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INTRODUCTION TO EXCEL REVIEW

This exercise reviews basic Excel skills.

Open a new blank workbook
Insert a new sheet

Delete Sheet1

Name Sheet2 Budget

Change the color of the Budget tab to blue

Enter the following information onto the Budget sheet:

1 Credit Department

2 Budget Summary

3

4 Budget  Actual Variance
5 Salaries 75000 73256

& Phone 4500 5349

7 Supplies 1500 1282

& Postage 1000 1174

9 Misc 1000 851

10 Totals

Save the workbook in the class examples folder and name it Department Budget Review
Create a formula in cell D5 that subtracts the Actual Salaries from the Budget Salaries
Copy the Salaries Variance formula down to cell D9

Sum the Budget, Actual, and Variance columns into row 10
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A B

1 Credit Department ‘
2 Budget Surmmary

4 Budget

5 Salaries 75000
6 Phone 4500
7 Supplies 1500
& Postage 1600
3 Misc 1ooo
10 Totals 33000

5 D
Actual Variance

73256 1744
5349 -849
1282 218
1174 -174
851 145
81912 1088

* Merge and Center the headers (Credit Department and Budget Summary) above the

spreadsheet

= Center align the Budget, Actual, and Variance labels

* Format the Salaries and Totals numbers with the Accounting Number Format and reduce

the decimals to 0

= Format the Phone, Supplies, Postage, and Misc numbers with Comma Style and reduce

the decimals to 0

* Format the Budget, Actual, and Variance labels with a Thick Bottom Border

= Format the total numbers with a Top and Double Bottom Border

The worksheet appears as follows:

A B & D

1 Credit Department

2 Budget Summary

3

4 Budget Actual Variance
5 Salaries § 75,000 $ 73,256 § 1,744
6 Phone 4,500 5,349 {843)
7 Supplies 1,500 1,282 218
8 Postage 1,000 1,174 (174}
9 Misc 1,000 851 149
10 Totals S 83,000 S 81,912 $ 1,088

= Create an Exploded Pie in 3-D chart using the Actual values (remember to include the
labels when selecting the data)

= Change the Chart Layout to Layout 2
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= Add a Chart Title that reads Credit Department Expenses

The final worksheet appears as follows:

A B c D E F G H | 3 [ L
1 Credit Depariment ot i e TSR T oy
2 Budzet summaty Credit Department Expenses
4 Budget Actual Variance wsalaries ®Phone  Supplies ® Postage Wlise
5 Salaries S 75000 $ 73,256 S 1,744 S
6 Phone 4,500 5,349 (849}
7 Supplies 1,500 1,282 218
8 Postage 1,000 1,174 (174}
9 Misc 1,000 851 149
10 Totals  $ 83000 $ 81,812 S 1,088
11
12
13 %
14
15

= Save and close the file




