4 - EXCEL SCHOOL SUPPLIES EXPENSES

A B C D

1. Goto Page Layout - Page Setup — Header / Footer —
Penny's School Supply Expenses

Custom Header
a. Left Section Type in your name & Grade Right
Section click on the date (OK)

. Cell A1 High lightto C1 and Merge & Center Penny’s
School Supply Expenses

. Cell A3 Type in the name of information listed in
Column A

. Cell B3 Place the amounts starting in Column B

. Place the cursor in cell B13 and hit the AutoSum (upper
right corner)

. Fill the cell in Yellow CELL B13 2700 1

. Formatting Cells: Place the cursor in cell B3 Highlight to ii:iﬂ B
B15 $18.00 +

. Click the right mouse button and choose Format cells — 51500
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59.00 -
. Chart: Highlight Cell A3 — Cell B12 Go to Insert $6.00 - l I I
ol f ."'- R E
i
Lp

Backpack 5 10.50
Folders 2485
Pencils 0498
Erasers 199
Sharpener 3.29
3CI550rs 450
Glue 275
Ruler 5 0.BB
Laptop Rent | 5 25.00
Lunch Box 5 2.50
Total Expensed § 70.34
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Columns 3D N
10.Place the cursor On the numbers and right Axis & click
and choose Format Axis
11. Change major unit from auto to Fixed 3
12.Slide the chart to the left and below the A15 and make it
imbedded.
13.Go to Page Layout — Page Setup — Sheet — Click on Gridlines and Row and column headings
14. Save to your folder then printout and turn in for a grade.
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