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Cursors to Look Out For
Di fferent cursors allow you to access different

Selection AutoFill Resize Rows
Cursor Cursor Move Cells or Columns

Aut of i | |
Easily fill/l in repeating data or cycles Excel re

- = Bookl - Excel ? EH - x
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Formatting Cell s
Cells can display values in a format you choose,

d ©- s Bookl - Excel 7 @B - X
FILE HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW CTCStaff ~
= X, o L. o= _ =
Calibri N A T == ¢ Wrap Text | 1
gy - : Click on theljfdrorg
o Do = General ar
No specific format |7 Table me n u I n t h e N u mb
~

Click and drag t edl-ect th

grouping on the Hc

B7
of cells you wa : .9 Cchan
di 50.00 E S|

1| ]
5 A:countmg
3 Jan Feb Mar :
4 |Income Short Date
5 [salary 2500 2500 2500 2500 ) 2 1/0/1900
6 |Interest o 0 0 o o o Long Date i H
7 |Miscellaneous 0 0 0 0 0 0 Saturday, January 00,1900 [g i ck on t h fforn
3 |Income Total Time st y | e y ou want
9 12:00:00 AM
10 |Expenses Percentage
u 000%
12

Fraction
13 0
14
15 Scientific
16 0.00E+00
17 e Text
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Basi c Mat h
Excel will do the math for you. Whenever you <c¢h
automatically update the value in the cell
H ©- =
FILE HOME INSERT PAGE LAYOUT FORMULAS
X NOT I
= Check the rmul a
the For mu I Bar
Click in t u
want t he
Press
ick i n the I it h t
want to add. Pregs t he
Salary 2500 2500 25(
Interest . .
Miscellaneous L CI I C k I n t h e l
8 |IncomeT0taI =B5+B6+B7 you want t o dd. P I € S
9
10 [Fxnenses
can add Jas many
s as youllike. Press
Enter when yolu are done.
Aut oSum
Excel can add together contiguous cells for you
Hd ©- = Bookl - Excel 7 EH - & X
FILE HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW CTCStaff -
P — i Tex > AptaSum -
By - e e i : Fil _ ﬂi
Paste Merge & Center Conditional Formatas Cell Insert Delely L Sort & Find &
- Formatting - Table~ Styles € Clear~ Filter -~ Select~
Clipboard Font Alignment Number Styles Cells Editing -~
IF - X & f | =SUM(B12:B14) v
A B C D E F G H 1 J < M M [8] P Q R S|+
1 |Personal Budget
2
Jan Feb Mar Apr May Nov Dec
i CI | C k | n t h eOO s,z,sg.oq Cl I C k O n ).00 !.:2,500.00 2,500.00
¢ w o AUt oSum b ut fwg o
1 you want t )00 50.00  50.00
£ ).00 52,500.00 S0 20.00 $2,500.00 $2,500.00
=)
10 |Expense
11 |Housing . . .
12 | Rent 706,00 _$700.000" Verify that yowr marquee i s
13 |Insurance 570.00, Sty - . i]
14 |Utilities _27;5_@_ 575.00 §75.00 §75.00 S U r r 0 U n d | n g t h e 1] n U mb e r S y 0 U
f;'“m'”g“"a' *;’u“,“},'jj"ﬁﬂ — want to add. Then press Enter
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Printing

Make sure Excel i's going to print your spreadshe

Excel Basics Personal Budget - Excel 7T - 0O %
Kristen Mueller -

Print

ol Copies: |1 :

Print
Printer
@_ / CTCHP4350 workroom on... .
~&2, Ready

Printer Praperties

) Personal Budget
Settings
Ij—_| Print Active Sheets . HEl — o ks =2 i — B

Only print the active sheets C h a n g e t h e

$2,000.00 $2,00000 52,00000 $2,000.00 52,00000 SZ000.00 $2,00000 52,000.00
@m m Sge 5000 50,00 s0.00 S0.00 5000
S e 00 000 S0 5000 5000

$2,00000 5200000 52,00000 $2,20000 52,00000 $2,000.00 S2,00000 52,000.00

Pﬂg“%ﬂ‘zg of the spre
’il rn ne Jide v‘

Only print on one side of th..

Account

~=

—  Collated

Options = -
‘ =5 123 123 123
orgage/Rent 5830000 580000 580000 SE00.00 580000 520000 SE0000 $30000 580000 580000 530000 5800.00
‘ D Landscape Orientation Utilities 512500 5000 5000 5000 5000 5000 5000 5000 S000 5000 5000 5000
- STEA0...SIEMO.. STSO0  S7S00 S7SO0 57500 57500 S7S00 57500 S7S00  S7S00 57RO

5000 5000 5000 5000 50.00 $0.00 S0.00 $0.00 50.00

875.00 SO0 S875.00 SB75.00 587500 S875.00 587500 5875.00

D Letter . mﬂﬂ & sa7
85" x11" Change the argilns.
]
Narrow Margins 5000 5000 5000 5000 5000 5000 5000 5000 S0
Left: 0.25" Right 0.25" (\ s000 5000 soo0  S000 s0.00 000  So00 000  S000
- Eating Out 000 000 000 5000 5000 5080 5000 5000 5000 5000 5000 S0
_é Fit Sheet on One Page | Living Totals 5000  S000 000 SO0 5000 S000 5000 5000 5000 5000 5000 S0.00

w Shrinktheprintnut;nthN
Page Setup “ertation
s000
H 501 00 3 50,00 50,00 50,00 S0.00 50,00
Use Scalin ob Go Mak eis In Ia Do i
. f . S000  S000  S0O0  SO00  SO00  S000  S000  S0O0 5000

$1,125.00 51,12500 S51,12500 51,1500 $1,325.00 51,12500 $1,12500 $1,125.00 $1,12500

&Q.00 50,00 5000 5000 5000 5000 5000 5000 50,00 5000
5000 5000 5000 50.00 S0.00 5000 S000 5000

af1 Jorr b aE

WHERE TO GET MORE HELP:

The Liboaryto the desk and ask for helop
LearningExpress Library & Gale Courses

|l e at www. deerparktx.gov/ |l ibr
tt bEary | Online Courses
have tutorials for Excel

pport

https://support.office.com/
ect—xfceerls mul tiple training videosg

Adapted, with permission, from Denver Public Library@ Computer Class curriculum.
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