Open Excel and open a blank page –CNTL- N	
The new layout –
a.  Office Button  - New – Open – save – save as – Print – Print preview 
b. Quick Access Toolbar  - Office > options > customize 
2. Auto Correct
a. Office > options > proofing > auto correct options
i. Replace > with  SLA  becomes  Service Level Agreement
3. Title Bar
4. Close button
5. Scroll Bar
6. Document window
7. Zoom slider
8. View Shortcuts – Normal, Page Layout, Page breaks
9. Ribbon 
a. Tabs
b. Groups
c. Buttons
10. Cool things
· Small Dialog Box – select a cell  right click
· Quick Access Tool Bar
· Format painter – highlight the correct text - Home > format painter > put over 
· Show live Preview with Font and Size changes as you go up and down
· Open 2 documents > CNTL   N two times >View side by side  (synchronize scrolling)
11. Rows & Columns intersect to a cell



1. Exercise 1 
a. Worksheet  #1 – Employees
b. Resize – Home – Format – AutoFit Column Width
c. Insert date using formula “Today”
d. Formula
i. =If(D2<5,0,IF(D2<8,500,1000))
ii. Sort by Performance Rating – high to low
iii. Conditional Formatting
1. Highlight sales amounts
2. Home – Conditional Formatting – New Rule – Format only cells that contain – Greater than 100,000 -  Format – Fill – choose color	
iv. Sum, Average, Min, Max, Count
e. Conditional Formatting
f. Freeze Panes (Select row 1 - View – Freeze Pane – Freeze top row
g. Break names into 2 cells – insert column, Data – Text to columns – Delimited – comma
Exercise 2 
1. You would like to purchase a new car
2. You check with your credit union to find the rates
a. Five year rate is 4.24%
b. Six year rate is 5.24%
c. Seven year rate is 5.99%
d. Change to Percentage (move the decimal) and Currency
3. Using the function tool
a. Select PMT
b. Enter your rate using the cell (this rate is for one year so divide by 12 for month
c. Enter your number of payments using the cell
d. Enter your present value using the cell (if you add this as a negative value you will not need to multiply by a negative to give you a positive number.
4. Next you want to find out what the total repayment amount is
a. =payment * number of payments  (can use relative formula)
5. Now you would like to know how much interest you will b paying back.
a. Using Absolute Formula $b$3
6. After looking at your payments you decide you want to purchase a different car so change your  Loan amount
7. Which one should we choose?  5 year loan 
Exercise 3
1. We will create  loan pay off schedule
a. Using your information on the previous work sheet lets figure out your loan payoff.
i. On line 3 add the information from the previous sheet.
1. Loan amount   =’Loan Options’!B3
2. Interest Rate  =’Loan Options’!B6
3. Term of Loan  =’Loan Options’!C6
4. Payment  =’Loan Options’!D6

b. Now we will figure the starting balance by pointing to B3 (=b3)
c. Interest Paid = starting balance * interest/12  (=B3*$B$6/12)
d. Principal Paid =   payment- interest paid (=$E$3-C6)
e. Ending Balance =  Starting Balance – Principal Paid (=B6-D6)
2. Second Row 
a. Starting Balance point to Ending balance (E6)
b. Interest Rate – Starting Balance *interest rate/12  (B7*$C$3/12)
c. Principal Paid – payment – interest rate (=$E$3-C7)
d. Ending Balance –Starting Balance – principal paid (-B7-D7)
3. Remaining Rows
a. Click on cell and catch lower right corner and pull down until 0
4. Add date of payment - formatting
a. In cell A6 – right click – format cell – Custom – select d-mmm-yyyy
b. In cell A6 put in 3/Mar/2010
c. In cell A7 put in 3/Apr/2010
d. Highlight both cells, grab lower right corner and pull down until  to line that has 0 
Balance
Exercise 4				
1. We will create  Getting Out of Debt schedule
a. Using your information on the previous work sheet lets figure out your loan payoff.
i. On Car Loan column add the information from the previous sheet.
1. Loan amount   =’Loan Options’!B3
2. Interest Rate  =’Loan Options’!B6
3. Payment  =’Loan Options’!D6
e. Line 8
i. CC Current Balance  C3
ii. Auto Current Balance  F3
f. On line 9
i. CC Amt Pay   =IF(C8>0,$C$5,0)
ii. Current Balance  =C8-(B9-C8*($C$4/12))
iii. Car AmtPay  =IF(C9<1,$C$5+$F$5,$F$5)
iv. Current Balance  =F8-E9-F8*$F$4/12
g. Highlight Line 10 and pull down until 0 in Column I
h. Add date under beginning balance
i. April 2010
ii. May 2010
iii. Highlight both and pull down to auto fill





	

