
— Content cleared
from cell C5

3 tookup & Reference ~

L 4 A___ | 5 | _|D E F
1 fMonthlvExpenses January February March April May
2 Meals > 300 S 300 $ (300 g 300 $ 300
3 Rent 5 650 S 650 650 g 650 $ 650
4 Utilities 5 250 $ 250 §|250 § o0 $ 250
5 [Transportation $ 100 I5-100 $ 100 s 1gg
6 |Business Phone $ 5 §$ g 50 § 50 § g
7 |Business Fax $ 15§ 15 15 8§ 15 ¢ 15
SrrrfBusiness Supplies S 75 ¢ 75 75 S 75 '8 75
9 Business Internet § B5i% 35 358 35 S 35

FIGURE 2.8 More cell content deleted
;‘fﬁn ] ‘g .q = ,W X
e

Budget-jking - Microsoft Excel
Home Insert

Page Layout fFormulas | Data

Review Wiew Add-Ins
| fr % AutoSum - @ Logical ~ il Lookup & Reference ~ @ ~3 Define Name ~
{
| E} Recently Used ~ LA Text ~ ﬁg Math & Trig ~ S Use in Farmuyla
Insert -

Name

|| Function @} Financial ~ ﬁf? Date & Time ~ mijore Functions ~ Manager B Create from Selection

Function Library

A | B ] | babae.t F
;‘}PMonthlvExpenqses January February Mar April May
'Meals $ 300 $ 300 § (300 S 300 $ 300
Rent 5 650 S 650 s [g50 g 650 $ 650
 Utilities $ 25 $ 259

100

i Business Fax

15 15 ' s
58 75 ¢

$
Business Phone S 50

$

$




_ Step-By-Step
Y

o In your Budget file, choose
Home>Editing>Find &
Select. Click Replace.

e In the Find and Replace
dialog box, in the Find
What box, key:
Miscellaneous (see

Figure 2.9). Press .

6 In the Replace with box,
key: Insurance,

o Click Replace All

6 Click OK in the message
box.

0 In the Find and Replace
dialog box, click Close.

a @)cH ECK) Your screen
should look like Figure 2.10.

e Save your file,

‘ Continue to the next exercise,

Use the Options button in
the Find and Replace
dialog box to select
whether you want to
search within a worksheet
or within an entire
workbook.

. “'NWW“‘*‘*’M'%&W“WW

Lesson 2: Exercise 2-5

EXERCISE 2-5
Find and Replace Celj Contents

FIGURE 2.9 Finqg and Replace dialog box

Find and Replace [? ==

Replace

Find what: ;!:'Ilsc "\?I:IEE;LIS o ‘f\@d What b&lp | B
Replace with: imv mﬂplace with box| [~]

FIGURE 2.10 The replaced text

’/j‘g\\ = k{, - s Budget-jking - Microsoft Excel
—/' : Home Insert Page Layout Formulas Data Reviewy View Add-Ins
By y o — P il = 4
P = =y g || Cenen FQJ
e B (i w5 % ] B4
Pavste 7 | BT U || MIEE A - = e el =d

The word Miscellaneous
1has been replaced by the
word Insurance

Number &

1 IMonthlvExpenses Januar

2 Meals $
3 |Rent S
4 Utilities 5
5 Transportation ) )
6 'Business Phone $ 50 s 5o S 5 §$ g S
7 Business Fax $ 15 ¢ 15 S 15 § 15 S
8 {Business Supplies S 75 § 75 ¢ 755 75, 8§
9 Business Internet $ 35 ¢ 35 ¢ 3 § 35 ¢
10 Insurance 5 200 S 200 $ 200 § g $
11|

12 Total . $ 1,675




EXERCISE 2-6
0 Move Selected Cells
In your Budget file, click

cell A10. Sometimes a cell or cells are originally keyed in the wrong place. Instead of deleting
‘ the contents of the cells and rekeying them in the correct place, you can simply move
9 Place the pointer over the the cell or cells to the correct place.
edge of cell A10 so that

the four-headed arrow FIGURE 2.11 Pointer turned into the four-headed arrow pointer

pointer appears (See %6_;‘ [= I B = Budget-jking - Microsoft Excel
Figure 2 11) - Home | klnSElr’t ngel.ayout Formulas VData Review View Add-Ins
) ’ ’ | - j ﬁ Calibri {11 - fA‘ Av{ I. = ."»v’ :@ General ”: _ﬂ!'j CondltiunalFormattmg > ;’“Insert »
b [P e v o v 3% D, -
. B 53 TR Ul i g E= =i | &- | $ % 2| B Format as Table ,ij,‘ elete
Click on the edge of cell | Il et 4 13 2| |48 ;09| ) Cel styles + [ Format -
A10 and ho,d the mouse “Cl!eboard & s Fqnt ; & = Allgnment’ ] MNumber ra

Al0 v (» S lnsuran;:e
» 1 'Monthly Expenses January February March April May

o Drag the pointer over cell 2 Meals $ 300 $ 300 $ 300 $ 300 S 300
A11 and release the mouse 3 Rent ? 6508 650 5 650 § g5 S 650
button. 4 ‘Utllltles , $ 250 $ 250 $ 250 $ 250 $ 250

5 Transportation $ 100 $ 100

6 |Business Phone S 50 $ 50 ¢ 505 50 ¢ 50

e OCHECK) vour Streen 7 Business Fax ¥ 188 458 as $ 15 § 15
should look like Figure 2.12. 8 'Business Supplies g 75 ¢ 58 715 ¢ 75 S 75

9 $

The content of cell A10 has 9 Business Internet 35 § 35 ¢ 35 § 35 g 35
been moved to A11. 11? ’Lnsurance £ 200 Four-headed arrow pointer|200

6 s i 12 Total $ 1,675
ave your file. 13 Average S 186
_ ) 14 | Minimum $ 15 — ——

H Continue to the next exercise. i : e ———
FIGURE 2.12 New cell placement
1/6:;\‘ = N, R = Budgetjkthg - Microsoft Excel
feimesy

‘»y‘ Home | Insent Page Layout Formulas Data Review View Add-Ins

You can move more than
one cell at a time, Select
all of the cells you want to

General b _Eﬂ Conditional Formatting - JInsert ~
I tl 53 e [ js 70 Yaibiegy] 42 Format as Table ~ I Delete ~
aje j |B 1 u .”‘i' '”&'Av' 'E E 1“” :tf m' 1753 .,""8[ ‘_hz'(ellstyles' mFormat'

| Clipboard ra Font £ Alignment %1 Number 1 Styles Cells

Calibri T A [ e =/ 5

move. Then grab the edge Insurance e
of the selection and drag b o Biguic] B | bC Dh IE F G : H A
. 1 Mont v Expenses January Fe ruary Marc Apri May June July ug
il C.e”S ta their i 2 'Meals $ 300 $ 300 $ 300 $ 300 $ 300 $ 300 $ 300 S
location. 3 Rent 5 650 S 650 S 650 § 50 S 650 S 650 § 650 g
4 |Utilities $ 250 $ 250 $ 250 $ 250 $ 250 $ 250 $ 250 S
S5 Transportation $ 100 $ 100 $ 190 S 100 §
6 Business Phone S 50 s 50 $ 50 ¢ 50! s 50 s 50 s 50 §
7 Business Fax ® 153 45w i $ 158 45.8 4s S 15 ¢
8 Business Supplies S 75§ 7518 75 S 75 S 75§ 75 S 75 8
9 Business Internet $ 35 § 35 ¢ 35 ¢ 35 3 358§ 3§ 35 ¢
1110 "nsurance $ 200 00 $ 200 $ 200 $ 200 S
| Mmoved to cell A11
12 Total
13 |Average

Lesson 2: Exercise 2-6
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_ Step-By-Step
b

0 In your Budget file, click
cell B10. Click ang hold the
Mmouse button down. Drag
the pointer to cell G10. The
range B10:G10 is now
selected.

g Choose Homes
Clipboard>Cut .

0 Click cell B11.

o Choose Home>Clipboard.
Click Paste []]

6 Q)CHECK) Your screen
should look like Figure 2.13,

0 Select cells H10 through
M10.

0 Choose Homes
Clipboard>Copy .

@ Click cell H11.
g Click Paste . Press @

to make the moving line
disappear.

@ @CHECK) Your screen
should look like Figure 2.14.

m Save your file.

H Continue to the next exercise.

Lesson 2: Exercise 2-7

EXERCISE 2-7 :
Cut, Copy, and Paste Cells

FIGURE 2.13 Using Cut and Paste

'n‘_‘;n\ (= B < Budget-jking - Microsoft Exce| - = x
5‘/ Home Insert Page Layout Formulas Data Review View Add-Ins © - o x
; e e Ll =i  Accounting - F1 Conditional Formatting ~ @hnset~ ¥ .

pam: j: ‘(allbn ; ‘li - J'A Avr [ = = =""i?/t‘ | & =Ty émmam il ;De,m i@ %? Fﬁ
- SIBLUES- A EE BFEE 5 [8 %] ) Cell styles Eromat~ | 5. fatd Fnas
Clipboard & Font ] Alignment = Number 1 Styles Cells Editing
i G ) 20v‘\w\'\“k"x‘:i::::f:;ﬁﬂ
A T S B o [ W T 1 ] :
% MonthlyExpenses January February March April May June July August Septem
2 Meals $ 300 $ 300 $ 300 $ 300 $ 300 $ 300 $ 300 $ 300 S
3 Rent $ 650 $ 650 S 650 $ 650 $ 650 $ 650 $ 650 S S
4 Utilities $ 250 $ 250 $ 250 $ 250 $ 250 $ 250 $ 250 S $
5 Transportation S 100 $ 100 $ 100 $ 100 $ S
6 Business Phone 0 0 50 $ S
7 Business Fax 15 5 $
8 Business Supplies S 158 75 ¢ 758 S
9 |Business Internet $ 358 35 ¢ 3 S 358 35 ¢ 3 $ 35 ¢ $
10 $ 200 S S

11] Insurance IS 200 $ 200 $ 200 $ 200 200 S 200

2 Total . 1675 —

FIGURE 2.14 Using Copy and Paste

D-x\x =, e 5 Budget-jking - Microsoft Excel - = x
- Home Insert Page Layout Formulas Data Review View Add-Ins © - 7 x
H s I ol
B A WE &y ) cell stytes - Eformat - | 5. % fina &
Clipboard F?ntr 2 e L F] Number Cells Editing
b E R T R
1 March April May June July August  September October November December
2/$ 300 $ 300 $ 300 $ 300 $ 300 $ 300 S 300 $ 300 S 300 $ 300
3 $ 650 $ 650 $ 650 $ 650 $ 650 $ 650 S 650 $ 650 S 650 S 650
4.8 25 $ 250 $ 250 $ 250 $ 250 $ 250 S 250 $ 259 S 250 $ 250
5 $ 100 $ 100 $ 100 $ 100 S 100 $ 100 S 100 $ 100
6 S 50 § 50 § 5 § S 50 § 50 § 50 § 50 § 50
78 15§ 15 $ 15 ¢
8'$ 715 ¢ 7% S 75 8
91§ 35 § 35 § 35 § 35 § 35 § 35S 35S 35 ¢ 35
10 $ 200 $ 200 S 200yS 200 S 200 S 200
118 200 $ 200 $ 200 $ 200 'L 200 $ 200 $ 200 S 200 $ 200 $ 200
12| -
13
14




w
(2
3
4
5
o
i

o

In your Budget file, scroll
left until YOu can see
column A.

Click row heading 10 to
select row 10.

GCHECK) Your screen
should look like Figure 2.15,

Right-click ang select
Delete. Row 10is deleted,
and row 11 becomes

row 10.

Click column-heading Cto
select column G (see
Figure 2.15),

Choose HomesCellss
Delete>Delete Cells
Column C js deleted.

ﬁCHECK) Your screen
should look like Figure 2,16,
Notice that column D has
become column C.

Save your file.

H Continue to the next exercise,

S,

B

You can delete all of the
contents in a row or
column. Select the row or

column and press DEETE'.

Lesson 2: Exercise 2-8

EXERCISE 2-8 -
Delete Rows and Columns

FIGURE 2.15 Selecting a row or a column

AN L Budget-jking - Microsoft Excel & m o
1)
a "
Home Insert Page layout Formulas Data Review View Add-Ins Y- =
Callbri o= AN (= [~ | = Genen £ Conditional Formatting »  Swansert - x - A? (]i}
¥ v 1 =P = 7 s
~ iy 5 " % 2| 8 Format as Table - % Delete ~ - Z
Paste /B z g . - 4 i Sort& Find &
- & ! 5%/ ) cel stytes EFormat - |1 5. OO & Select -

Clipboard Font Editing

1 Ménthlﬂ/Expénses ‘Jarndar'y 'Fébruary 'Mar'c'h April

2 Meals $ 300 $ 300 $ 300 S 300 $ 300 $ 300 $ 300 $ 300 $
3 Rent $ 650 $ 650 $ 650 $ 650 $ 650 $ 650 S 650 S 650 S
4 Utilities $ 250 $ 250 $ 250 $ 250 $ 250 $ 250 $ 250 $ 250 S
5 Transportation $ 100 S $ 100 s 100 §
6 Business Phone S 50 ¢ $ $ 50 s s S
7 Business Fax $ 15 ¢ S $ 15 ¢ 15 s
8 Business Supplies S 75 s S S 75 S 75 8
9 Business Internet ¢ 35 'S S S 35 ¢ 35 8
(0 S 200 § 200 5
1 Insurance $ 200 $ S 200 ¢ 200 §
ota 67¢
'
14 Minimum $ 45
15 Maximum S 650
16
17
18
FIGURE 2.16 Deleting rows ang columns
M) H9- - Budget-jking - Microsoft Exce| - = x
’ Home Insert Page Layout Formulas Data Review View Add-Ins 9 - o xf
g - Conditional Formatting ~ SInsert - ¥ . A P
S A AN | gfovmal as Table ~ : ;“Delete - _(ﬂ' %? Lﬁ
= cei stytes - Eifomat - | 5. forta i

& Styles

Editing

e I e
= oo B
1 fMonthlyExpenses January  [March July August September
ZVﬁMeals $ 300 $ 300 $ 300 $ 300 $ 300
3 [Rent S 650[s 65 $ 650 $ 650 § g
4 |Utilities S 250|s 259 $ 250 $ 250 § o
75' ;Transportation $ 100 $ 100 $ 100 S 100
BjBusiness Phone S s0fs 50 $ 50 50 % 50
7 |Business Fax S 15)s 15 S 15 s 15 g 15
8 |Business Supplies s 75)¢ ¢ S 758 75 75
»779 r‘f‘Business Internet ¢ 35 S 35 S $ S
105!nsurance S 200(s S S $
11 Total $ 1,675
12 fAverage $ 186
iSfMinimum $ 15
14 [Maximum $ 650
15|




o In your Budget file, click

column heading € to select
column C, if necessary.

e Choose HomescCellss

Insert and click the

Insert Cells drop-down
arrow. Click Insert Sheet
Columns,

e Select cells B1 through

B10. Drag the selected
cells one column to the
right. The worg February
appears in cell C1. The rest
of the contents are copied,

o @hcHEcK) Your screen

5

6
(7

should look like Figure 2.17.

Click row heading 11 to
select row 11, Click the

Insert Cells drop-down
arrow and select Insert

Sheet Rows.

Select row heading 10 ang
click Insert . A new
row is addeq.

@CHECK) v, screen
should look like Figure 2.18.
Save your file.

H Continue to the next exercise.

Lesson 2: Exercise 2-9

You can also insert,

Clipboard

EXERCISE 2-9

Insert Rows and Columns

FIGURE 2.17 Inserting columns

las Data

== EEE -

has

= gf"»j’

Budget-jking - Microsoft Exce|

Review Wiew Add-Ins
=3 General A _?_55,', Conditional Formattmg *
= |8 -~ o o 5% Format as Tabje «
[%8 5% (22} cei styles ~
copied contents Joer = Styles

(@g) d9-c- -
—&L/ Home . Insert Page Layout Formu
Calibri T A AT
Paste‘ =
- 7 !
Clipboard Column C row

S

: A B | D E F G
] __j"Monthlv Expenses January January March April May June

2 ;Meals $ 300 S 300 S 300 S 300 S 300 S 300
35Rent S 650 $ 650 $ 650 $ 650 $ 650 $ 650
4 Utilities S 250s 250s o5 $ 250 $ 250 § o5
5 Transportation $ 100]s 199 $ 100 § 100
6 |Business Phone S s0ls s S 5 § 5o S 5 $ sg
7 |Business Fax S 15[S 1s|s 15 g 15§ 15 § 15
8  Business Supplies SIS 1sls 75 58 715 8 s
9 Business Internet S 35]$ 35]g 36 $ 35§ 35 ¢ 3
10 Insurance $ 200[s 200]s 200 5 200 $ g S 200
e S 1675 e —
FIGURE 2.1g Inserting rows
!/@ =] nq _ : Budget-jking - Microsoft Exce| /
: | Home : Insert Page Layout Formulas Data Review View Add-Ins 4
I e : . VGeneral - fé',CunaitionalFurmattmg-

— &3 |8 - 5 > || B Format as Table -

pafte (B Z u-| TR 5% = ceit stytes -

Number

Styles

T . tawBolee G caReselocb [ F G
1 ‘MonthlyExpenses January January  March April May June
2 Meals $ 300 $ 300 $ 300 $ 300 $ 300 $ 300
3 Rent $ 650 $ 650 $ 650 $ 650 S 650 S 650
4  Utilities $ 250 $ 250 $ 250 $ 250 $ 250 S 250
5 Transportation S 100 s 100 S 100 s 100
6 Business Phone S 50 s 5 s g S 50 s 50 § 5o
T—B(A new row 158 '8 iy g 5 15
8 Business Supplies 75 S 75 S 75 S 75 S 75
¥ Business Internet S 35 ¢ 35 § 35 S 35 ¢ 35 ¢ 35
10
11 Fsurance 200 S 200 S 200 s 200 S 200




0 In your Budget file, click
cellB11,

9 Choose HomescCels.
Click the Insert Cells
drop-down arrow. Select
Insert Cells.

0 In the Insert dialog box,
select Shift cells down.

Click OK.

o QCHECK) Your screen
should look Jike Figure 2.19.

6 With B11 still selected,
right-click ang select
Delete.

G In the Delete dialog box,
select Shift cells up.

Click OK.

select row 10,

0 Click row heading 10 to

Right-click ang choose
Delete. Row 10 is deleted
and row 11 Mmoves up to
replace it.

@ QCHECK) Your screen

should look like Figure 2.20.

m Save your file.

H Continue to the next exercise.

Lesson 2: Exercise 2-10

EXERCISE 2-10
Insert and Delete Cells

You can insert or delete 4 single cell. Be careful—when you insert or delete 4 cell, the
cells around the inserted ce]] shift, and data Mmay no longer line up with the column
Or row headings. Usually, you wi]] insert or delete an entire row or column,

FIGURE 2.19 CelIB11 shifted down

A I : Budget-jking - Microsoft Eycef - = x
[ &en )
— Home Insert Page Layout Formulas Data Review View Add-Ins © - = x
Colibri -lu A = f’»p v' =;  Accounting ~ fg‘,(onmnonalmeamng T 3SInsert » X ¥ A? }}
1 gy })" i =T I L3 % 5 |l B2 rormatas Tabie - FHoekete - 5. ZT L
Paste 'B || vl Oy ~[ ] | 5= . | Sy Sort & Find &
| v B LT A== EFg =] | %68 5% S Cell Styles ~ HFormat~ | 5. AR Select
Clipboard Font ] Alignment 5 Number Styles Editing :
——— fo - e e OO
B11 i S
A | B | & D E F | J ;«"

MonthlyExpenses January January March April May June July August Septem

1

2 Meals S 300 $ 300 $ 300 $ 300 S 300 $ 300 $ 300 $ 300 S
3 |Rent S 650 § 59 S 650 $ 650 S 65 $ 650 S 650 $ 650 S
4 ‘Utilities $ 250 $ 250 $ 250 $ 250 $ 250 $ 250 $ 250 $ 250 S
5 Transportation $ 100 $ 100 $ 100 $ 100 $ 100 $ 100 S
6 Business Phone $ 50 ¢ 50 $§ 5o $ 50 s 50 $ 50 g 50§ 50 ¢
7 Business Fax $ 15 15 § 15 S 45 § 15 ¢ 15 ¢ 15§ 15 ¢
8 'Business Supplies $ 5 ¢ 5.8 s S 75 s s 75 s 75 S 75§
9 Business Internet $ 35 g 35 § 35 S 35 g 358 35 ¢ 358 35 g
10

11 | Insurance S 200 § 200 s 200 $ 200 § 200 S 200 $ 200 s
12

13 Total

Sl -~

16/ Maximum

FIGURE 2.2¢ Row 10 deleteq and row 11 taking its place

B B A s Budget-jking - Microsofe Excel - = x§
| Home Insert Page Layout -F;mulas Data Review View Add-Ins 9 -0
Calibri MR o T =[»| = ‘General - E_{,mnd:nonawormanmg- Senset~ 3 . 5}\? @a
s 1= S 'S oy 435 Format as Tabe ~ I Delete ~ @- 4
Gl SIBZ U A F == F|=- |8 5% S cell styes + Elrormat~ || . fana s

Alignment ~ Number 1 Styles

Cells
BTN e

Editing

Clipboard = Font

J« | Insurance

Monthr e BT G = ——— ¥l
1 MonthlvExpenses January January March Apri May June August Septeml| |}
2 Meals $ 300 $ 300 $ 300 S 300 S 300 $ 300 S 300 S 300 S
3 Rent S 650 $ 650 $ 650 S 650 S 650 $ 650 $ 650 S 650 S
4 Utilities $ 250 $ 250 S 250 $ 250 $ 250 $ 250 $ 250 $ 250 S
5 Transportation $ 100 s 100 $ 100 s 100 S 100 $ 100 §
6 Business Phone $ 50 ¢ S0 50 ¢ 50 s 50 ¢ 508 50 ¢ 50 s
7 Business Fax $ 15 ¢ 15 ¢ 15 ¢ 15 § 15 S| 4% ¢ 158 15 ¢
8 [Business Supplies S 53 5% 75 S 7% S 75 s 75 s 75§ 75 s
9 Business Internet $ 35 % 35 § 35 ¢ 35 $§ 35 ¢ 35 5 35 ¢ 35 8
10 Llnsurance S 200 § 200 S 20p $_200 $ 200 $ 200 § 200 s 200 s
"
12 Total $ 1,675
13 |Average $ 186
14 Minimum $ 15
15 'Maximum $ 650
T E— ————




o In your Budget file, click
cell B1. Point to the small
Square that appears on the
lower right corner of the cel|
(see Figure 2.21). The
pointer takes the shape of 5

plus sign .

e Click and holg the mouse
button, Drag the pointer to
the right until it is oncell C1,
Release the Mmouse button.

e Click cell B12. Drag the Fij)
handle to the right until it is
in cell G12,

o Click cell G12. Drag the Fil|
handle to the right until it is
in cell M12,

6 OcHEc K) Your screen

should look like Figure 2.22.

G Save your file.

H Continue to the next exercise,

Lesson 2: Exercise 2-11

EXERCISE 2-11 an
Use the Fijl Handle

FIGURE 2.21 The Fil handle

V9. Budget-jking - Microsoft Exce| - 0=
Home | Insent Page layout Formulas Data Review View Add-Ins © - =
v T ) General ) CondmonalFurmamng T dYlnset~ |y . A %
Calibri T A =9 = = 5 @ zr

? | G Format as Table ~ I Delete ~
S Cell Styles ~

= = =5 Sort & Find &
it ZIFormat~ | o« ZEn & Select >

Cells Editing

A
1 Monthly Expenses
2 |Meals
3 Rent
4 |Utilities
5 Transportation
6
7
8
9

Business Phone

Business Fax

Business Supplies

Business Internet
10 Insurance

V\V\V)V)V;V\V\‘AV}

12 Total $ 1,675
13 Average S 186
14 'Minimum $ 15
15 |Maximum S 650
16

FIGURE 2,22 After using the Fij| handle

Budget-jking - Microsoft ycel

| Home Insert Page Layout Formulas Data Review View Add-Ins @ - o x

g Accounting ~ 3 Conditional Formatting ~ SInsert - - A
LT = il - B
|$ ~ 9% of 43 Format as Tapje « F* Delete ~ 9]~ &

Paste j /B sy MERR RN EEE e . [8 o8

Calibri T

< Foet Sort & Find &
) Cell Styles ~ EdFormat~ | . gt Selects
Clipboard 1 Font r- Alignment 5 Number Styles Cells Editing
G12 2 =SUM(G2:GID)
= 7 7 —*\\‘\\*“‘7‘\“-‘*\\7
E | G| H | | J [ K L

1 'March April May Jdne ] July August September October November December
21$ 300 $ 300 $ 300 $ 300 $ 300 $ 300 S 300 ¢ 300 $ 300 $ 300
3 'S 650 $ 650 $ 650 $ 650 $ 650 $ 650 S 650 ¢ 650 ¢ 650 S 650
48 250 $ 250 $ 250 $ 250 $ 250 $ 250 S 250 § 250 ¢ 250 § 250
5 'S 100 $ 100 $ 100 $ 100 $ 100 $ 100 S 100 ¢ 100 s 100 $ 100
6 |8 50 § 50 § 50 s 50 § 50 ¢ 50 § 50 ¢ 50 § 50 § 50
78 15 g 15 s 15 $ 15 15§ 15 ¢ 158 15 ¢ 15 § 15
8.8 75§ 75 s 75°'¢ 75 8 75 i S 5 5 75 S s 38 5.8 75
9§ 35 § 35 ¢ 35 ¢ 359 35 ¢ 35:8 35 :'§ 35 ¢ 35 § 35
108 200 $ 200 $ 200 $ 200 S 200 $ 200 S 200 $ 200 S 200 $ 200

i
=

12] $ 1675 ¢ 1,675 $ 1,675 I $ 1675 § 1,675 S 1,675 S 1,675 $ 1675 § 1675 $ 1,675

= Cells G12-M12 now have the
= Same contents as cell F12




Step-By-Step
o

o In your Budget file,

click cell €1. Click
Insert> Links>lnsert

Hyperlink .

In the Insert Hyperlink
dialog box, use the Look
in box to locate and select
the data file Months.xIsx
(see Figure 2.23).

e Click OK. The text in cell
C1 turns blye to indicate
the presence of a hyperlink.

o Click cell C1, hold, and
then release to follow the
link. The workbook Months
opens.

6 Click Close to close
Months.

6 Right-click cel| C1. Choose
Edit Hyperlink Click
Remove Link.

o OcHEC K) Your screen
should look like Figure 2.24.
Save and close your file.

= Academic Skills

Money management
involves both tracking past
costs and anticipating future
costs. How can identifying
these fixed costs help you
estimate how much you
might spend over ayear?

Lesson 2: Exercise 2-12

EXERCISE 2-12 &
Insert and Edit Hyperlinks

FIGURE 2.23 Insert Hyperlink dialog box
Insert Hyperlink

A=

==
glE)

Link to:

Text to display: ;'Feﬁ}dary o

| . Excel Lesson 2 Data Files

] Budget
2] Clients

Look in:

Place in This
Document

Browsed
Pages

Create New
Document

Recent
Files

Address: . .rtéxcre'leresson 2 Datérﬁiie'stMontHsr Xlsx

E-mail Address

FIGURE 2.24 Workbook with hyperlink removeqd

o

—/) Home |

Calibri

Budget-jkmg - Microsoft Excel

Insert Page Layout Formulas Data Review View Add-Ins

General ¥ _E, Conditional Fnrrnattmg b

TN Tl

SInsert v j/

| ! EE] ‘ "% || BB Formatas Table ~ I Delete ~
e g B Black text indicates that the 9 (5 Cel Styles ~ ¥ Format ~
Clipboarg T fo| hyperlink has been removed |ins. 5 Styles Cells

A B | ) | | E H
1 f Monthly Expenses January February IMarch  Apri| May June July Au
2 Meals $ 300 $ 300 $ 300 $ 300 $ 300 $ 300 $ 300 S
2 fRent $ 650 $ 650 $ 650 $ 650 $ 650 $ 650 $ 650 S
4 Utilities $ 250 $ 250 $ 250 $ 250 $ 250 $ 250 $ 250 S
S Transportation $ 100 ¢ 100 $ 100 s 100 $ 100 s 100 $ 100 s
6 Business Phone $ 508 50§ g $ 50 8 50 ¢ g $ 50 ¢
7 |Business Fax S 15 § 15 § 15§ 15 § 15 °§ 15 s 15 $
8 |Business Supplies S 75 S 75 s 75 ¢ 75 S 75 8 75 S 75 S
9 Business Internet S 35 ¢ 35 $ 35 ¢ 35 $ 35 ¢ 35 S 35 ¢
10 'Insurance $ 200 $ 200 $ 200 $ 200 $ 200 $ 200 $ 200 S

11

12 Total S 1,675 ¢ 1,675 ¢ 1,675 ¢ 1,675 s 1,675 § 1,675 ¢ 1,675 s
13 Average $ 186
14 'Minimum S 15 s
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