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Microsoft Excel 2007 Ribbon layout with Excel Exercise
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Formulas Tab: Used for functions and formulas.
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Data Tab: Used for inserting data from other sources, sorting.
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View Tab: Spreadsheet views zoom, switch windows
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Excel 2007 exercises

1. In Cell A1, Type 2011 Monthly Expenses
Highlight data and click on merge and center

2. Now enter the following data into appropriate cells.
Hit (enter) or down key arrow after each entry.

A3 =Rent

A4 = Car

A5 = Electric
A6 = Gas

A7 = Cable

A8 = Phone

A9 = Cell phone



3. Now type January into cell B2. Auto fill to December

Drag the fill handle across it will increase each month by one as you fill. ]

4. Enter Expense data in to cells for 1% Quarter

A B
2 January
3 Rent 700.00
4 Car 429.56
5 Electric 305.00
6 Gas 189.00
7 Cable 202.44
8 Phone 105.00
9 cell phone 89.00

C
February
700.00
429.56
250.00
200.00
202.44
105.00
105.00

D
March
700.00
429.56
380.00
300.00
202.44
105.00
200.00

_-}

Fill Handle ‘

5. Right click on the sheet 1 tab (on bottom) Click on rename then type 2011

Monthly Expenses.

6. Go to 2011 Total Monthly Expenses. On cell 11A type in Total Monthly Cost.

Type in a formula: = B3+B4+B5+B6+B7+B8+B9 Enter

Or use the AutoSum button Highlight B3 — B9 and hit AutoSum
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7. Highlight data area on the home tab click on the window and ~ e« '® © ® - S0 = &= = SEeeE
select all borders. £ - E i 1]
o |l 1
== et b
:gg:gg = ;ut;idaﬁordars z
305.00 E{ Thick Box Border E
8.  In cell N2type in the word Average. o | omstnrar F
Az | Draw Border Grid
. 2 Erase Border
In cell N3 Type in formula =AVERAGE B3:M3 enter or L ne color .
Line Style »
EH | More Borders...
Highlight Row 4 across to Column N the click on AutoSum
drop down Select Average.
9. On cell A14 Type in Monthly Income. In Cell B14 type in $3600.56
Grab the auto fill handle and drag across to M14
10. Incell A15 Type in Monthly Savings. To find out monthly Savings we will enter a
formula. =B14-B11 if you drag the auto fill handle across you will get a monthly
balance for each month.
11. Toinsert a chart. You will highlight the data in the cells click on insert and
choose a chart.
12.  You can now customize your spreadsheet by changing color and font sizes.
January February March April May _
Rent 700.00 700.00 700.00 700.00 700.00 700.00
Electric 305.00 250.00 380.00 305.00 280.00 350.00
Gas 189.00 200.00 300.00 200.00 105.00 190.00
Cable 202.44 202.44 202.44 202.44 202.44 206.44
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