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Copy the Formula

If you have any problems, refer to “Speed Calculator — Copying the Formula.” Since
you have the formula for January, copy and paste it for the remaining months.

1. Select cell B15 where the formula is entered.
2. Move the mouse to the lower right corner of this cell. When the cursor

turns into a small black plus sign,+ it is on the fill handle.

| 15| Total Expense:™ | $6,470.00

_ Automobile Loan

, 005 200,
0000 | 5 20000 5 o
) Insurance S SOBGO 'S 500001$ $ 50000 |$ 500.00|$ S
Entertainment is z:oo,océs 300.00 | $ 350.00 | $ 200.00 S “m
 Clothes s maé:g_g';:oowls 500.00 | 200.00 | $1,000.00 | 5

| Medical Bills

| Savings

otal Expense: s
Balance

You can also drag to select cells B15 through G15. Click the Home tab, and
from the Editing group, click the Fill button and then choose Right (Ctr/+R).

Use the Toolbar to Type a Formula

1. Click in cell B16 to enter the formula in this cell.
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2. Click the Formulas tab, and in the Formula Toolbar, type the equal sign.

If the Formula bar isn‘'t showing, click the View tab, then the Show group,
and then choose the Formula bar.

3. Type “B4.”
4. Press the minus sign on the keyboard.
5. In the Formula Bar, type “B15.” The formula reads =B4-B15.

6. When the formula is entered click Check button V" on the Formula
toolbar or press Enter.

HOME  INSERT  PAGELAYOUT | FORMULAS | DATA E
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___Function Library =

| sum Telx »,Qf\ -B4-B15

To correct a mistake, click on the E (Cancel) button on the Formula
toolbar or use Delete.

Copy the Formula
1. Select cell B16 and move your cursor to the lower right-hand corner
until it turns into a small black plus sign.+

2. Click and drag the fill handle to the right to cell H16. The results now appear
in this row.

3. Which month did you have the most balance? Which month did you have
the least?

Format with Format Cells

1. Select Budget (A3).
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. Hold the Control key down and click on January, February, March, April, May,
June, Total Expenses, and Balance to select them.

. Click the Home tab, and from the Cells group, choose the Format button.
. From the drop-down menu, choose Format Cells.

. From the Format Cells dialog box, click the Font tab and make your choices:

( C E'Size =14

{d § Click the Alignment tab.

Charlemagne Sid
Chilier

s

. At the Alignment dialog box under Horizontal, click on the upside
down triangle and choose Center from the drop-down menu.

. Click the Fill tab and choose light blue (5 over, 2 down), then click OK (you
may have to widen the columns after formatting).




image9.jpg
JLLLLLLLLLLLLLL LU LU BB BB BB ULAY

Mzke It with Microsoft Office 2013 Budget

Page 241

A quick way to access the Format Cells menu is to right-click on the cells,
a and then choose Format Cells from the shortcut menu.

Border the Table
1. Click and drag the mouse to select the table you created.

2. Click the Home tab, and from the Cells group, click the Format button
and choose Format Cells from the drop-down menu.

3. Click the Border tab.

5. The table will be outlined with a nice border.

To check the spelling of your worksheet, click on cell A1; click the Review

tab and from the Proofing group, choose the Spelling button. L

Print Budget

1. Click the Page Layout tab and then click on the Page Setup Dialog Box
Launcher.
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2. From the Page Setup dialog box, choose Landscape, and then Print.

Prter ...

1P Laserlet 4050 Series PCL.. _
® deady

Printer Properties |

4. From the Quick Access toolbar, click the Save icon.@

5. Click on the Excel button 2 nd from the drop-down menu choose

Close (Alt+F4).
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Budget

Objective: Use Excel to record expenditures over a six-month period. Enter income and
expenses, calculate total expenses for each month, and then determine the balance for
each month. Learn how to enter formulas, use functions, calculate sums, and format cells.
The budget report form will look similar to the following:

4 lincome

e
2
=
%

{7 Utilities

{ 8 Rent

sz&ﬁéﬁéof%w@@.. igzx,s.cgf,fzgf.sé@oo-oq |
200.00 % $ 20000 | § 200.00 | | S 200.00

10 Insurance

11 Entertainment

12 Clothes

. St : |
ss«moo $ esaoenissssam 56,09500 ss,sooooxrssoazaoo

3113000 s z,zmw $ 950.00 $1,505.00 3110006 5155200

Open Microsoft Excel 2013

1. When you open Microsoft Excel 2013 you see templates.

2. Click on the Blank workbook template.

Enter Data

1. Click in cell A3, type the title “Budget” and press Enter.

2. Type “Income” in cell A4 and press Enter. Using the same procedure,
enter the following information: Food, Telephone, Utilities, Rent, Automobile
Loan, Insurance, Entertainment, Clothes, Medical Bills, Savings, Total

Expenses, and Balance. If you misspell a word, double-click on the word
to edit it.

|
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3. Click in cell B2 and type “January.”
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4. Select January. Move the mouse in the lower right-hand corner until the

cursor turns into a black plus sign. ! Click and drag the fill handle
until you reach cell H.

5. Release the mouse and the months from January to June will be
filled in.

6. Fill in the spreadsheet using either the information above or your own personal
expense categories.

On the Quick Access Toolbar clicking the Undo button|
than once allows you to undo each previous action.

more

The Table

1. On the Quick Access Toolbar, click the Save [E button.

2. At the Save As dialog box, name the file “Budget” and click Save.

Add Dollar Signs and Decrease Decimals

1. To add dollar signs and decrease decimals, click on cell B4 and
drag the mouse diagonally to G14, the last cell in your table.
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A shortcut is to click in cell B4, hold the Shift key down and click in cell G14.

2. On the Ribbon, click the Home tab, and from the Number group,

click the Accounting Number Format button (dollar sign) $ o
The numbers now have dollar signs.
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Number

3. From the Home tab under the Number group, click the Decrease

Decimal button twice to remove the cents. You will only be dealing with
whole dollars.

4. Click outside your selection.

You can also click on the Dialog Box Launcher next to the Number group
= and from the Format Cells dialog box make these same changes.

Widen the Columns

1. Due to formatting, the column width may have to be adjusted. Move the mouse
over the line between the letters that separate the column. The cursor will turn

into a resizing pointer.‘ l '
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2. Click and drag the mouse to adjust the column size.

H 5 ] You can also select the column, click the Home tab, and from the Cells
group, click the Format button and choose Column Width.

- To quickly change a column to make room for words or data, double-click
& on the line between the letters.

Using the AutoSum Button

Excel contains built-in formulas, called functions, that can perform simple to
complex mathematical calculations. There are functions that find the average,

sum, and standard deviation. We are going to calculate the total expenses for all of
the categories in the spreadsheet.

1. Click on the Formulas tab.
2. Select columns B5 to B14 by clicking and dragging your cursor. You are

using this range of numbers to exclude income from the formula.
We want expenditures only.
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4 Income

| Telephone
Utilities

Automobile Loan
Insurance
_Entertainment |

Medical Bills
‘ | Savings

" 15 Total Expenses | &
| 16  Balance

If you want noncontiguous numbers, use the Control key and click on the
numbers you want. You can also find AutoSum on the Home tab.

3

3. Click on the AutoSum button.

HOME INSERT PAGELAYOUT | FORMULAS | DATA |
fx = © Biogist B lookup & Reference+ | |
| ren [ Recently Used ~ 12 Text- 1 Math & Trig

1 function I Financial = . [ Date & Time ~ [ More Functions {8

4. Excel calculates the total expenses for January ($6,470.00), in cell B15.

B
e
@ You can also find the sum by using the Quick Analysis Tool. In the

diagram above when you selected the range of numbers, the Quick Analysis
Tool will appear in the lower right-hand corner of the cell. Click on it, and from
the drop-down menu click on Totals, then Sum.
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