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[To start Microsoft Excel, click the Start button on the
Windows taskbar, point to Programs, and click

Microsoft Excel. Note the three tabs at the bottom of
fthe dacument windaw, indicating that the workbook
contains three workshests.
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To add a worksheet ttle, click cell B2, type 1999 Cash
Flow Summary. Press ENTER,
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[To add labels for the columns of data, press the DOWN
ARROW key, type . and click the Enter button
on the Formula Bar. To enter the next label, click cell
4, type . and press the RIGHT ARROW key
Type and click the Enter button. Click cell
4, type . and click the Enter button
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[To enter labels for rows, click cell B5 and type 0. Note
fthat Exccel gives you the option of completing the cell

using the same text as the entry above. Type 1 and
press ENTER
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[To finish entering label rows, type 02. Point to the fil
handle on the bottorn right comer of the selected cell

Note that the pointer becomes a cross. Drag the fil
handle to cell B8. Note that Excel automatically fills in
jand increments the values in cells 67 and BB.
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[To begin entering numeric values into the worksheet,
click cell C5, type 55000, and press ENTER. Note that

nurnbers right-align by defaut. Click cell CB, type
175000, and press ENTER
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[To complete the table, click cell C7. and type

Click cell C8, and type Click cell D5, and

ftype Click cell DB, and type 0. Click cell D7,

and type Click cell D8, and type

Click cell E5, and type Click cell E6, and type
Click cell E7, and type Click cell E8,
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Click cell F4, type Totals, and press ENTER. To use
fthe AutoSum feature to sum the first row of data, click

fthe AutoSum button on the Standard toalbar. Click the
Enter button on the Formula Bar.
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[To sum the next raw of data, click cell FB, click the
\AutoSum button an the Standard toolbar, and click the
Enter button on the Formula Bar. To sum the third row,
click cell F7, and click the AutoSum buttan. To correct
fthe AutoSum range, drag from cell C7 ta cell E7, and
click the Enter button
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[T sum fourth-quarter figures, click cell F8 and click the
|AutoSum button. To correct the AutoSum range, drag

from cell C8 to cell E8, and click the Enter button on
fthe Formula Bar.
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[To add & label for a grand total, click cell DD, type
(Grand Total, and press ENTER. Click cell F10, click

fthe AutoSum button, and click the Enter button on the
Formula Bar.
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[To update the sales figures for Germany's second
quarter, click cell DB, type 100000 and press ENTER.

Note that both the total for G2 and the Grand Total are
recalculated
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[To copy the contents of Sheet1 to Sheet2, drag the
pointer down from cell B2 to cell F10. Right-click the
selected cells and click Copy on the shortcut menu
Click the Sheet2 tab. To paste the clipboard
contents into sheet 2, click cell B2 and press
ENTER. Click the Edit menu, and click Copy. Ifthe
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[To change the worksheet's title text, double-click
1995 in the Formula Bar, type 2000 and press ENTER

ITo clear the values in the cells, click cell C5, hold down
SHIFT and click cell EB. Right-click the selected cells
and click Clear Contents on the shortcut menu
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[To rename a worksheet, double-click the Sheet2 tab,
ltype 2000 Cash Flow, and press ENTER. To rename

another worksheet, right-click the Sheet! tab and click
Rename on the shortcut menu. Type 1999 Cash Flow
and press ENTER
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[To set up Sheet3 for later recording of 2001 figures, click
fthe Sheet3 tab, and click cell B2 on that worksheet. To
paste the contents from Sheet2 from the clipboard into
fthe worksheet, click the Paste button on the Standard
ftoolbar. You may have to click the More Buttons button
fto see the Paste button
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[To rename the worksheet title, double-click "1955" in the
Formula Bar, type 2001, and press ENTER.
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[To rename the worksheet, double-click the Sheet tab,
ftype 2001 Cash Flow, and press ENTER
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[To add a fourth warkshest, right-click the 2001 Cash
Flow tab and click Insert an the shortcut menu. In the

Insert dialog box, click the General tab and double-
click the Worksheet icon
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[To rename the new worksheet, double-click the Sheetd
ftab, and type Three Year Totals. Press ENTER.
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Drag the Three Year Totals sheet tab to the right of the
12001 Cash Flow sheet tab. Note that the tabs are not

all isible on the screen at the same time. To view the
first sheet tab, click the lefl-most tab scrolling button in
the lower left comer of the prograrn window.
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[To close Excel, click the File menu, and click Exit
When prompted to save changes, click No





