Chapter 7 
Introduction to Spreadsheets

Lab 2

Entering The Spreadsheet Data 

· Click in cell A1 and type SAINT RITA’S OUTPATIENT CARE UNIT, press Enter. 
· Click in cell A2 and type First Quarter Budget.
· Click in cell A4 and type Income. 
· Click in cell B5 and type January.

· Click in cell C5 and type February.

· Click in cell D5 and type March.

· Click in cell E5 and type Total.
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· Click in cell A6 and type Private Pay. 
· Click in cell A7 and type Private Insurance. 

· Click in cell A8 and type Medicare.

· Click in cell A10 and type Total Income.
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Enter Data As Follows:

	CELL
	DATA

	B6
	175000

	C6
	162000

	D6
	189000

	B7
	325000

	C7
	358000

	D7
	412000

	B8
	185000

	C8
	197000

	D8
	209000


**Several of your data labels in column A may appear to be cut off.  This will be adjusted in a later step.**
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Continue Entering Data Labels
· Click in cell A13 and type Expenses.

· Click in cell A14 and type Salaries.

· Click in cell A15 and type Payroll Taxes 6%.

· Click in cell A16 and type Training.

· Click in cell A17 and type Legal Fees.
· Click in cell A18 and type Insurance.

· Click in cell A19 and type Supplies.

· Click in cell A20 and type Transportation.

· Click in cell A21 and type Miscellaneous.

· Click in cell A23 and type Total Expenses
· Click in cell A25 and type Revenue.
Enter Data As Follows:

	CELL
	DATA

	B14
	215000

	C14
	227000

	D14
	297500

	B16
	3500

	C16
	4100

	D16
	2075

	B17
	15500

	C17
	15500

	D17
	15500

	B18
	18000

	C18
	18000

	D18
	18000

	B19
	27000

	C19
	31250

	D19
	42780

	B20
	6500

	C20
	7200

	D20
	7890

	B21
	2575

	C21
	3280

	D21
	4450
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Calculating The “Income” Data 

· Click cell E6 then click  the AutoSum button.
Make sure the scrolling marquee (moving dotted box) is enclosing cells B6, C6 and D6.
· Double check the calculation in your formula bar which should read =SUM(B6:D6).
· Press Enter on your keyboard.
· Click cell E6 and use the Drag and Fill handle to copy the calculation to cells E7 and E8.
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**Locate the Drag and Fill handle by positioning your mouse pointer at the lower right hand corner cell E6 on the small box. Your mouse pointer must display as a solid black plus sign before you attempt to drag the formula.  If you do not see a solid black plus sign readjust your mouse on the small box.
· Once the black plus sign appears, click, hold and drag down to cell E8. This will “fill in” the appropriate formula and calculate the totals for rows 7 and 8.
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· Click cell B10 then click the AutoSum button.
· Make sure the scrolling marquee (moving dotted box) is enclosing cells B6, B7 and B8.
· Double check the calculation in your formula bar which should read =SUM(B6:B8).
· Press Enter on the keyboard.
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· Click cell B10 and use the Drag and Fill handle to copy the calculation to cells C10, D10 and E10.
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Calculating The “Payroll Taxes” 
· Click cell B15 and type the following formula:   =B14*6%
· Press Enter on the keyboard.
Remember- the asterisk is the multiplication symbol in Excel.

· Cell B15 should now display: 12900
· Click cell B15 and use the Drag and Fill Handle to copy the calculation to cells C15 & D15.
Calculating The “Expense” Data 

· Click in cell E14 then click the AutoSum button. 

· Make sure the scrolling marquee (moving dotted box) is enclosing cells B14, C14 and D14.
· Double check the calculation in your formula bar which should read =SUM(B14:D14).
· Press Enter on your keyboard.
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· Click cell E14 and use the  Drag and Fill handle to copy the calculation from cell E14 through cell E21.
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· Click cell B23 then click the AutoSum button. 
· Make sure the scrolling marquee (moving dotted box) is enclosing cells B14, B15 B16, B17, B18, B19, B20 and B21.
· Double check the calculation in your formula bar which should read =SUM(B14:B21).
· Press Enter on the keyboard.
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· Click cell B23 and use the  Drag and Fill handle to copy the calculation from cell B23 through cell E23. 
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Calculating The “Revenue” Data 

· Click cell B25 and type the following formula:   =B10-B23 
· Notice how Excel places a colored box around any cell listed in the formula. 
· Press Enter on the keyboard.
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· Click cell B25 and use the Drag and Fill handle to copy the calculation from cell B25 through cell E25. 
Formatting The Data 
· Select cells A1 through E1, go to the Alignment tab,  and check the box that says Merge Cells. 
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·  Change the font size to 12 and apply the bold attribute.

· Repeat for cells A2 through E2. 
· Click cell A4, press and hold the Ctrl button on your keyboard (this will allow you to select multiple non-contiguous cells) and select cells A10, A13, A23 and A25. Once all of the cells have been selected, apply the bold attribute.
· Select cells B5 through E5. Apply the bold and center attributes. 
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· Highlight cells B6 through E6, press and hold the Ctrl button on your keyboard (this will allow you to select multiple non-contiguous cells) and select cells  B10 through E10, (still holding the Ctrl button) select cells B14 through E14, (still holding the Ctrl button), select cells B23 through E23 and B25 through E25. Once all of the cells have been selected apply the Currency Style attribute.
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· With the cells still highlighted, increase the decimal two places by clicking on the Increase Decimal icon twice.

· Highlight cells B7 through E8, press and hold the Ctrl button on your keyboard (this will allow you to select multiple non-contiguous cells) and select cells  B15 through E21. Once all of the cells have been selected apply the Comma Style attribute.
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Re-sizing the Columns 

· To size your columns to appropriately fit the data, position your mouse in the gray area between the column headers directly on the line that separates the two columns, notice that your mouse pointer changes to a solid bar with an arrow to the left and an arrow to the right. Double click on the line directly between columns A and B this should cause column A to automatically increase in width to accommodate your data.  Repeat for columns B, C, D,  and E as needed. 
Inserting a Header

· Click on the Insert menu option. 
· Click Header and Foote
· Type your name in the “Left Section” and the current date in the “Right Section”. 
· Click OK.

· Click OK again.
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Saving and Printing the Document

· Click on the File menu option. 
· Click Save As.

· Select your storage device from the drop down menu.

· Type the file name Chapter7_Lab2_LastName
· Click Save.

· Click File. 
· Click Page Setup.

· When the Page Setup Dialog box appears, make sure the Margins tab is selected. 
· Click on the Horizontally box under the “Center on Page” section.

· Click OK
· Print your document and proof for errors. 
· You are now ready to print your “Formulas Page”. 

· Press the Ctrl button and the ~  button (located to the left of the number 1 key on your keyboard). This will display your excel document in formula view.
· Your screen should display your formulas.
· Click on File. 
· Click Page Setup.

· Click on the Fit to button, this will automatically resize your formulas page to fit to one page.

· Click the Print button.

· Click OK.

· Proof for errors and submit your printed lab assignment and formulas page to your instructor. (Be sure to staple pages together.)
· If prompted to save changes, click Yes.
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