Microsoft Excel Project 3

· What-if analysis and working with large worksheets

· Start excel, enlarge window

· The ability of Excel to instantaneously answer “what-if” questions is the single most important reason why millions of business people use this software.  

· 25% of all business worksheets have errors

· This project will show projected sales, expenses, net income

· Bold font in entire worksheet

· Click select all button above row1, click bold button

· A1, “home network computers”

· A2, “six-month plan”

· Rotating text and using the fill handle to create a serise

· B3, “January”, size 11, heavy bottom border

· Right-click B3, format cells, alignment 45 deg, ok

· Drag fill handle, c3:g3

· H3, total, enter

· G3, click format painter button, click h3 (assigns format of g3 to h3)

· Increase column widths and enter tow titles until screen tips display width 25.00

· Select columns B thru G

· Drag B/C column boundary until screen tips width 13.00

· Increase width of col H to 15.00

· Increase Indent on formatting toolbar

· A4, Net Sales

· A6, Expenses

· A7, Advertising

· A8, Commissions

· A9, Bonuses

· A10, Tech Support

· A11, Manufacturing

· A12, Total Expenses

· A13, Net Income

· A15, Assumptions

Copying Cells

A7:A11 select, click copy button

A16 paste (enter)

Inserting rows

Right click row 19, insert

A19 “Net Sales for Bonuses”

B16, 29.75%

B17, 2.25%

B18, 50000

B19, 2,500,000.00

B20, 31.50%

B21, 21.65%

Save

Freeze Column and row titles

B4, window, freeze panes

B4, 3542126

C4, 2497214

D4, 4613823

E4, 1987981

F4, 2671015

G4, 3281395

H4, Autosum twice

Enter and format system date

H2, click paste function button (fn)

Click date& time, now, OK

H2, right-click, format cells, number, date, OK

Entering formulas containing absolute addresses

(only the copy command is affected)

B7, edit formula box, click B16, press f4, ‘*’, click B4

B8, edit formula =, click B17, F4, ‘*’, click B4

Making decisions, the IF function

B9, =if(b4>=$b$19,$b$18,0)”

Click the edit formula box to display the ‘if’ formula palette

B10, =$b$20*b4 (down-arrow)

=$b$21*b4 (down-arrow)

Autosum twice

B13, =b4-b12

Copy projected expenses using fill handle

B7:B13 drag fill handle to c7:g13

H7:h13, autosum

Formatting the worksheet


Currency, rows 4,7,12


Comma, rows 8,9,10,11


Can select a range, right-click, format cells


Titles, big

Click drawing button on standard toolbar, can dock it below the window

Add a drop shadow


A1:h2, click shadow button on toolbar, select one of them

Experiment with fill colors and text colors

