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Microsoft Excel 

Home Expenses PART 1
Currency Format, AutoSum, and Charts
Overview

In this assignment you will use Microsoft Excel to create a monthly expenses worksheet. First you will open the Home Expenses worksheet from your email. Then you will use the Autosum tool to calculate the total of fixed and variable expenses.  Then you will learn how to use the Number Format tool to add dollar signs to the amounts. And at the end, you will create a Column Chart!
A. Open the file from Email
1. Open Gmail.

2. Read the email from Heather with the subject “Good Morning It’s Thursday April 19th!”

3. Download the attached file and Open it.
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Save this worksheet to your personal folder on the H drive.   
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Monthly Fixed Expenses
Rent 1
Electric
Gas
water
Telephone
Food
Health Inst
Auto Insur
Transporte
carmainte
Other
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Monthly Variable Expenses
Clothing
Laundry
Hair care
Newspape
Gifts
cable
sports
TOTAL
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B. Use the Autosum tool to calculate the total

1. Click in cell B-13. 

2. Click on the Autosum tool 
Excel will highlight the numbers that you will calculate with flashing lines!  Do you see the flashing lines?  This means it is asking you a question – are you sure these are the numbers you want to calculate?
3. Look closely at the cells that Excel is highlighting for you.  Are those the cells that you want to add together?  If yes, hit ENTER on your keyboard.

4. The sum of the monthly expenses will appear in cell B-13.


C. Add $ (Currency Format) to your amounts

1. Highlight all of the cells in column B.

2. Click on the Number Format tool and select Currency.
3. All of the amounts will be formatted as currency.


F. Make a Column Chart with the data in the worksheet

1. Highlight all of the data under “Monthly Expenses” except the total.              

2. Click on Insert Tab ( Charts Group ( Column .

3. Choose a chart that you like
4. Your chart will appear in your worksheet.

G. Finish & Print!
1. Click on Print ( Print Preview to see a preview of your work.  If it doesn’t all fit on one page, click Close Print Preview to make your chart smaller.  Use the corners to resize your charts!
2. Repeat Print Preview until it all fits on one page!
3. Click on the Save tool to save your work.

4. Click on the Print tool to print one copy.               
YOUR FINAL SPREADSHEET SHOULD LOOK LIKE THIS!

AutoSum Tool





Currency Format Tool





Column Chart
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