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Check out the Community Workshop Series Workshop website to
learn more about the program and find out about upcoming classes!
http://cws.web.unc.edu/

This lesson is adapted from the Denver Public library:

https://www.denverlibrary.org/ctc/microsoft-excel-
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Excel is a powerful spreadsheet software that allows users to: Organize
data,perform complex mathematical equations, create create charts for
data and more.

What is
Excel?

Bookl - Excel Table Tools Eal — O
Formulas Data Review View Design O Tell me... Javier Flores £ Share
LT 4 Calibri -1 S| == = = General - % Conditional Formatting ~ E‘“ Insert - o
PEE Eg-|B I U- A A|=E== $ - % » [FFormatasTable- &% Delete - Editing
- ~ e Dy A €= 3= | &~ 6o 0 ECE”St}ﬂE" iil Format - -
Clipboard m= Font P Alignment . MNumber Styles Cells -~
Ribbon The ribbon menu system allows users to navigate the features in Excel.
Menu This menu system consists of what we call tabs. For example, there is the
System "file" tab, the "home" tab, and the "formulas" tab. Each tab contains

different feautres that can be used to format documents. Below is a
description of the most used tabs.

File When we click on this tab, we are able perform functions such as create
a new spreadsheet, open existing files, save files in a variety of ways, and
print.

Home The Home tab is the tab that has the most commonly used features in

Excel. In this tab, we can change the font, size, color, alighment,
organization and style of the text. We can also select a number style.

This feature allows you to include tables, images, graphs and other non-
textual items into your spreadsheet.

Insert

Review This tool contains features that will help you edit the document, such as
spell check. Be careful—sometimes the spell check feature cannot tell
the difference between write and right.
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RIBBON
MENU
SYSTEM

Bookl - Excel

Insert Page Layout Formulas Data Review View L' Tell me... Jawier Flores .H— Share

= General - = Conditional Formatting - E‘“ Insert - o
B+ $~-9% » [LfFormatasTable~ £% Delete - Editing
¥ . D A e=3= - 8 3 29 Cell Styles - [ Format= | -

T Mumber a Styles Cells A

FORMULA
BAR

-

Sheet2 | sheets | (@ 4] | D
Ready H 0 - I + 1008
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Selection
Cursor

The selection
cursor highlights

and selects
information

AutoFill
Cursor

his cursor
automatically fills
in information
that you have
selected

Resize Rows
Move Cells or Columns

The two arrowed
cursor can move
rows and
columns left or
right

The four arrowed
cursor can move
cellsin any
direction.
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Purpose: The purpose of this activity is to help you practice the basics of using excel to organize
information. You will practice how to enter text, enter numbers, format cells, and use formulas.

Task: Imagine that your monthly salary is $2000.00. Your job is to create a monthly budget in excel
that allows you meet all your expenses and pay for your basic needs. (Note: For the sake of this
exercise we are all going to use the same numbers and categories. At the end of the class, you are
welcome to email this budget to yourself and modify it to meet your personal needs)
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1.Data Entry

To create a budget we need spending categories. We are going to practice entering data into cells by
setting up the spending categories below. Begin by typing this information into the listed cells.

PERSONAL
BUDGET-A1

Income - A4
Wages - A5
Interest - A6
Misc - A7

Income Total - A8

LIVING - A18

Groceries - A19
Child Care - A20
Eating Out - A21
Living Total - A22

TRANSPORTATION - A24
EXPENSES - A10

Gas - A25
Home - A11 Insurance - A26

Parking - A27
Mc-)r'tfgage/Rent “AL2Z pyplic Transportation - A28
Utilities - A13 Transportation Total - A29

Phone - A14
Home Repairs - A15
Home Total - A16

EXPENSES TOTAL - A31
OVER/SHORT-A32
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&) Book1 s Example of text entry. Note: When a cell is
A . 8 | c | o | e [ F | & outlined in black that means this is the cell
PERSOMNAL BUDGET . .
you are typing in.

INCOME
Wages
Interest
Misc

Income Total

HOME
Rent
Utilities
Phone

Home Repairs
Home TDE -l

[8]s]5 |3 ]85 | 5|58 5] |o]<|o| |2 ]|~ |~ N

2. Make column A wide enough to accommodate text.

You'll notice in our spreadsheet, the text from personal budget looks like it is in column B
.We can adjust the column size,so that all the text fits in column A. Put your cursor on the
line separating columns A and B in the column headings. Double click on the line separating
columns A and B. This should make the column wider.
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1
2
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4 INCOME

| 9 |

| 6 |
| 7 |
| 8 |
| 9 |

0

Wages Using the
Interest auto fill
Misc
Income total eursor, drag
the black dot
10 |[EXPENSES to the right
iHOME
12 |Rent
£Uti|iti85
14 Phone

15 Home Repair
16 Home Total

18 |LIVING

3. Use Autofill to Create Months

Type “Janin cell B3. Confirm value by hitting Enter. Go back to cell B3. Click and drag the auto fill
handle in the lower right corner of the selected cell until you see the prompt for December.

Auto Fill Excel saves established patterns as part of its programming. For example,
If we type in January. Excel knows the next month is February. We do not
need to type in all twelve months because Excel can enter this data for us.
We call this feature auto fill because Excel automatically fills in the rest
of the information we need.

AutoFill

Cursor . .
***To use the autofill feature, you must see the autofill cursor.
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SUM (% X  f| =Ba+B5+B6+B7

=] Book

Click in the cell

A | B E F G
with the first

1 PERSOMNALBUDGET
| value you want
L= to add. Hit the +

: Apr May Jun Jul
= 2000 2000 2000
. 0 0 0

with the second

i ,,,,,, value you want 0 0 0
7 Lo 0 to add. Hit the + 0 0 0

8 |=Ba+25+B6+B7|| keY
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4. Entering our Salary and Using Basic Math in Excel

Type 2000 into cell B5. AutoFill the 2000 across to December (row M). Type O in cell Bé.
AutoFill the O across to Mé. Type O into cell B7. AutoFill the O across to M7. Now our goal is to
add our wages, interest, misc, to get our total income. Follow the directions above or follow
alongin class.

When we enter in formulas in Excel, we always begin with =.This = appears in our box where
we want our total to appear. In our example, our forumal is =B4+B5+B6+B7.
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Click on the Number
Formatting drop Select

f- Calibri o down menu on the “f Currency Insert - ;l ﬂ g

Delete -

=2 8 Home Tab in the ! i Fo .
e 5 (B2 w4 AEr | fromthe 2700 T e

Number Grouping. list e Cating

ipboa.. ™ | Font

B5 L -

Select the cells c p | e | F | & | n T L
that we would

like to show as Feb Mar Apr May Jun Jul Aug Sep Oct Mov De

5. Change Numbers to Signify Currency:

Even though we are looking at a budget, it isn't obvious we are talking about
money. We want to change the number formatting to currency. Follow these
instructions:

e Select the cells that we would like to show as currency.

¢ Click on the Number Formatting drop down menu on the Home Tab in the
Number Grouping.

e Select Currency from the list.
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Click the
autosum button.

©
S [ Normal Bad Good Neutral Calculation | ||/ 5
TR Checkcell [ — Unedcell Note | L maem Dukte o
ormatting~ as Table - -
Styles
- = x
[ G H 1 J K L [ N o [ a R s T u v w X Y z AR AB \i

surround the cells you
May  Jun Jul Aug Sep Oct Nov Dec
Wa nt tO add- Pl’eSS Ente r- DO 52,000.00 $2,000.00 $2,000.00 $2,000.00 $2,000.00 $2,000.00 $2,000.00 5$2,000.00

$0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00
S0.00 5000 50.00 $0.00 3000  $0.00  $0.00  $0.00  %0.00  $0.00  $0.00
52,000.00 $2,000.00 $2,000.00 $2,000.00 $2,000.00 $2,000.00 $2,000.00 $2,000.00 $2,000.00 $2,000.00 $2,000.00

$700.00  $700.00 $700.00 $700.00 $700.00 S$700.00 $700.00 $700.00 S$700.00
$100.00 $100.00 $100.00 $100.00 $100.00 $100.00 $100.00 $100.00 $100.00

$100.00  $100.00 $100.00 $100.00 $100.00 $100.00 $100.00 $100.00  $100.00

$250.00 S250.00 $250.00 $250.00 $250.00 $250.00 $250.00 $250.00  $250.00
$200.00 $200.00 $200.00 $200.00 $200.00 $200.00 $200.00 $200.00 $200.00

§ Clickin the
cell where you
want the total

6. Use Auto Sum:

The math we’ve looked at already is great if you only have a few numbers, but what if
you were asked to add up a range of 500 numbers? This is where auto sum is helpful.
With auto sum we can add up hundreds of numbers at once. Here's an example of how to
use auto sum in this budget to find your total expenses for each category in your budget

e Fill in the values for the rest of your categories. Use the values from the example

budget
¢ Once you have all your values entered, be sure to format what you have entered as

currency.
e Then follow the instructions on the image above to use auto sum to find your totals.
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1 PERSOMAL BUDGET
2
3 Jan Feb Mar Apr May Jun Jul Aug Sep Oct Nov Dec
4 [INCOME
5 'Wages $2,000.00 $2,000.00 $2,000.00 $2,000.00 $2,000.00 $2,000.00 $2,000.00 $2,000.00 $2,000.00 $2,000.00 $2,000.00 $2,000.00
6 Interest 50.00 50.00 50.00 50.00 50.00 50.00 50.00 50.00 50.00 50.00 50.00 50.00
7 |Misc $0.00 40,00 40,00 40,00 40,00 40,00 40,00 40,00 40,00 40,00 40,00 40.00
8 INCOME TOTAL $2,000.00 $2,000.00 $2,000.00 $2,000.00 $2,000.00 $2,000.00 $2,000.00 $2,000.00 $2,000.00 $2,000.00 $2,000.00 $2,000.00
9
10 |EXPENSES
11 |[HOME
12 |Rent 4700.00 $700.00 $700.00 $700.00 S$700.00 $700.00 $700.00 $700.00 $700.00 $700.00 5700.00 $700.00
13 |Utlities $100.00 $100.00 $100.00 $100.00 5100.00 5100.00 5100.00 5100.00 5100.00 5100.00 5100.00 5100.00
14 |Phone $80.00 $80.00 $80.00 $80.00 $80.00 $80.00 $80.00 $80.00 $80.00 $80.00 $80.00 $80.00
15 |Home Repairs $100.00 $100.00 $100.00 $100.00 5100.00 5100.00 5100.00 5100.00 5100.00 5100.00 5100.00 5100.00
16 \Home total $980.00 5$980.00 S$980.00 S$980.00 S980.00 S$980.00 S$980.00 S$980.00 S980.00 S$980.00 S$980.00
17
18 |LIVING EXPENSES

19 |Groceries $250.00 $250.00 $250.00 $250.00 $250.00 $250.00 $250.00 $250.00 $250.00 $250.00 $250.00 $250.00
20 |Child Care $200.00 $200.00 5$200.00 S$200.00 5200.00 5200.00 5200.00 5200.00 5200.00 5200.00 5200.00 5200.00
21 |Eating out $40.00 $40.00 $40.00 $40.00 $40.00 $40.00 540.00 $40.00 $40.00 $40.00 $40.00 $40.00
22 |Living total $490.00 $490.00 S$490.00 S490.00 S490.00 S$490.00 S$490.00 S490.00 S490.00 S$490.00 S$490.00
23

24 Transportation

25 Gas $40.00 $40.00 $40.00 $40.00 $40.00 $40.00 540.00 $40.00 $40.00 $40.00 $40.00 $40.00
26 Insurance $20.00 $20.00 $20.00 $20.00 $20.00 $20.00 $20.00 $20.00 $20.00 $20.00 $20.00 520.00
27 Parking $20.00 $20.00  $20.00 $20.00 $20.00 $20.00  $20.00  $20.00  $20.00  $20.00  $20.00  $20.00
28 Public Transport 50.00 50.00 50.00 50.00 50.00 50.00 50.00 50.00 50.00 50.00 50.00 50.00
29 | Transportation Tota]E::S:E:Q:D:QE $80.00 $80.00 $80.00 $80.00 $80.00 $80.00 $80.00 $80.00 $80.00 $80.00 $80.00
30

31 |Expenses Total |=B1s+822+329|

Sometimes we need to add numbers that are not continuous. In this budget , we need to add our living
expenses total, our housing total, and our transportation total in order to discover our total expenses.
We can create a formula in excel to do this. Follow the directions below to practice.

7.Create the Expenses Total formula.

To find our total expenses within this budget, we need to add together our Home Total, Living Total,
and Transportation total.

e ClickincellB31, Typein-=.

e Clickoncell B16,

e Typein+.

e Clickoncell B22,

e Typein+.

¢ Clickoncell B29.

e Press Enter.

e AutoFill across row 31.

1
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Click on File to see

Save options
Click on the floppy

disk icon to save
wt Formulas Data Review View Design 2 Tell me... Javier Flores & Share
the spreadsheet g 4+

Bookl - Excel Table Tools = - O

under its current = General - %Cﬂnditiﬂnal Formatting - E‘I' Insert - Jo!

= = $ - % * [¥FormatasTable- =% Delete - Edit

- o iting

=3 - 8 38 [ Cell Styles - 1 Format~ -
Clipboard Alignment [ MNumber [ Styles Cells )

8. Save your work!

Click on the tab called file in the top left hand corner, and select save as. | suggest that you save your
work under a name you will remember. For example, | might save my document as 2018budget

dV & &5 5 & & 8 S 85 &S fFf .

More Excel Resources:
GCF Learning: https://edu.gcfglobal.org/en/excel2016/

This site provides a free excel tutorial.
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Apache OpenOffice Calc: https://www.openoffice.org/product/calc.html

Apache OpenOffice Software is a trusted company that creates free open source software. You can
download and use their free spreadsheet software from this site.
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More Resources for
Computer Instruction

Community Workshop Series Classes

C
Chapel Hill Public Library W
Wednesdays at 6-7:30pm \S/
To reqister for class, contact the CHPL at (919) 968-2777.
Durham SW Public Library
Thursdays at 6-7:30pm

To register for class, contact the Durham Branch at (919)560-
8590.

Cybrary at Carrboro
Saturday at 10-11:30pm
To register for class, contact the Cybrary at (919) 969-3006.

More Local Resources

Kramden Institute Orange County Literacy Council
https://kramden.org/classes/ http://orangeliteracy.org/

Phone: 919-293-1133 Phone: (919) 914-6153

Email: info@kramden.org oclc@orangeliteracy.org

Hours: Mon - Fri 9am — 5pm
Wed 9am — 9pm
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