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Microsoft Excel Exercise #8: Calculating Values
Once you’ve added your data to a worksheet and defined ranges, you can create a formula or an expression that performs calculations on your data.  In this exercise, you will derive totals for all budget income and expenses categories which you created and modified in previous lessons.  To write an Excel formula, type an equals sign (=).  When Excel detects this operator, it knows that the expression following it should be interpreted as a mathematical operation and not simply as straight text.  After the equals sign, you type the formula.  For purposes of this exercise, we will use only elementary formulae:
· SUM: returns the sum of the numbers in a specified range (example: =SUM(C2…C3))

· COUNT: returns the number of entries in a specific range of cells (example: =COUNT(A1…A10)
1. Power up the computer.

2. Log in to Windows 2000.

3. Watch and listen to the teacher’s demonstration.

4. Launch Excel by clicking on the Start menu, point to the Programs folder and click Microsoft Excel. 

5. Do one of the following:
a. Load your work from Excel lesson #4 you saved to your floppy diskette.

b. Refer to the sample handout from Excel lesson #4 and key in the first six lines in a new worksheet file.

6. On your budget worksheet, locate the column for totals.  The first row in this column should be for income.  Click on cell O3 which should be the total for income.
7. Type =SUM(.

8. Click on the cell containing January’s income, cell B3.

9. Type a period.

10. Click on the cell containing December’s income which should be cell N3.  If done correctly,  you should see each cell within the range B3 through N3 enclosed in an animated dot frame.

11. Type ) and then <ENTER>.  If done correctly, you will now have calculated your total income for the year 2003.

12. Calculate totals for each expense category in the same manner.

13. For EXTRA CREDIT, set up a calculation deriving the number of income expense categories there are in your workbook.  Click on cell P3.

14. Call your teacher for a grade.

