Using Microsoft Exc@007

Microsoft ExceR007is a very powerful spreadsheet program. It tea for organizing datg whether
numbers(numerical datapr words (alphanumeric) Ad & LINB | R & K S & Uafuesardanged ini | 6 f S
rows andcolumns. Bchvalue can have a predefined relationship to the other valu&file

spreadsheets are typically used in business settings, there are many more applications where a
spreadsheet can be useful.

1. Create a new spreadsheet.

[ SGQa &adzlill2asS o rofabsmall BusinessNuh séverd saRsspgoPleldyou want to track
the monthly sales figures for each salesperson.

To baincreating a spreadsheet in Microsoft Excel 2007, click on the OFFICE hb#orglick on
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A table will appear
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placed into the cells. Cells are referred to by toerespondingcolumn letter and row number. For

example, on the blank worksheabovefind the cell that is the fourth from the left and the ninth from

the top (do not cout the heading boxes, where the letters and numbers appear). The cell that you
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Now you need to set up the sheet for your data. You will want a row (left to)dghtach salesperson
and a column (top to bottom) for each month of the year.

On the blank worksheet, begin atthe tdpOSt f ! M8 I Yy R (i &ThidSs theyieadingfol 9 { t 9 w{
the column.Below that, enter the names of four salespeople [Bob, Maryndmd Alice], one in each

cell. At the top of the worksheet, starting with cell B1 and working to the right, enter the months of the

year. [Cell B1 is January, C1 is February, D1 is March, and so one, through cell M1 for December. If you
need to, you camdjust the width of the celt move the cursor to the edge of the top box (the one with

the letter in it), click and hold and move the mouse to drag to change the width of the cell.



Your spreadsheet should look like this:
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2. Enterthe data. [ S éneésales figures fosix month foreach salesperson. Starting with Bob,
begin inserting sales figures for Janudmough June Then do the same for each of the other
salespeopleYour spreadsheet should look something like this (your numbérbevdifferent):
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3. Format the cells.

To set the cells to record the figures as dollars, we need to FORMAT the cells. Starting in cell B2, left

click and hold, then move the mouse to the right to cell M2 and down to cell M5, and reheakst
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The numbers in the cells will now appear as dollars, with dollar signs and two decimal places. You can
adjust the number of decimal places in the Format Cells window. If you add sales figuhels; fgou
will see that they appear as dollaiour spreadstet should not look something like this:
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4. Insert a formula

Now that the sales figures are in, you want to see which of the salespeople had the highest volume. In
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other salespeople. Column N now shows the annual sales total for each sdléspeopleHere is the
result:
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5. Sorting the data.

To sort the data according to the most sales, do the following:

PdziT G KS OdzNA 2 NJ Enyer. Th ivifl give salEs taals foifle magnthlofyd&huary. Repeat
this for each of theemainingmonths including the YTD colum¥iour spreadsheethould looKike this:
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To sortdata alphabeticallypy Salesperson
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The spreadseet will look like this, withthe sadeJS 2 LIt SQa y I YSa | £t LIKF oSUAOI f f
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To sort the numerical data, highlight the rows from 1 through 5, as shown:
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Now, sort the data by Montlg for our example, select the month of March, and sort by highest to
lowest. This will show the salesperson that had the highest sales volume for the month of March:
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In the example showrAlicehad the most sales in March, with $185.00.



Now, sort the data by Year to Date sales.
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Excel includes powerful graphing and charting tools. To create a simple column graph of the sales data in
our example begin by clickingd@nK S &1 ha9¢ dFod® ¢KSy Of A0l 2y (GUKS dalL
like this:
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Your screen will look like this:
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A pop up box will appear, where you can manually enter the data fields to be included in the chart.
While that box is open, move the cursor to to cell A2, then highlight all of the data cells from A2 to N5
(this will irclude all the salespeople, but not the bottom row with the monthly totals).



