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Microsoft Excel Exercise #4: Creating Workbooks
Every time you want to gather and store data that isn’t closely related to any of your existing data, you should create a new workbook.  The default workbook in Excel XP has three worksheets, although you can add more or delete existing ones if needed.  Creating a new workbook is an easy process.  You just click the New button on the standard toolbar.
Once you have a workbook displayed on the screen, you may begin adding data.  The easiest way of doing so, as you’ve learned in previous lessons, is to click on a cell and type a value or formula.  This method works well if you’re entering a few pieces of data but it’s less practical when you need to enter a series of values (days of the week, dates, etc.).  For example, you may wish to enter the months of the year.  Having to type these repeatedly would be a cumbersome task.  With the AutoFill feature, you only need to enter the first element in a recognizable series grab the fill handle at the lower right corner of the cell and drag it far enough to accommodate all of your data.  By the end of this lesson, you will learn how to use these features to set up a rudimentary budget.  It is most important to bring your floppy diskettes to class each day so that you can save your work.  As with the résumés and letters you studied in Word, many of the documents you will create in the coming weeks will be artifacts (manufactured articles) of your work in Excel – things that you can take with you and begin using immediately.
Note: in the steps that follow, do not type the quotation marks.
1. Power up the computer.

2. Log in to Windows 2000.

3. Watch and listen to the teacher’s demonstration on AutoFill.
4. Launch Excel by clicking on the Start menu, point to the Programs folder and click Microsoft Excel. 

5. Place your floppy diskette in the disk drive.
6. Click the File menu and select the Save As command.

7. For the file name, type your last name followed by the word “budget”.
8. Click the Save button.  Your file is now saved as YourLastNameBudget.XLS.

9. Click cell A2 and type the word “Income”.

10. In cell B1, type the word “January” and <ENTER>.
11. Point your cursor at the lower right corner of this cell.  It should turn into a plus sign.

12. Click and drag the plus sign 11 columns to the right (to cell M1).  If done correctly, you should see the months of the year displayed as yellow Screen Tip boxes.

13. Click cell N1 and type the word “Total”.

14. If you have a job, estimate the amount of money you expect to earn each month before taxes.  Enter these values in cells B2 through M2.  You may use fake values if you wish.  If you do not have a job, just use fake values.
15. In cell A3, type the word “Expenses”.

16. Imagine for a moment that you’re living by yourself.  Think about the expenses you can expect to incur day to day (e.g. rent, electricity, telephone, etc.).  In the cells which follow in this column, type in these expenses.  Feel free to consult your teacher with suggestions.  You should have at least 10 different types of expenses and most likely many more!

17. Save your work to your floppy by typing <CTRL>-<S>.

18. Call your teacher for a grade.
