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Rights, Copyrights, Trade & Service Marks

Copyright © 2003-06 Adult Life Training, Inc. All rights reserved worldwide.

The “We Recycle Lives” slogan, “Heart in Chasing Arrows” symbol, and “Basic Training in Computer Science” are trademarks
of Adult Life Training, Inc. Other trademarks are the property of their respective owners. For use information please contact
customer service, Adult Life Training, Incorporated, at: info@alt-fw.org.

Copyrights, trademarks, and service marks may be claimed by various entities. By way of example, but not by way of limitation,
the word “Windows” when used in reference to a computer program is claimed by Microsoft Corporation. Sun Microsystems and
other entities might also claim rights in one way or the other. We are not in a legal position to know with certainty who really
owns what, with the exception of our own marks and copy, and representations made in materials shipped with programs
referenced herein. It is our best and sincere intention to give proper credit to all to whom credit is due.

OpenOffice is a copyrighted work owned by Sun Microsystems, Inc. OpenOffice was built with contributions from the
OpenOffice.org community, of which Sun Microsystems is the founding member. OpenOffice is a free work distributed under the
Open Source license agreement and is similar to the for-profit office suite “Microsoft Office.”

Microsoft Office is a copyrighted work owned by Microsoft Corporation.

Linux is a copyrighted work owned by Linus Torvalds. Its source code is freely available to everyone under the GNU General
Public License. Free BSD is a copyrighted work owned by the Regents of the University of California and distributed under the
GNU General Public License. Both are available for free within terms which the general public usually meets. They also contain
a standard “XWindows” graphical user interface (GUI) that is very similar to the for-profit “IBM OS/2,” “Apple Macintosh,” and
“Microsoft Windows” GUIs. When we mean Microsoft Windows we will expressly say so. When we say “windows” we mean
the graphical user interface in general, across all platforms. The GNU General Public License is available as a separate document
from http://www.gnu.org/copyleft/gpl.html.

“Microsoft Windows” in its various forms (XP, 2000, ME, 98, 95 and so on) is a copyrighted work owned by Microsoft
Corporation.

“Apple Macintosh” in its various forms (OS/7, OS/9, OS/x, and so on) is a copyrighted work owned by Apple Computer Corp.

Other trademarks, copyrights, and service marks are the property of their respective owners.

Notice of racially non-discriminatory policy

The Adult Life Training, Inc. school admits students of any race, color, and national origin and ethnic
origin to all the rights, privileges, programs, and activities generally accorded or made available to students
at the school. It does not discriminate on the basis of race, color, national origin, and ethnic origin in
administration of its educational policies, admission policies, scholarship and loan programs, and athletic or
other school-administered programs."

It is our sincere hope that any organization benefiting from the free use of our materials will follow the
same social philosophy of non-discrimination and open access to all.
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Foreword

This book is written to help you, the beginning computer user, build your first computer job skills.
This book is designed to be used as a step-by-step guide during your practice time outside of class. In class
we use Linux, and you will notice most things work the same, with a very few differences. This text is
written specifically to fit the Microsoft-type systems because at this point in time they are still the kind you
are most likely to encounter at home or in the library.

We have come a long way from where we started some years ago. We have helped several hundred
people and in this revision we have applied that experience to update this text accordingly. This revision is
the first to have an instructor's version available.

You can use this book as a beginning for your computer self-help collection. I hope this helps!

John Nash, President
Adult Life Training, Inc.

Disclaimer

By using this manual you indicate that you understand and agree that this manual is not to be construed as
professional advice. Seek the appropriate professional practitioner for professional advice.

Copyright © 2003-2006 Adult Life Training, Inc.
Page 3 of 48




Adult Life Training, Inc. CS 4.0 Working Spreadsheets

Acknowledgments

We would like to thank everyone who contributed to this project: our Fort Wayne community that
made room for us to serve, Abundant Life Tabernacle that provides the space for our office and lab, AEP
and Abundant Life Christian Academy that provides the lab computers, and the Indiana Department of
Workforce Development that sends us many of our students.

We also thank Pastor Keller and David Stovall for their continued encouragement and patience,
Jordan Nash who most recently edited some of our work and has provided much technical help in the lab,
Jerrod Nash for his technical help in the lab, Jennifer Nash who has helped with the elementary and middle
school material we teach and filled in on the telephones more than once, and my patient and loving wife
Jolene who has been supportive in so many ways. Starting a business is stressful for a family, but serving
our community as an unfunded not for profit, with no salary income for three years, creates even more
stress. We appreciate your contributions to this important work.

But over and above all these, we would like to thank God, who as Jesus Christ gave us a reason to
live, and through His Spirit living in us today makes this work possible. He has and is still sustaining us
when all worldly wisdom says that we should have been defeated, bankrupt, and disappeared homeless
years ago. By His Grace alone we continue even today.

Donations

The Adult Life Training, Inc. school is a recognized Public Charity exempt from Federal Income Tax under
Internal Revenue Code section 501(c)(3). Contributions to Adult Life training, Inc. are deductible under
section 170 of the IRC. We are not funded by the Church or Government.

If you wish to support this effort, you may mail your monetary donation, large or small, to Adult Life
Training, Inc., 2702 Spring Street, Fort Wayne, IN 46808.

Copyright © 2003-2006 Adult Life Training, Inc.
Page 4 of 48




Adult Life Training, Inc. CS 4.0 Working Spreadsheets

Table of Contents
Rights, Copyrights, Trade & Service Marks..........cocuiiiiiiiiiiieieceeeee e 2
Notice of racially non-diSCriminatory POLICY ........ceccuieruieriieriieeieeieeeie ettt ettt sreebeesaaeebeesseeeareessee e 2
FOT@WOTA. ...ttt e a et e et e bt et e bt e bt et e e st e bt en b e sae e bt eatesbeenbeennenaeenee 3
ACKNOWIEAZMENLS.....ccuviiiiiiiiieeie ettt ettt ettt e et e et e esbeestaeesbeessaeenseessaeasseesssesnsaessseesseesssennseessseans 4
DIONALIONS. ...ttt ettt e bt ea bt e bt s a bt e bt e e h bt b e ea bt e bt e e h bt e bt e ea bt e bt e eh bt e bt e nab e e bt e eateeneen 4
How t0 USE thiS dOCUMENL........eiiiiiiiiiiei ettt ettt ettt et e e e eaaees 6
Goals fOT thiS MOAUIE......co..iiiii ettt ettt se e st esb e e e e e saneas 6
P OTEQUISTEES. ... uviieeiiree ettt ettt e et e ettt e ettt e e tte e e taeeenseaeassaeeassaeasssaeaasseeeassaeessaeenssaeansseennsseesnsseeensneenns 7
3 72T 1< a1 10131 PSSR 7
SPIEAASNEEt BASICS. . .uuiiiiiiieeiiiecie ettt e et e e e et e e e te e e s taeeeateeeaaaee e sbeeetseeetaeeeraeeeraeeenaeeeeares 8
e PrOJECES. ... ettt ettt et et e et eett e e bt e seeeabeesateeabeeeabeeabeeeabeenbeeenbeenbeeenteenseeenee 12
Example Project #1: The Department Telephone List..........cccoevuieriiiiiiiiiiiieiieieee e 12
Example Project #2: The Mortgage Amortization Schedule.............cccoeiiiiiiiiiiniiniieceeee e 20
Example Project #3: Regional Quarterly Sales Graphs, using five sheets..........cccoccvevieeiieniieeiiienieeiene, 31
Example Project #4: Grades on the Web.........ccoooiiiiiiiiiiiieiecte et et 36
Certification TeSt fOr CS 2.0 ..oouiiiiiieeieeee ettt ettt sb et st e bt et ee e e nbeenteseee e 45
Certification Test: Working SpreadSheets 2.........coooiiiiiiiiiiiiiiieeceeeee et 46

Copyright © 2003-2006 Adult Life Training, Inc.
Page 5 of 48




Adult Life Training, Inc. CS 4.0 Working Spreadsheets

How to use this document

This document is intended to be used in instructor led classroom instruction with a computer and
OpenOffice for each student. It may also be used by the student for practice. OpenOftice is produced by
Sun Microsystems in California, is free, and works with Linux and Microsoft systems.

Goals for this module

This is a novice level module to help someone who has no experience with spreadsheet programs.
The module is intended to be generic enough to apply to most existing spreadsheet programs including Sun
Microsystem's OpenOffice and Microsoft's Office products.

When you have successfully completed this module, you should be able to:

1. Start the spreadsheet program
Identify a cell by its column-row designation and other spreadsheet fundamentals
3. Use the spreadsheet for documentation purposes, such as to create a department telephone list. This
includes:
- Entering words or phrases into cells
- Merging the cells of a title line so that they cover the top of the list nicely
- Editing a cell's contents by using the formula box, pressing F2, or double clicking.
Formatting the cell's contents (Bold, Italics, colors, and so forth)
Typing words into columns, such as a list of names
Sorting the words in the columns in various useful ways, such as by name, department, or zip
code.
- Printing the spreadsheet
4. Use the spreadsheet for numerical analysis purposes, such as a loan amortization schedule, that uses
formulas. This includes:
- placing titles appropriately
- entering formulas into individual cells by typing and/or clicking.
- Fixing the references in formulas so that they do not change as the formula is copied to
sequential rows
- Finding the answer to a problem by changing the inputs until a desired condition is achieved,
such as changing the amount of a monthly loan payment until the loan is exactly paid off at the
end of its term.
5. Use the spreadsheet for Presentation purposes, such as collecting and presenting Quarterly Regional
Sales Figures. This includes:
- placing titles appropriately
- entering formulas into individual cells by typing and/or clicking.
- Entering sales numbers by sales person into each region's sheet
- summarizing all regions total sales on one “summary” sheet
- graphing the sales in various charts on the summary sheet
6. Save the spreadsheet to disk and diskette in different file formats, such as OpenOffice 1.0 format or
Microsoft Excel 95 format, and understand why the file format matters.
7. Close the program.
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Prerequisites

This class is intended to teach by instruction and practice how to operate a spreadsheet program,
such as Sun Microsystem's OpenOffice Spreadsheet or Microsoft's Excel. Before taking this class you
should have mastered the beginners class material and completed the Formatting Text module CS 6.0.

Background

Spreadsheet programs display a grid of “cells” that can hold words or numbers and relate to each
other. Each cell can hold a formula that depends upon what is in other cells, which can also hold formulas.
A spreadsheet can be used for anything from complex calculations to simple telephone directory. Learning
how to use a spreadsheet is one of our students most frequent requests.

In this course we will be using OpenOffice. This is a robust office suite that is also very similar to
the other popular office suite, Microsoft Office. Both work in very similar ways but the OpenOffice
programs are free. You can buy a copy of OpenOffice at many local office supply and computer stores for a
nominal price or download it for free from http://www.openoffice.org. You can buy Microsoft Office at
many office supply and computer retail stores.
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Spreadsheet Basics

1. Overview

When you first look at a spreadsheet program, you will notice most obviously that it is a grid of rows
and columns. The columns are lettered (A, B, C, ...) across the top and the rows are numbered down the

left edge (1, 2, 3, ...). There is a small rectangle for each column, row combination, called a cell. A
Spreadsheet is composed of cells.
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Each cell is an independent entity that can hold words, numbers, or a formula that incorporates the
values in other cells.

2. Cell Names

Each cell is named by its column, row coordinates. Cell Al is in the upper left corner, B1 is immediately
to the right of A1, A2 directly under A1 and so forth.

3. Cell Editing

Click on cell Al. Type in the phrase “This is a title Line.” Note that the words appear in the cell as you

type and spill over into the next cell to the right, B1, as you type. When you press enter, the cursor
moves down to cell A2.

Click on A1 again to highlight it. Type “My Phone List,” but DO NOT press enter yet. Notice that what
you had in A1 before immediately began to be replaced by what you were typing. Now press ESCAPE.
Notice that the cell is restored to its previous condition. Pressing ESCAPE before you leave a cell by

pressing ENTER or an arrow key, or by clicking in another cell, will undo whatever change you were
making.

Click on A1 again to highlight it. Type “My Phone List” and press ENTER. The cell contents change.
Now press control Z by holding down either control key and pressing and releasing the Z key. We will
sometimes denote control characters as a hat character, read “control”, followed by the letter, thus
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control Z is typed herein as “*Z”. Notice that the change you made to A1 has been undone again. Control
Z will UNDO a limited number of changes even after you press return. If you make a mistake, do not go

nuts trying to undo it yourself. Just press *Z immediately. If you make too many more motions after the
mistake, you may not be able to fix it with *Z!
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To begin editing a cell you may also double click, press F2, or simply type the changes in the
FORMULA box above the columns. The formula box shows what is actually in the active (selected) cell.

4. Formatting Text

Click on A1 again. Now Note the BOLD, iTALICS, UNDERLINE, and FONT COLOR (A with a
square after it) icons in the tool bar above the column letters. Press the B (Bold) tool button.
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File Edit Yiew Insert Format Tools Data Window Help

| I CINEANEA
[aibany i | FEE s U&hﬂ§§§§|eﬁ
Al | E = 5 & Lk line
A | B C | D

w 1 [Thisis a title |_}|1e A
=P Bold, Italics, Underline,
3|3 Font Color

4
# |

Notice that the contents of A1 is bolded. Press the Italics button. Notice your text is now italicized. Press
the Italics button again. Notice that now the text is not italicized. Try the underline button also. These

buttons toggle back and forth as you press and release them. On the keyboard try Ctrl-B, Ctrl-U, and
Ctrl-1.

The font color button allows you to select a color for the font. Press the button on the tool bar to get the
color chart. Click a color on the chart to make your selection. Remember *Z will undo. More formatting
choices can be made under the Format menu item.

5. Entering Formulas

A formula allows you to enter more complex instructions as to what the cell should show. A spreadsheet
formula looks similar to an algebraic formula. You can see the formula in the formula box above the
column headings.
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Simply copying a cell's contents

To enter a formula, begin by pressing the Equal sign. Then type the formula. IF you wanted a formula in
cell C3 that displays a copy of what is in cell A1, then you would click on cell C3 and then type =A1 and
press ENTER. C3 would then show whatever is in A1, and when A1 changes C3 will change to match.
Type the words “Hi This Is A Test” in cell A1, then click on C3. Type “=A1" and press ENTER.
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Change the words in A1 and watch what happens in C3. Double click Al and arrow over to the word
Test. Insert the word “only” in front of the word “test” so your message reads “This is only a test”. Press
Enter. Notice C3 changed to match whatever you typed in Al.

This feature is handy when the cell you want to see is inconveniently located in the spreadsheet and you
want a copy that you can easily see near the top.

Totaling a column of numbers

If you want to show the total of several cells, then you can type them in also as a formula. Suppose that
in cell C3 you want to enter a formula that shows you the total of the numbers in cells A2, A3, A4, and
AS. When any or all of the numbers in cells A2 through A5 change, the total in cell C3 will change to
match. Type numbers into cells A2 through A5, then click on cell C3. Type =A2+A3+A4+AS5 and press

ENTER to lock in the formula. Change some of the numbers in A2 through A5 and watch C3. You can
see what I have typed into cell C3 in the formula box.
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Using a function to Total a column of numbers

Since totaling a long list of cells is a very common need in a spreadsheet, the computer can do this work
for you instead of your needing to type in each cell. This kind of a helpful feature is called a
FUNCTION. To get a total of several cells in a row or column, use the SUM() function. Type numbers
into cells A2 through A5, then click on cell C3. Type “=SUM(A2:A5)” into C3 and press enter. Change
the numbers in A2 through A5 and see what happens in C3.
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There are many functions provided to make your work easier and faster. You may wish to look through
them to see what is available. Click Insert on the menu bar then choose Function List to get a list of the
available functions to browse.
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The Projects

You now know enough to try some projects. We will begin with a simple text entry project, the Telephone
List. Next you will use formulae to build a mortgage amortization, and finally you will add multiple sheets
to do a sales report with four sections with graphs.

Example Project #1: The Department Telephone List

Background

One of the most fundamental uses of the spreadsheet program is to produce a list of related items, either for
a mail merge with a word processor, or for posting alone. One practical example is the department
telephone list. Such a list simply shows the names, phone extensions and other useful information for quick
reference. It requires no extreme knowledge of the spreadsheet to produce, and only moderate clerical

skills. It is a good place for us to begin.
Enter the text and data

Enter the text as shown below to start the phone list. In A1 type Department Phone List. In A3 through F3
type Name, Phone, Address, City, State, Zip.
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Make up some information that might be on your department phone list and fill in about six lines of names,
phone numbers, and addresses beginning in row 4. Your work might look like the following screen shot:

Adjust the column width after the address (and if necessary the name) by mousing to the crack between the

column headers. When the mouse pointer changes to a double arrow, then drag the column wider — release
the mouse button when the width is right to fit your data.
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Make up information to fill in the remaining columns for City, State, and Zip.
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Formatting numbers to be treated as text

I notice that the phone extensions and zip codes are all the way to the right in the columns, and the other
words are to the left. This is because the phone numbers and zip codes are purely numbers, with no text.
The spreadsheet thinks they are numbers upon which it could do some calculations.

To tell the spread sheet that these are just text for display and not numbers for calculations, re-type the
numbers but start each line with a single quote mark, for example type '46808 for a zip code. The single
quote is on the same key as the double quote, right next to the ENTER key. When you start each number
with a single quote the spreadsheet will know this is not the kind of number it is supposed to do
calculations with and it too will start at the left side of its cell.
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Format the Column Headings and Title Line

Now we need to make the headings at the top of each column stand out better, by bolding them. You can
click each cell with a heading in it, for example A3 which has the heading “Name” in it, and then click the
Bold button to bold just one cell. You can click the number of the row (3) to select the whole row and then
click the bold button to bold that whole row in one smooth motion. Bold your column headings. You may
use the Font Color button to change their color if you wish.

=10/
File Edit Wiew Insert Format Tools Data Window Help
| He|lz Hed 8 s e@& S5 ;
[Abany Sfio X B i Umls=s== 0 %ean EE =
ALl == = |
w2 a_ | B | c [ o | e | ¢ | N

1 _|Office Phone List .
=P
@3 Name  Phone Address City State  Zip
= 4 |John 4611 123 Main 5t. Apt. 101 Fort Wayne |IN 46802

5 |5id 4312 123 Main 5t Apt. 103 Fort Wayne 1N 46803
=1 Mary 2514 123 Main St Apt. 107 [Fort Wayne [N 46809

7 |Charlie  4B7E 123 Main St Apt. 109 [Fort Wayne [N 46803

g |lune 2515 123 Main St Apt. 104 [Fort Wayne IN 45807

9 |Adam 4351 123 Main 5t. Apt. 108 Fort Wayne |IN 46506

10

11 L

12 =
|| [pifs Sheet1 Sheete 7 shesta 7 1T} | L|_I_
Eheet 13 Default [100% | 5o [* | Sumn=0

Merge cells to center the title line over the whole page

We are almost finished. Bold the title”Office Phone List.” Do you notice how it is all the way to the left in
cell A1? We can center it over the whole phone list so it looks nicer by telling the spreadsheet to think of
all the cells A1 through F1 as if they were just one cell. This is called “merging” the cells.

Click on A1 and drag the mouse to F1. Cells A1 through F1 should now turn dark (be selected). Click
Format, Merge Cells, Define to merge the cells into one cell.
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B untitled1 - openoffice.org 1.0.2 w5
File Edit Yew Insert Tools Data Window Help
l— Default | @E|§|£@|ﬁﬁ ﬂ
Cells... _ . L e
IAIbany 'l | E NE | =B 98 £ L N | <= = d
[arFy ~| ol D E
Sheat + $
Q A Merge Cells r E F G =
1 i
B Page...
@" 3 |Name P Print Ranges v [City State  Zip
4 |John 41 Fort Wayne [N 46802
i 'h ly +
@[5 |aid It A e Fort Wayne M 45503
= i Mary 2 Style Catalog... Chr+Y Fort Wayne |IN 46809
7 |Charlie 41 #B Stylist Fi1 |Fort Wayne [N 46805
g |June 2 Conditional Formatting. .. Fort Wayne [IN 4807
9 |Adam 4351 123 Main 5t. Apt. 108 Fort Wayne |IN 46506
10
11
12 .
Al2If i | [pi sheett Fheatz fsheets 7 KA | L|_I_
Bheet 1/ 3 Default [ 100% | 5o [* | Sum=01

Then click the center button to center the title over the whole phone list. Change the color with the Font
Color Button if you wish.

i8]
Eile Edit WYiew Insert Format Tools Data Window Help
[ ERCHEANCE 2= = ==Y | A
[albary ] Bi vals=s==s8%ean s =
ALl === —
o a | B | c [ D [ E [ F | G = $
1 Office Phone List =
B
@3 Name  Phone |Address City State  Zip
o 4 |John 4611 123 Main St. Apt. 101 Fort Wayne |IN 46502
5 |Sid 4312 123 Main St Apt. 103 Fort Wayne 1IN 46503
=8 Mary 2514 123 Main St Apt. 107 Fort Wayne 1IN 45309
7 |Charlie  4B7B 123 Main St Apt. 109 Fort Wayne 1IN 46303
g |lune 2515 123 Main St Apt. 104 Fort Wayne 1M 46307
9 |Adam 4351 123 Main St. Apt. 108 Fort Wayne |IN 46506
10
11 L
12 =
A2 T4 ¥ |2 1] Sheet1 fShestz 7 Shesta 7 1| | A
Eheet 1 /3 Default [1o0% | sto [* | Sum=0
Sorting

Sometimes it would be nice to see our office phone list sorted in different ways,: for mailing labels we
would like to have it sorted by zip code, but for finding people we would like it sorted by name.
OpenOffice can do this easily. Select the phone list from the column headers down to the last data line by

clicking and holding the mouse over A3, dragging it down to F9, and releasing the button. The table should
be selected now.
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B untitled1 - openoffice.org 1.0.2

Eile Edit Yew Insert Format Tools Data Window Help

=10 ]

[ el Head| 8 seE ss
[albany ozl ® i valss==s9%e 3w EE 4
[pars  Fl @ = [ 48306 _
o a [ B C [ o T e [ ¢ 1 E =7

1 Office Phone List =
B
@ |3

4
4 5
=8

7

8

9

10

11

1z =
Al2If i | [pi sheett Fheatz fsheets 7 1141 | 2 e
Bheet 13 Default [ 100 | sto [+ | Sum=0

Click Data then Sort on the menu bar.

Define Fange. ..
Select Range. ..

B untitled1 - Openoffice.org 1.0.2

File Edit Wew Insert Format Tools ﬂindow Help

=0l x|

TBH S L RE S

v v
¥ ﬂ

[ibany B oo g | iE = =
o Sl @z = [ o= ' -
Subtatals. .. 3
o : [ B walidity. . [ e [ e 1 B | A?
ﬂ 2 Multiple Operations...
g Consolidate. ..

& 4 Cutline +
Wy 5 DataPilat +
=0 i

7

8

9

10

11

12 -
I | |21 Sheett {Sheetz fshests 7 1] | 2 s
Eheet 13 Default [100% | sto [+ | Sum=0
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In the Options tab of the window that opens, be sure the “Range contains column headers” box is checked.
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_ |
St Crieh '-HI'“D“5| OPTIONS

[T Czge sensihet
v b BE SURE THIS
[T cpy cott rasubs to: BOXIS |
| undsfocd- = CHECKED
[T mshinsanl x ke
I:u.nﬂ"l:r,lua_"-x‘ad_ b, =ak :I
LEnguace CEHETE
IchI'-:uI: j | j
SIrackior
LGN BT UTR TR TP
€ Leek k2 righk nsark coumrs )
Zaka crcal RASE3E=TT Juaramcd,
Ck _ance | —alz | bace: |

Click the Sort Criteria tab. From the first drop down box choose to sort by ZIP code. Press OK.

sort =
Sort Criteria |Opti0ns |
Sork by

& pscending

" Descending

Then by
& ascending
I— undefined -
' Descending
Ther by
& ascending
I— undefined - j

) Pescending

QK I Cancel | Help | Reset

Your phone list has been sorted in zip code order now.
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B untitled1 - OpenOffice.org 1.0.2 -0l =|

File Edit Wiew Insert Format Tools Daka window  Help

| N EHed & =
[albary j|mjnégiﬂ.|§§§§|=@%$}mw ﬂ‘él
| 3:Fa |l @ = = 480 —
2 A | B | c |n|E|F|Aﬂ

1 (Hfice Phone List ~
=0
@ |3

4
d 5
=R

7

8

g

10

11 T
A 4[> |2 1] Sheet1 fShestz 7 Sheeta 7 [4] | 3
Sheet 13  Defauk | 100% | [s1D [* | Sum=0

Click Data Sort again, but this time sort by name.

B untitled1 - OpenOffice.org 1.0.2 - Ol =|

File Edit Wiew Insert Format Tools Daka  window  Help

| HeEHedl & =
[albary jllUjBiEi‘|§§§§|c@%$}%ﬂ'§ﬁ' i’-ﬁl
| 3:F3 l =@ 2 = |46 —
2 A | B | c |n|E|F|‘ﬂ

1 (ffice Phone List =
B
@ |3

4
# 5
=R

7

8

9

10

11 T
M o | > |2 1] Sheet1 /Shestz 7 sheets 7 Kl | 2
Sheet 13 Defaul | 100% | [s1D [* | Sum=0

Working Spreadsheets

You can also sort on each column, and on combinations. To sort by Zip code first and then by address you
would select ZIP code in the first drop down box and ADDRESS in the second drop down box.

Printing and Saving
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The final basic step in using a spreadsheet is how to print and save your work. To save your work simple
click the little diskette on the tool bar, or use the menu items File, Save. You can change where you store

the file by using File SaveAs. The second drop down box on the file SaveAs screen lets you change the file
format to be compatible with Microsoft programs, such as Excel.

BE SURE that the file name extension MATCHES the file type. OpenOffice will add an extension
correctly for you if you do not include it, but it assumes that you know what you are doing if you leave one
on there and change the file type. If you change the file type, such as from Open Office to Word 95, but
forget to backspace out the “.doc” on the end of the file name, then you will save a file that neither Word

nor OpenOffice can open! When in doubt, backspace it out. Word documents end in “.DOC” and
OpenOffice documents end in “.sxw”.

savens 2| %
Save in: I@ by Documents j - EF -

1My Downloads
1My eBiooks

nﬂ..nﬂ-..—-.—:.—..—.— YDU MAY ENTER A
= SAVEIT TO FULL FILE
1 MATCH OTHER PATHNAME HERE.

. PROGRAMS, LIKE
MICROSOFT

INCLUDING DISK

DRIVE. SUCH AS
"A\MYFILE"
- Lot 5 1 =]
pa " Microsoft Excel 95 =l Cancel |

¥ Automatic file name extension
I~ | Save with password
I~ | Edit filter, seftings

To print, you press the little printer in the tool bar or use the File Print menu item.

B untitled1 - Opennffice.org 1.0.2 =
Edit Wew Insert Format Tools Data Wincow Hep .
ﬁ Pz U b E__T I:'_u_ E (&)
G Cpen .. O
A JkaFilct = | =4 % ’*‘-“Kﬁ”?
Cose [
&l 2ave LS | [ F J F |
B 5ave as. ..
Save afl FRINT MENU ]
Serd ITEM - IR PRINTER
[ Prapertie.. . TOOL BAR
Tenphie BUTTON
. T

dhil ¢
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Example Project #2: The Mortgage Amortization Schedule

Background

An amortization schedule shows the progress in paying off a mortgage or other loan. Each line of the
schedule shows the activity form one payment: the beginning balance, the amount of principal and interest
paid, and the ending balance. The interest rate, payment amount, and the amount initially borrowed are
shown at the top of the schedule. By changing these values (rate, payment, and amount borrowed) we can
see the dynamic value of the spreadsheet program: each change can have a significant effect on how much
the loan costs us and when it is paid in full.

We will use a simple model for this schedule assuming that payments are made once each month and that
interest is computed only once per month. A loan today would have interest compounded daily, not
monthly, since it would make far more money for the lender.

Entering the Heading Information

Begin by entering labels for the fields that we will use in the schedule as follows. See the following figure
if you need help. In A1 enter “Amortization Schedule.” In A3 enter “Amount Borrowed”, in A4 enter
“Annual Rate”, in A5 enter “Payment Amount”, in C3 enter “Total Interest Paid.” Adjust the column
widths appropriately.

B Untitled1 - DpenDifice org 1.0.2 [ (3] =]
File Edt “iew |nzert Format Toolz Data Window  Help
| Helr e & saE
[lbany Szl B i um=s=== =
I.-’-'-..'-" j E X = IF'ayment#
Q A I = | C | 1] | -
1 |Amortization Schedule
B
@'ﬁ 3 |Amount Borrowed Total Interest Paid
WP 4 |Annual Rate
5 |Payment Amount
EAE
7 |Payment # LE!egin Bal Frincipal Interest End
g
3
10 T
M > [21]s Sheet1 /Shestz 7 Shests 7 |<] | y
[Shest1/3  [Defaul | 100% | [sTD [* | Sum=0

Use Format, Merge Cells, Define to merge cells Al through E1 to make one long cell with the title (in A1)
centered in it. In row seven (7) beginning with A7 enter “Payment #°, “Beginning Bal”, “Principal”,
“Interest”, and “Ending Bal”. Make A3 Blue, A4 green, A5 Red, the font size 12 point, and bold them.

Underline and Bold row 7 and make it Brown. Leave the font size 10 for row seven. If you do not
remember how to set the font characteristics then go back to the beginning of this document and re-read the
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section on formatting text. Set B3 and B5 to Currency format by clicking the currency button (stack of
coins) and B4 to percent format by clicking the percent sign (%) button.

Format Toole Data Window Help
e P HEE S $BE S
l2x]Bi 04 === §| AR

BE X = :-“-‘«mnrtizatil:urllurUI:“:{EIII'“::\r PERCENT S
BUTTON UTTON
A | B [ L

Amortization Schedule

Rarrmaad | $RO NANN AN Tatal Int Paid

Color the data cells B3, B4, and B5 the same as their titles in A3, A4, and AS. Enter a starting loan balance

of $50,000, and annual interest rate of 5%, and a monthly payment of $350.You should get something like
the following figure:

E Untitled1 - OpenOffice.org 1.0.2 M= E3
File Edit “iew Insert Fommat Tool: Data Window Help
[ Help bealal sed S +rh
[y e zlei vas=== sxwaw ExE 08B
IA‘I 'l E E = IAmortizationSchedule
2 A [ B | c | D | E [
1 Amortization Schedule l
20
@" | 2 |Amount Borrowed  $50,000.00 Total Interest Paid
#| 4
2 |L5 [Payment Amount $350.00
3
7 _|Payment # Begin Bal Principal Interest End Bal
g
| 9 |
10
11
12 —
[ |5 [31]s Sheet1 {Sheez FSheas/ [ | 3
[Sheet1/3 [Dafault [ 100z | sTD =] Sum=0

Starting the Schedule

Now we can enter the actual amortization schedule. We will do a 20 year loan with monthly payments. At
one payment a month for 20 years the loan will have 20 times 12 or 240 payments. You don't want to figure
the interest each month by hand! Number down the Payment # column from 1 to 240. You could type each
number yourself, or use the Edit, Fill, Series command to do it for you.

To use the Edit, Fill, Series command, click on cell A8, hold down shift, and page down to cell A248. If
vou do not select A8 through A248 now. there will be nothing to fill: select the range FIRST. Release the

shift key then click Edit Fill Series. Set your start value to 1, your end value to 240 and leave the increment
value set to 1.
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S |

Direction————  Senes t_l.,lpe— =0 | oK I

o Down % Linear % [ay

1 Hiht  Growth  weskday Cancel |

' Up " Date € Wanth Help |

= [Left = AutoFil £ Year
Start vwalue |1
End value | 240
|nzrerment |1

Click OK and the spreadsheet will fill in the column for you.

Building the First Rows in the Schedule

For every month except the first month, the beginning balance will be the same as the prior month's ending
balance. For the first month the beginning balance is the amount borrowed. In B§ enter a formula to copy
the amount borrowed value to B8. Click on B8, then type “=B3” and press ENTER to lock in the formula.

E Untitled1 - OpenOffice.org 1.0.2
File Edit “iew Insett Fomat Toolz Data ‘Window Help

=] E3

[ Hely Ecesseag s +2h 3
[etearny izl B i vals=s==sSsxean/Es 0B o
B == = |8
o A [ B [ C | D [ E g
1 Amortization Schedule
B2
@" | 2 |AmountBorrowed = $50,000.00 Total Interest Paid
7| ¢4
g L5 |Payment Amount $350.00
g
7 |Payment# Beqin Bal Principal Interest End Bal
i) 1 §50,000.00]
3 2
10 3
11 4
12 5 =
S| [Pl [ Sheett 4Shes 7 Shesta 7 [ [ v
[Sheet1/3 D efault [ ooz | sto = Sum=$50,000.00

Click on D8. Since the interest is the beginning balance of the loan times the monthly interest rate, enter the
formula for interest paid in D8. Remember that the interest rate at the top pf the schedule is the ANNUAL
interest rate — the rate for one year. The monthly interest rate is 1/12" the annual rate as there are 12 months
in a year. In D8 start to enter the formula “=" then click on the beginning balance for this line (B8). Notice

that the computer types the cell name B8 for you and draws a red box around cell B8 so that you can easily
see what cell it is using.
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B Untitled1 - DpenDifice.org 1.0.2 M= E
File Edit “iew |Insert Faommat Tools Data Window Help
| He |z decaa spE| s +2b o
[Albany j|1nj3§g&|§§§§|=@%$ﬁmm¢-—~-—|mﬁﬁﬂ
5UM M= S ET
2 & | B I C I D [ E g
1 Amortization Schedule
B
@" | 3 |Amount Borrowed = $50,000.00 Total Interest Paid
o4
g | 5 [Payment Amount $350.00
g
7 |Payment # Begin Bal Principal Interest End Bal
g 1 $50,000.00 :EI
g 2
10 3
11 4
12 5 =
=y
i1 {5 [91] Sheett {Sheetz 7 oheets 7 1141 3|
[Sheet1/3 [Default [ 100% [INSRT [sTD [ = | Sum=0]

Don't stop yet: the formula is not complete. The interest is the beginning balance (B8) times the interest rate
(B4) divided by 12 (the number of months in a year). Type the star (*) to indicate Multiply, then click on
the interest rate in B4. Notice that the spreadsheet types the B4 for you, and draws the red box around B4
now so you can see that. Next type the divide sign, /, and 12 to divide the rate by 12. You should have
something like the following:

E Untitled1 - OpenOffice.org 1.0.2 [ _ (O] %]
File Edit “iew Inzert Format Toolz: Data Window Help
| Hley Dl & & aaE =5 +hk 2
|abary j|1njBiQm|§§§§|=@%%mw *"E*"-E|I:|§ﬁi|
SUM | = X v [-seniz
o A [ E [ C [ D [ E g
1 Amortization Schedule
B
@" | 3 |Amount Borrowed = $50,000.00 Total Interest Paid
7| ¢4
g |5 [Payment Amount $350.00
6
7 _|Payment # Begin Bal Principal Interest End Bal
8 1 $50,000.00 =B53*B4/12
g 2
10 3
11 4
12 5 =
A (o[l Sheett {Ehes 7 Sheets 7 [4] 3 |
|Sheet 1/ 3 |Detault [0z [INSRT [sTD [* | Sum=0

Press ENTER to lock in the formula. Next click on cell C8. The principal paid is the amount of the
payment less any interest paid. If a $300 payment is made and $200 interest is paid then the remaining $100
applies to principal. Enter this formula in C8: “= * then click on the payment amount (cell BS), then a
minus sign “-” then the interest paid on this line (cell D8). You should have something like the following:
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B Untitled1 - DpenDifice.org 1.0.2 M= E
File Edit “iew |Insert Faommat Tools Data Window Help
[ e il 8 s BE S5 +2k 3
[Albany j|1nj3§g&|§§§§|=@%$ﬁmm¢-—~-—|mﬁﬁﬂ
5UM ¥ = X ¢ |-B508
o A | B I C I D | E g
1 Amortization Schedule
B
@" | 3 |Amount Borrowed = $50,000.00 Total Interest Paid
| 4
g | 5 [Payment Amount $350.00
B
7 |Payment# Begin Bal  Principal Interest End Bal
8 1 $50,000.00 =B5- K& §208.33
3 2
10 3
11 4
12 5 -
=y
i1 {5 [91] Sheett {Sheetz 7 oheets 7 1141 3|
[Sheet1/3 [Default [ 100% [INSRT [sTD [ = | Sum=0]

Press ENTER to lock in your formula. Now we can calculate the ending balance on this line as the
beginning balance on this line less the principal paid on this line. Click on E8. Enter the formula “=B8§-C8”
and press ENTER to lock in the formula. Right justify the titles on row seven so that they look nicer.

Highlight row seven by clicking the seven at the left of the row, then click the right justify button. You
should have something like the following:

E Untitled1 - OpenOffice.org 1.0.2 M=l E3
File Edit “iew |nzet Fomat Toolz Data ‘Window Help
| Her el &8 saE s +2k @
[eipany j|1ujBig@|§§§§|g%$}mm ﬁES'E|I:|§E ﬂ
[e3 =
@ A | B [ c [ D [ E | g
1 Amortization Schedule
B2
@" | 3 |Amount Borrowed | $50,000.00 Total Interest Paid
#| 4
g |5 |Payment Amount $350.00
3
7 Payment # Begin Bal Principal Interest End Bal
8 1 $50,000.00 $141.67 $208.33  $49.558.33
9 2
10 3
1 4
12 5
13 -
A [P Sheett {Shestz £ Sheeta |41 | 3
[Sheet1/3 Defau [ 100z | stD [ ] Sum=0

Now we can fill in the second row. We will use copy and paste to duplicate this second row to fill in the
remaining rows on the amortization schedule. The beginning balance on row two is the same as the ending
balance on the row before it, row 1, so type “=E8” in cell B9. Since principal, interest, and end balance are
computed within this row, we can copy the formulae from the row above and paste them in this row. Select
cellsC8, D8, and E8 by clicking in C8 and dragging to E8. Press “C or the Copy button to copy the cells,
then click cell C9 and press *V or click the Paste button to past a copy of them in the second row. What is
wrong with this picture? You should get something like the following:

Copyright © 2003-2006 Adult Life Training, Inc.
Page 24 of 48




Adult Life Training, Inc. CS 4.0 Working Spreadsheets

E Untitled1 - OpenOffice.org 1.0.2 M=l E3
Fle Edit “iew |nzet Fomat Toolz: Data ‘Window Help

| Se e HecE 8l snE S5 ik &

[Albary Szl Bivas===sxeanEE 0B
£io == = |
s A | B [ C [ D [ E [ g
1 Amortization Schedule
B
@' | 3 |Amount Borrowed = $50,000.00 Total Interest Paid
#| 4
g |5 |Payment Amount $350.00
3
7 Payment # Begin Bal Principal Interest End Bal
g 1 $50,000.00 §141.67 §208.33  $49,855.33
9 2 $49853.33 -§1.454 201.39 §1 454 201.39 §1,504,059.72
o] 3 ——
11 4
12 5
13 hd
Sl [ [P Sheett {Shestz £ Ghesta 141 | 3

[Sheet1/3 Defau [ 100z | stD [ ] Sum=0

These numbers in row two are clearly wrong! What happened? Look at the formulae in Cells D8 and D9.
Notice that for the value of the interest rate we have cell B4 (correct) in the formula of DS, but in cell C9
we have cell B5 for the interest rate (it should be B4). This is because when cells are copied in a
spreadsheet, the spreadsheet automatically adjusts them to fit were they are being copied to. We wanted the
beginning balance cell to change in the formula, which it correctly did (from row 8 to row 9). But interest
rate (in column D) and payment amount (in the formulae in column C) should always point to the same
place. We tell the spreadsheet to lock these cell names and not change them as we copy/paste cells by
preceding the letter and number of the fixed cell name with dollar signs($).

Click on cell D8 and press F2 to begin editing it right in the cell. Notice that the spreadsheet colors the cell
names and draws matching colored boxes around the actual cells to help you see where they are. Change

the cell name for the interest rate from B4 to $B$4 and press enter to lock in the change. If vou do not do
this then your calculations will not work.

B Untitled1 - OpenOffice_org 1.0.2 M=l 3
File Edit Miew |ngert Fommat Tools Data Window Help
| ez il 8 sBpE|FF +4h A
[etoany o= B i g}.| §§§|J%$}m§?} ~E.-_i:-f||:|§“|:|“ ﬂ
UM ¥| = X v [-Bemsanz
e A | B | C [ b [ e ] g
1 Amortization Schedule
B
@" | 2 |Amount Borrowed | $50,000.00 Total Interest Paid
7| ¢4
2 |5 |Payment Amount $350.00
3
7 Payment # Begin Bal Principal Interest End Bal
8 1 $50,000.00] $141.67 =BE*5E54/12  $49,858.33
E] 2 $49858.33 -§1,454 201.39 §1,454,201.39 $1 504,059.72
10 3
1 4
12 5
13 B d
|| o] v Sheett {Fhestz £ Sheeta 7 1l | 3
[Sheet1 /3 Default [“1o0z [INSRT [STD = | Sum=$208.33

Copy cell D8 to cell D9 and see the difference. Change the reference to cell BS in the formula in C8
likewise, changing the “B5” to $B$5”. If'vou do not do this then your calculations will not work
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B untitled1 - OpenDffice_org 1.0.2 M=l E3
File Edit “iew |nzert Format Tool: Data Window Help
| Do iece8 saE S5k @
[eibary izl Bi vals=s=s s%e anEE 0B
SUM v| = X v |-sBi50s
e A I B | C [ o T & ] g
1 Amortization Schedule
B3
@ | 2 |Amount Borrowed | $50,000.00 Total Interest Paid
#| 4
= | 5 |[Payment Amount $350.00
F
7 Payment # Begin Bal Principal Interest End Bal
g 1 $50,000.00 =§B5%5-D8l §205.33 $49.858.33
] 2 F40 858,33 -§207.74 §207.74  $50,056.08
10 3
11 4
12 5
13 B d
M [ |7 |71 Sheett {Bhestz 7 Sheatd 7 1141 | 3
[Sheet 173 [Default [ 100z [INsRT [sTD [= | Sum=$14167

Copy cell C8 to C9 and see the difference. Also, edit C3 to change the “Total Interest Paid” to “Total Int.

Paid” and adjust the width on column C to make your spreadsheet look a little nicer. You should have
something that looks like this:

B untitled1 - OpenOffice.org 1.0.2 |- O] x|
File Edit “iew Inzet Format Toole Data Window Help
[ ey bied & s eaE s B
[albany izl B i vas==ss sx= gy EE
C10 == = |
o A [ B [ C I D | E [
1 Amortization Schedule
B
@ | 3 |Amount Borrowed $50,000.00 Total Int Paid
=4
& |5 |Payment Amount $350.00
3
7 Payment # Begin Bal Principal Interest End Bal
3 1 $50,000.00 141 67 $208.33 $49.358.33
3 2 $49.858.33 14226 $207. 74 §49716.08
10 3
11 4
12 g
13 5 -
S| o[ [P Sheet {Shest? 7 Sheeta 7. 1N | 3
[Sheet1/3  Default [ 100z | 51D [~ | Sum=0

Now the numbers our second payment row look right. We can copy that row to the remaining 238 rows
instead of typing each one. Yeah!

Filling in the Schedule by Copying Rows

Select columns B through E in the second payment row (B9 through E9), and copy them. Then click on
B10, the third payment row, hold down shift and press down arrow or page down until you reach the end of
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the schedule in payment row #240. Release the shift key and press paste to copy the formulae from payment
row #2 to the remaining payment rows.

E Untitled1 - OpenOffice.org 1.0.2 9= B3
File Edit Yiew Ingert Format Toolz Data Window Help
[ Nley iece s seE s 4
[ty izl Bi vams=s=s|s%ean EE =
247 -l @z = [
2 A [ B | C b [ e [ 3
243 236 -$5,332.10 §$376.38 -$26.38  -§5,708.49
& o 237 -5 708,49 §377.95 -$27.95  -§7 056.44
" | 25 235 -$7 08644 $379.53 -$29.63 -7 46597
246 239 -57 485,597 Faa1.11 -531.1 -57 847 .07
WP 247 24I3| - TEM?'.D?'! 282,70 -§32.70 -53.229.77
=R =
A [ [# [l Sheett /Sheat 7 oheet 7 N | 3|
[Sheet1/3  [Defaul [ o0z | 51D [= | Sum=-$7847.07

Now we enter into the next part of using a spreadsheet program — using it to get answers to our questions!

The “What If” Spreadsheet Game

The importance of the spreadsheet is due to the way that a changes to one cell are automatically applied to
the rest. If one cell changes, then all the cells which have that cell in their formula also change, then all the
cells that have those cells in their formulae change, and so on. This allows us to change one number, say
annual interest rate or monthly payment amount, and see the effect of that change in how much is due at the
end of the loan, how soon the loan is paid off, or the total amount of interest paid.

When doing a “what if” analysis it is helpful for us to have all the numbers where we can see them at once.
We want the total interest paid over the entire loan in cell D3. Use the SUM() function to sum the total
interest paid which is the sum of column D, cells D8 through D247. In cell D3 enter “=SUM(D8:D247)”.
We also need to see the ending balance, which we want to make zero to have the loan paid off. This amount
is the ending balance after the last loan payment, which is cell E247. In cell D4 enter the formula “=
E247”. You may put some label, such as “Final Bal” in C4 next to this number. When you are ready to
begin you should have something like this:
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E amort]._sxc - OpenDffice.org 1.0.2 H=] 3
File Edit “iew |nzett Format Toole Data Window Help
|l 22T iles/FBO%20Training/C5004/ar 7| @) || H=H | §| 4 B3 6§ | =55 ﬂ
[eibany j|12j|§iua|§§§z|g%@emgﬁ = 5= il
05 == = |
o A [ B | C | D [ E | g
1 Amortization Schedule
B
@* | 3 |[Amount Borrowed | $50,000.00 Total Int Paid $25,770.23
| 4 Final Bal -$8,229.77
g [L5_|Payment Amount $350.00
g
7 Payment # Begin Bal Principal Interest End Bal
a 1 $a50,000.00 F1a1 57 $208.33  $49.358.33
3 2 54935833 F142.26 F207.74  $49.716.08
10 3 549 716.08 F142.85 $207.15  B49 57323 -
A [pi sheett {Thest £ Sheeta 7 Kl B Y |
[Sheet1/3  [Default [ o0z | 51D [= | Sum=0

If you scroll down you will see that by payment number 218 the loan is paid off: after that the balance due
is a negative amount.

B amort1._sxc - DpenDifice.org 1.0.2 H=] E3
File Edit ‘iew Ingzert Format Tool: Data  ‘Window Help
[fle:/7/C: fles/FBO %20 aining/C5004/ane] @) |2k | [ B H | & 4 BE &+ =
[ty SIffZ] B i U ====0%wny s F
[D225 -] @ = = [-Bz5emsanz
A [ B C [ D] E | -]

L 222 215 §1,220.93 $344 91 Fa.09 876 05
B = 216 $376.06 $346.35 §3.65 $529.71
3| 224 217 $529.71 $347.79 §2.21 $151.92
o[22 218 $181.92 $349.24 §0.76]  -§167.32

226 219 -Be7 .32 300,70 -§0.70 -§518.02
B 27 220 -§518.02 352 16 -§2 16 -§E7018

224 =M -fE7018 $353.63 -faR3 -5 22380

229 2220 -§1,22380 $355.10 -$5.10  -§1,578.90

230 223 -51578.90 $356.58 5658 -$193548

23 224 5193548 $358.06 -5806E  -52,29344

232 225 -§2 29354 30956 -§9.56 -F2 /o310 hd
A || [T Sheet1 {Shest? 7 Shesta 7 En| | »
[Sheet1/2  |Default [ ooz | 51D [~ [ Sum=$0.76

We want to find what monthly payment will pay off the loan exactly on the last payment. Change the
monthly payment amount and watch the final balance in D4. Find what monthly payment is needed to get
an End Balance on the last payment as close to zero as possible. The solution that I got is shown below. I
right justified the labels on my spreadsheet to make it look snazzier.
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E amort1_sxc - OpenOffice.org 1.0.2
File Edit “iew Inzet Fomat Toolz Data Window Help

[Fiez/ 7 fles/FEO%20Traning/C5004/an ] @) ||k | T B H S| & B & &S5
[4lbany Shzzl i U |
|D5 == = |

& | E | C | D [ E
Amortization Schedule

Amount Borrowed $50,000.00 Total Int Paid $29,194.32
Final Bal -$0.88

m <, & f %

e | = | Lo o] —

Payment Amount $329.98

Increase the monthly payment (B5) by $20. In what payment # is the loan totally paid off? How much less
interest is paid? The loan is paid in full by payment #218 (almost two years early) and the total interest is
$25,773.65: $3,420.67 less than when making only the required payment.

E amort1_sxc - OpenOffice.org 1.0.2 M= E3
File Edit “iew |nset Farmat Tool: Data window Help
[fie./C: s PO 20T aning/CS004/en ] @) (2| T B W & & B E| S 55 =
[etbany Sl B i Uuamlss==s 9% gn Es F
|E225 v[ = = = |=B225-E225
A B | C | D | E_ [ %]

Q ]| 214 $1571.30 §343.43 $5.55 $1 227 85
ﬂ 222 215 1,227 88 F344 86 5512 FE53.00
@‘2 223 i §853.00 §345.30 $3.68 $535.70
o 224 217 53670 F347 74 5224 F183.95

225 M F188.95 §349.19 $0.79 -$1ED.24
@ 226 219 -F160 24 F3560 65 -50 67 -F510.89

227 240 -§510.89 F352.11 5213 -§BE3.00

228 221 -R3E3.00 F363 40 -53.60 -8 MB AT

229 220 -51 2MB57 §355.05 -55 07 M A B

230 243 -8 571 62 F366 43 -56.55 -5 92314

o 224 -§1.928.15 £358.01 -58.03 B [ =
M [ |2 1] Sheett {Thestz  Shestd 7 1141 | 4
|Sheet 1/ 3 Default | 100z | sTD [+ | Sur=-$160.24

Now try changing the interest rate to 6% and see how much more you must pay each month to have the
loan come out right. Set B4 to 6% and find the new value for monthly payment that gets the final balance as

close to zero as possible. A 1% change in interest rate or a $20 addition to your monthly loan payment can
make a big difference in how much a loan costs you!
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E amort]._sxc - OpenDffice.org 1.0.2 H=] 3
File Edit “iew |nzett Format Toole Data Window Help
|l 22T iles/FBO%20Training/C5004/ar 7| @) || H=H | §| 4 B3 6§ | =55 ﬂ
[eibany j|12j|§iua|§§§z|g%@emgﬁ = 5= il
B5 | @ = = [Exz
Q iy | B I C | 1] | E | g
1 Amortization Schedule
B
@ | 3 | Amount Borrowed $50,000.00 Total Int Paid $35,970.73
& 4 Final Bal -$2.07
g L5 | PaymentAmoun $358.22]
g
7 Payment # Begin Bal Principal Interest End Bal
a 1 $a50,000.00 f10a > 25000 %49 831.75
3 2 549 391.73 F103.76 24546 $49.733.02
10 3 %49 FE3.02 10930 2458592 F49E73T1 =
S o [» 2] Sheet1 fEhesz £ Sheeta 7 KN | 3
|Sheet1/3  |Default [ 100z | stD [+ Sum=$356.22

Hopefully now you can see part of the importance of using a spreadsheet to discover the impact of financial
changes. This same approach can be used for budgeting in hard times by spreading your available money
proportionally across all the bills that you must pay, thus keeping your creditors as happy as possible by
paying each of them something each month.
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Example Project #3: Regional Quarterly Sales Graphs, using five sheets
Background

Most business meetings involve graphical presentation of information in some way. A spreadsheet can
easily display numeric data, such as quarterly sales by regions, in several popular graphical formats. In this
exercise you will create a spreadsheet with regional sales data on each of four sheets, one sheet to a region.
You will summarize and graph this data on a fifth sheet, called “summary.”

Open a new spreadsheet. On sheet 1 place a title “East Region Sales 1Q2003” in cell Al. Place titles “Sales
Rep” and “Sales” in A3 and B3. Add four imaginary salespersons in A4 through A7 and their imaginary
sales amounts in B4 through B7. Total the amounts in B4 through B7 using the SUM() function in cell B8.
Add formatting to make your sheet look like the following.

E sales1 . sxc - OpenOffice.org 1.0.2 =]
File Edt “iew |nzett Format Toolz Data Window Help
| file: 4/ Ffles/FBO%20Training/C5004/5al 7 | (@) ||?| Pt il
[Abary o=l ®ival=s===
| 46 =l == = [sand
it A | B | C | D -
1 |West Sales 102003
EANF
& | 3 |Sales Rep Sales
o 4 |Arnald 10000
o 5 |Foss 20000
g [Sandy L 30000
7 |Betrice 40000
g |TOTAL 100000
g
10 -
ﬂﬂ H| 1] |Hh East  Midwest £ South’, West { Summary ,|_l" |4| | 4
Sheetd /5 Defaul | 100% | [eTD [ |

You can get the line above the total row by using Format, Cells, Borders. Rename sheet 1 to “East” by right
clicking on the tab and selecting Rename from the pop-up menu. Right click on the tab and use Move/Copy
to make three duplicates of East, and rename them to Midwest, South, and West. You must first click on the
tab before right clicking will let you change the tab's label.
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7 |Mark 40000
8 [TOTAL 100000
9
10
AT il East S T ey
|nzert...
Sheet1/5  Default Delete... [

Bename. ..

Select All Sheets

j{, Cut

Copy

Change the title lines in A1 on each sheet appropriately. You may wish to change the names and sales
numbers.

Now, rename one of the remaining sheets (2 or 3) to “Summary” and delete the other sheet. Click the tab
then right click and use rename or delete from the pop-up menu. In A1 on the summary sheet, use the title
“Sales Summary 1Q2003”. In A3 and B3 put titles “Region” and “Sales”. In A4 through A7 put the names
of the regions, East, Midwest, South, and West. In A8 put “TOTAL” and in B8 put the sum of B4 through
B7. You should have something like the following:

B sales1._sxc - OpenOffice.org 1.0.2 M=l E
File Edit “iew Insert Format Toolz Data  Window Help
| file://C: /fles/FBO%20T rairing/C5004/5al x| (@) ||?| M= H | =" ﬂ
[Albary Sz ®Biva=s===
[e4 x|l == = |
o A | B | C | D =
1 |Summary Sales 102003
B
@" | 3 |Region Sales
WP 4 |East
e - Midwest
e B |South
7 [\West
8 [TOTAL 0
9
10 b
ﬂﬂ H|4 Plhll\ East £ Midwest § South fWest}Summaryﬂl*l | 4
Sheet5/5  Defaul | 100% | [5TD [ |
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Now it is time to gather the totals from each of the regional sales and show them on the summary sheet.
Begin by clicking on the East Sales cell on the summary sheet, B4. We call this “Summary.B4” to
differentiate between the several sheets. This is also the way the reference will appear in formulae. Start a
formula by typing =, then click on the East sheet and then click on the total cell (East.B8). Press ENTER to
lock in the formula. Notice that the value in the total cell on the East sheet now also appears in the East
region cell on the Summary sheet. Changes to the East sheet will be shown on the Summary sheet also. Fill
in the sales number for the Midwest, South, and West regions in the same way. You should get something
like the following:

E zalesz1.sxc - OpenOffice.org 1.0.2 [_ (O] x|
File Edit “iew Inzert Format Tool: Data Window Help
IfiIe:.-’;".-’E:#fiIe&#FEDXEDTraininngSDDMsalj @ ||?| |—_A|v = H | % %
[albany Aozl 2 i ums=s=ss
|6 x| @ = = [=Souhes
o & | B I C | |

1 |Summary Sales 102003
gD
3" | 3 |Region Sales
o 4 |East 100000 |
i B |Midwest 141000
<l 6 |South ’IEIEI:II:II:I

7 |West 277400

g |TOTAL 620400

g

10 i
S H| L L2 |Hr\ East / Midwest # South £ 'West, Summary / |1| I b
Shest5/5  Default Co0x | [sTD [* |

The hard part is now done. If the sales calculations were more complex, that would be on each regional
sheet. All that we have on the summary sheet is a summary of all the regions together. To graph this now we
simply select the table above the totals line (A3 through B7), including the titles (Region and Sales), then
use Insert, Chart and follow the screens.
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File Edit ‘fiew Format Tool: Data  Window Help

R tanual Break J .
Cels... ]
S % Rows i =
—Ii Eﬂujumns
A3B7 Sheet...
Q External Data... | 1] -
& 1_|Sun 38 Special Character...

2 _::-l.ﬂl,lperlink
@ | 3
l?P 4 Eunctiar... Chl+F2
”b 5 Furetion List
- b MHames 3

L Mate

g2 [TOT.

9 Graphics >

10 Obiject J =
T | I .., /| ]
Sheet5/5 D3 Floating Frame [stD [+ |

The first screen should look like this.

Selection
Rahge ESurmmary. 37 EI
¥ Eiist row as label Chart rezults in work sheet
¥ First column as label Surnmary j

If the zelected cells do not contain the desired data, mark the data range now.
Include the cells containing column and row labels | pou want them to be included in pour chart,

Help | Cancel <o Bach | et > I LCreate

Click Next.

Working Spreadsheets

The next screen should look like this. We choose a pie chart for this example, but several charts are

possible. Click the one that you want to use.
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AutoFormat Chart [ x|
Chooge a chart type
L —

A =

===

=" LT

LA [l
=
Fiez
[ Show text elements in previews  Data series in: ' Rows @ Columns

Help | Cancel | << Back | Met > I Create |

Note the slider bar at the right of the sample charts: there are more charts possible than will fit in the top of
this dialog box. There are 3-D charts below. Click on a chart and click Create.

You can drag and resize the chart similar to how you drag and resize windows.
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Example Project #4: Grades on the Web

One of the most useful applications of the spreadsheet for me has been publishing student grades. Each
student has a code name for privacy concerns. I copy the grades from my Ward 910 lesson planner to the
spreadsheet, then use the File, SaveAs menu command to save the information to a very nice looking web
page. The students then can see their progress and bring any recording questions to me attention before
things become hectic at the end of the semester.

Creating a grade book for the web is very much like preparing sales figures.

The Grade Sheet

You can put everything on one sheet and try to navigate it all, but I use a separate sheet for each major
grading criteria: quizes, tests, homework, projects, and attendance. The top sheet I call “Grades” and key
everything else off of that. Begin by naming the sheet “Grades.” Next place a title in A1 to identify the
page, such as “Accounting Class Spring 2003.” In row 3 place column headings for the necessary summary
information: Name, Code, Homework, Quizes, Tests, and Grade. Format the text to please yourself. Add
some student names and codes. Remember to Right click the tab and use Rename to rename the tab
“Grades” instead of “Sheet].” You should get something like the following:

B untitled1 - OpenOffice.org 1.0.2 10| =|

File Edit “iew Insert Formak Tools Data window Help

| ez Hed &
[albany o] Bival=s=== =
Jes S ez = | g
o A | B|C|D|E|F|G|A$_

1 |Computer Class Spring 2003 B
B
@E 3 |Student Secret Code Attend HW Quiz Test |Grade

g
~ 5 |John Acl123
E 6 |Mary Clueen3

7 |Ludnne lamangt

& |Bill Payme

; —

10

11 [
Ak 4|4 |» | v Grades {Sheetz 7 Shests 7 |4| | r _

Eheet 1 /3 Default [ 1005 | [0 [* | Sum=0

We will figure the averages for each grade criteria on its own sheet. We will do a sheet together for
Attendance first and then you can make the rest of your sheets for quiz, test and whatever you like to use.

The Attendance Sheet

Click sheet?2 to select it, and rename it to ATTEND. Put appropriate title and column headings on it. You
can do this with cut and paste from the Grades sheet and just edit. Do NOT copy the student names — we
will get that with a formula which is much better. You should get something like this:
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B untitled1 - OpenOffice.org 1.0.2 10| =|

File Edit “iew Insert Format Tools Data window Help

| e a8
[albany Mol ®Bivaml=s=== =
[as ~lem=s = | —
p a1 & [ ¢ [ o [ & =f

1 |Computer Class Spring 2003 B
FE 2 |Attendance
@'— 3 [Student Secret Code Attend HW iz

4
" s L
E

7

&

g

10

11 i
A a1 v |21 Grades s ATTEND £ Sheeta 7 | | 2
Eheetz /3 Default [ 1005 | [0 [* | Sum=0

In AS, where the first student name would go, we will use a formula to copy the name for us from the
Grade sheet. Type a “=" to start the formula, then click the Grade sheet tab, then click the first student
name, and finally press ENTER to lock in the formula. You will see the name copied. If you change the
name on the Grade sheet, then it will automatically update on the other sheets. You should have something
like this:

B untitled1 - OpenOffice.org 1.0.2 O] =|

File Edit “iew Insert Format Tools Data  window Help

| ez Eed|&
[albany o>l ®ivm=s=== =\
= X m s = ]
o A [ B | c | D | E ‘f‘?

1 |Computer Class Spring 2003 B
FE 2 |Attendance
@'— 3 |Student Secret Code Attend HW iz

4
& 5 |John
g 6 L

7

&

g

10

11 hd
M« | » 121 Grades s ATTEND £ Shests 1 2
Bheetz /3 Default [ 1005 | [0 [* | Sum=0

Copy the formula to the other cells in column A We need to go through at least A8 here, but you go as far as
is required to cover all your students. Copy the formula again to column B from B5 to B8 (or whatever) to
match your column A. You should see the student names and codes copied to the Attendance sheet for you.
This is also a good time to fix the column headings, with the last three being called “Total,” “Count,” and
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“Grade.” We will use these to calculate the attendance grade for each student. To add grading events simply
click on a cell in the Total column and use Insert Column to add a column BEFORE the Total column.

[ untitled1 - OpenOffice.org 1.0.2 10| =|
File Edit ‘iew Insert Format Tools Data Window Help
[ He Hed
[albany o] Bi U4 =s=== ﬂql
fcs == = | _
o A | B |E|D|E|F|G|H|Aﬂ
el 1 [Computer Class Spring 2003 '

2 |Artendance
@'— 3 |Stud ent Secret Code 630 77 714 721 Total Count G

4
@ 5 [John Ac123
= 6 |Mary Cueend

7 |Lufnne larmant

g |Bill Fayme

9 I !

1 -
K| [ |ﬂ4 | ¥ |HI[% Grades ' ATTEND /Sheets / K| | 2
Sheetz |3  Default | 1o0% | [sT0 [* | Sum=0

Notice the content of the formula box: it includes not only the CELL name but also the name of the sheet
on which the cell is found. The sheet name dot cell name is a convention used frequently in programming,
and it is used in the spreadsheet here also. “Grades.B8” is read Grades dot B8 and it means “on the sheet
named Grades use cell BS.”

The Formulae

Now we can enter some formulae for the grade calculation. We add a column for each attendance event,
and I have used the date of the class for my column headings. Total is the total number of classes attended.
Count is the total number possible. Grade is Total divided by Count. You may use a different formula is you
like. [ record a “1” for each time a student is present and a zero for times absent. I leave the cell empty or
use an “E” if they are excused. Blank cells and letters are not numbers, so they will not count against the
excused student.

For the Total column, in cell G5 enter the formula “=SUM(C5:F5)”. For the Count column, in cell H5 enter
the formula “=COUNT(C5:F5)”. For the Grade column, in cell I5 enter the formula “=(G5/H5)*100”. Don't type
the quote marks when you enter these formulae.
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B untitled1 - OpenOffice.org 1.0.2 O] x|

File Edit Yew Insert Faormat Tools [Data  Window  Help
| e p isd& I
I.C'.Ibanv j IlD j B i U 4 | = ﬂd

|15 x| @ = = |=(GsHs)*100 r
A|B||D|EF|G|H|I|A%

iz
Computer Class Spring 2003 =

1

2 |Attendance

3 |Student Secret Code &30 77 714 7721 Total Count Grade

4

5 |John Ac1Z3 1 1 1 1 4 fl

& |Mary Cueen3 1 1 1

7 |Lufnne lamangt 1 1 1E

g |Bil Fayme 1 1 1

9

10 =
1] 4 | » |11 Grades ' ATTEND £ Sheets 1 2
Eheet 2 /3  Default | 1000 | [sTo [* | Sum=100

Copy the three cells, G5 through 15, then paste them in the remaining rows. You should get something like
this:

B untitled1 - OpenOffice.org 1.0.2 - 0| x|

File Edit Yew Insert Format Tools [Data  window Help

| e Esa|& 2
[albany ozl B i ual=s=== =l
[15 ~] = = = |=esHe)rio -

A | B [clolelrl e [ n [ 1 [ =%

C
Computer Class Spring 2003 i

1

2 |Attendance

3 |Student Secret Code &30 77 714 721 Total Count Grade

4

5 |John Ac123 1 1 1 1 4 4 100

6 |Mary Cueend 1 1 1 3 3 100

7 |LuAnne lamagt 1 1 1E 3 3 100

8 |Eill Payrme 1 1 1 1 4 4

]

10 =
i | 4| % | v Grades . ATTEND /Shests 7 [« | 2
Shest 2/3  Default [ 100% | [sto [* | Surm=100

Notice blank cells or those with an “E” in them do not count as numbers in either the total or the count.
You may use a different formula for the grade calculation, mine is just an example. We will make all the
grades total a maximum of 100 here to simplify our work on the Grade sheet later.

Add some attendance data and watch the grade computation.
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Copy this sheet and use it to create sheets for HomeWork, Quiz, and Test. Modify them are appropriate. In
example, my sheets are below. Notice that I give ten points for each homework, so the formula for grade is
different than for attendance. I give 100 points for quizzes and tests, so that formula is also different. To
add sheets remember to right click the sheets tab and choose Insert.

The Homework Sheet

E untitled1 - OpenoOffice.org 1.0.2 10| x|

File Edit Yiew Insert Format Tools Data ‘Window Help

| ez EHsd & 3

0 % e @ =8 OB ] Er

|15 x|l @ = = |=esHsto -
A | B [clol el F] & | H IIA%

1 [Computer Class Spring 2003 B

2 [HomeWaork

3 |Student Secret Code 63077 714 7/21 Total Count Graile

4

5 |Jobn Ac123 10 9 10 10 39 fl

& |Mary Queend g 7 9 24 3 80

7 |LuAnne lamagt 9 7 8E 25 3| 83.33

g |Bill Payme 9 B 9 g 34 4 84

g

10 -
1| 4| v | ri[F, Grades FATTEND s HW / |« | 2
Bheet 33  Default | 1000 | [sTo [* | Sum=%7.5
The Quiz Sheet

E untitled1 - openoffice.org 1.0.2 0| x|

File Edit “iew Insert Format Tools Data window Help

[ Nle 2 Held &

9 %t EE| OB EE B
[F2 la= = | -
A | B |C|D|E|F|G|H|I|4$_

1 |Computer Class Spring 2003

2 |GQuiz :L[

3 |Student Secret Code 1 2 3 4 Total |Count Graie

4

5 |[John AclZ3 100/ 95 100 99 394 4 985

& |Mary Queend 90 80 96 266 d| 8867

7 |Ludnne lamat 95 83 97E 275 3 M E7

g |Bill Payme 03 92 95 83 369 4 9225

g

10 =
| 4| » |2 [FATTEND fHW, Quiz {Test / [ <] | 2
Sheet 4 /5 Default | 1000 | [st0 [* | Sum=0
The Test Sheet
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_lo/x]
File Edit Yiew Insert Format Tools Data ‘Window Help
| e p isd& I
0 % s e f=eE O [ Er
|1 @z = | —
A | B | c ol E F | & | H Afﬁ_

1_|Computer Class Spring 2003 | B

2 [Test

3 |Student Secret Coie 1 2Total Count Grade

4

& |laohn Ac123 100 95 195 2 8974

& |Mary Queend 90/ 50, 170 2 85

7 |Lufnne lamagt 95 53 178 2 g9

g |Bil Payrme 93 92/ 190 2 95

9

10 =
] 4| > | [FaTTEND fHw /Quiz', Test 4 2
Eheet5/5  Default | 1000 | [sTo [* | Sum=0

The Grade Sheet Formulae

Now we return to the Grade sheet to summarize our grades. Finally we will save the file as a web page. Our
grade sheet looks like this:

H untitled1 - openoffice.org 1.0.2 0| x|

File Edit Yiew Insert Format Tools Data  Wwindow Help

| ERCIEAEE A RS

5% e @ | EaE| OB E S L
[G4 == = | -
A | B | ¢ [ o le[r] & | ufﬁ_

1 |Computer Class Spring 2003 B
i

3 |Student Secret Code Attend HW |Quiz Test Grade

4

5 |John Acld3

& |Mary Queend

7 |LuAnne larmagt

& |Bill Payrre

g

10 =
[« » | 1] Grades {ATTEND frw Fouz fTest 7 |]4] | 2
Bheet 15 Default | 1000 | [st0 [* | Sum=0

We need to pull each student's grades from each grading event (Attendance, HomeWork, Quiz, Test) and
put them in this sheet for our final calculation and to make a neat summary for viewing. This is simply a
matter of entering an “=""to start the formula, then clicking on the Grade in the appropriate sheet for each
grading event. After we have done this for the first student, we can copy and paste from that first student's
row to the others.
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Start in cell CS5, then type “=", then click the tab for the ATTEND sheet and click on the attendance grade
for the first student. Finally press ENTER to lock in the formula. Do likewise for the other grading events.
You should get something like this:

H untitled1 - openoffice.org 1.0.2 0| x|

File Edit Yiew Insert Format Tools Data  Wwindow Help

| ERCIEAEE A RS

5% e @ | EaE| OB E S L
|Fs Tl @2 = |-TestGs —
A | B | ¢ [ ol e[ el & | ufﬁ_

1 |Computer Class Spring 2003 B
2

3 |Student Secret Code Attend HW |Quiz Test Grade

4

5 |John Acld3 100 975 98.5

& |Mary Queend

7 |LuAnne larmagt

& |Bill Payrre

g

10 =
[« » | 1] Grades {ATTEND frw Fouz fTest 7 |]4] | 2
Bheet 15 Default | 1000 | [st0 [* | Sum=97.5

This is very easy to do. Now figure out what your formula shall be for the grade — including any weights
that you use. Since all the grading events use a maximum possible grade of 100, our task is simplified. I
will rate attendance as 10%, Homework as 20%, Quizes as 30%, and Tests as 40%. I'm not suggesting that
this 1s a good weight, but it does make for a good example where you can clearly see the difference in the
formulae.

My formula for the grade would then be GRADE = (0.10 * ATTEND) + (0.20 * HW) + (0.30 * Quiz) +
(0.40 * Test). Entered in the Grade cell for the first student, G5, it looks like this:
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B untitled1 - OpenOffice.org 1.0.2 O] x|

File Edit Yew Insert Faormat Tools [Data  Window  Help

| Ner Hed & 3

0 % s e f=eE O [ Er

|as =] B = = [=0.0%CSH0.2*Ds)HD. FESHD.4FS) —
A | B | ¢ |l o e | F|l & | ufﬁ_

1 [Computer Class Spring 2003 B

z

3 |Student Secret Code Attend HW |Quiz Test Grade

4

5 [lohn Ac1Z23 1000 575 0845 G750 03045

& |Mary Queend

7 |Lufnne lamagt

g |Bil Payme

9

10 =

| 4> |2 1] Grades fATTEND fHw fquiz /Test 7 || 4] | 2

Eheet 1 /5  Default | 1000 | [sTo [* | Sum=25.05

Now all that remains to complete our summary Grade sheet is to copy the first student calculations to the
remaining rows. You may wish to save your work. And we get this:

B grades1.sxc - DpenOffice.org 1.0.2 - 0| x|

File Edit Yew Insert Format Tools [Data  window Help

II‘ile:,f,f,l'D:,fF'ru:ujeu:I:s,l'FBO":-"oZDTraining,l'CSEID4,l'grades1.sxc j @ ‘| |__A|v = | | % ﬂ

0 % s e EeE OB [ Er
E Xle == i
A | B | ¢ o el Fl & | }-fﬁ_

1 [Computer Class Spring 2003 B
z

3 |Student Secret Code Attend HW |Quiz Test Grade

4

S |John Ac123 1m0 97945 985 975 9305

6 |Mary Cueend 100 slBa8 By B85 okb.B

7 |Lufnne lamaqt 100 83339 67 83 8977

a |Bill Payme 100 Bao922s 95 92E8

9

10 -
1| <> |2 1] Grades fATTEND fHw fquiz fTest 7 || 4] | 2
Shest 1[5  Default [ 100% | [sto [ | Sum=0
Saving as a Web Page

Saving the file as a web page is also easy. From the file menu choose SaveAs. In the File Type box select
Web Page. Give it a name, preferably 8 letters and numbers with no spaces. Under bars and dashes work
fine. A Good Name might be “Grades SP2003”.
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savens 21 x|
Savein |y CS004 B =

%ﬁééﬁé&ﬂhtm

File name: Igrades1 j Save

Save a3 lpe: IW’eb Page [OpenDffice.org Calc) j Cancel |

¥ Automatic file name extension

[ Save with passward
[~ Edit filter seftings
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—

Certification Test for CS 2.0
Working Spreadsheets

[ ]Start the spreadsheet program

[ JIdentify a cell by its column-row designation

[ JUse the spreadsheet for documentation purposes, such as to create a telephone list. This includes:

a. [ ]Entering words or phrases into cells

b. [ [Merging the cells of a title line so that they cover the top of the list nicely

c. [ JEditing a cell's contents by using the formula box, pressing F2, or double clicking. Formatting
the cell's contents (Bold, Italics, colors, and so forth)

d. [ ]Sorting the words in the columns in various useful ways, such as by name, department, or zip
code.

[ JUse the Spreadsheet to make a sales chart using a sheet for each region and a sheet to summarize

all regions. Include a pie chart of the sales, showing each region in the pie chart.

a. [ |Entering formulas into individual cells by typing and/or clicking.

b. [ JFixing the references in formulas so that they do not change as the formula is copied to
sequential rows

c. Place the chart appropriately next to the summary numbers

[ ] Use the spreadsheet to construct a cash flow or budget.

a) [ ]Income and expenses are listed by week down the left side of the sheet,

b) [ ]Months are columns across the top of the sheet.

¢) [ ]JFormulae are used to calculate the tithe(10% of income) and offering (5% of income amounts.

d) [ ]JTotals update themselves without retyping when any related number is changed: example,
changing the income automatically changes the total income, which changes the tithe and
offering, which changes the total expenses, which changes the net income.

e) [ JFrom this sheet identify how much money can be spent each week without affecting the
budgeted amount (net income divided by number of weeks).

[ 1Save the spreadsheet to disk and diskette in different file formats, such as OpenOffice 1.0 format

or Microsoft Excel 95 format, and understand why the file format matters.

[ ]Close the program.

Name :

Street:

City, State, Zip:

Phone: Todays Date:

Instructor:
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Certification Test: Working Spreadsheets 2

|Start the spreadsheet program
]Use the Spreadsheet to build an amortization schedule with
A. the Amount Borrowed, Annual Interest Rate, and Payment Amount variables at the top of
the sheet.
B. Title the sheet Mortgage Amortization.
C. Columns need to be Payment Number, Beginning Balance, Principal Amount, Interest
Amount, and Ending Balance.
D. Use Edit Fill Series to fill in the payment number column.
3. [ JFind the best values for payment amount with an initially borrowed amount of $75,000, and
interest rate of 6.5% annually, and 240 payments (20 years, fixed rate).
4. [ JFind the total interest paid over the life of the loan.

N —

[
[

5. [ ]Change the interest rate to 7.5% annually and recalculate the payment amount and total interest
paid.

6. [ ]Calculate the amount more interest paid at 7.5% interest than at 6.5% interest.

7. [ ]Determine the effect of paying twice the required payment amount. When is the loan paid off.

8. [ ]Save the spreadsheet to disk and diskette in different file formats, such as OpenOffice 1.0 format
or Microsoft Excel 95 format, and understand why the file format matters.
9. [ ]Close the program.

Name :

Street:

City, State, Zip:

Phone: Todays Date:

Instructor:

Please give this to the instructor so that a certificate may be produced for you.
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This is a list of material taught in ALTI classes: some of these are awaiting funding to be transferred into
paper documents.

CS 1.0 Working Small Computers

Computer Parts; Output Devices; Input Devices; Mouse, Trackball, or Touch Screen; I/O Devices; Printers, PDAs,
and other Peripheral Devices; Notebook, Laptop, and Tablet Computers; To Buy or Build Your Own; Starting the
computer; Choices in Operating System.

CS 2.0 Working Computers

Background of the small computer; choices in Operating System; Startup, Use, and Shutdown of the computer; Parts
and function of a Window, moving, re-sizing, minimizing, maximizing, un-maximizing, Workspace Switcher; Main
Menu, navigation, games, Desktop Background, Screen Saver; Pop-up Menus.

CS 10.0 Files

This is a novice level module required for all students. It discusses computer files, including how they are stored on a
computer (physically) and how we think of them (logically). A dismantled hard disk and drawings of the recording
schema are used to communicate physical storage (recording) of files. Using the graphical user interface (GUI), files
are copied, deleted, undeleted, and moved between folders, on the local computer hard disk and using a Samba
("Windows") network.

CS 6.0 Formatting Text

This is a beginner level module required for all students. It demonstrates how to format text using standard GUI
controls. The module is intended to be generic enough to apply to most existing office programs including Sun
Microsystem's OpenOffice and Microsoft's Office products.

CS 11.0 Multiple Windows

This is a beginner level module required for all students. It practices multi-tasking on a personal computer. Several
windows are opened and the student practices switching between them using the Task Bar, clicking on the screen,
and the ALT-TAB keys.

CS 4.0 Working Spreadsheets

Introduction to Spreadsheets. This is a novice level module to help someone who has no experience with
spreadsheet programs. The module is intended to be generic enough to apply to most existing spreadsheet programs
including Sun Microsystem's OpenOffice and Microsoft's Office products.

CS 3.0 Working Word Processors

Introduction to Word Processing. This is a novice level module to help someone who has no experience with word
processing programs. The module is intended to be generic enough to apply to most existing word processing
programs including Sun Microsystem's OpenOffice and Microsoft's Office products.

CS 14.0 Working Presentations

Introduction to Presentation software. This is a novice level module to help someone who has no experience with
presentation programs, such as Microsoft Power Point. The module is intended to be generic enough to apply to most
existing office programs including Sun Microsystem's OpenOffice and Microsoft's Office products.

CS 7.0 Internet (including Internet job searches)

This is a novice level module to help someone who has no experience with Internet browser programs. The module is
intended to be generic enough to apply to most existing Internet browser programs including Mozilla Firefox and
Microsoft Internet Explorer.

CS 5.0 E-Mail and Web Mail

This is a novice level module to help someone who has no experience with e-mail programs. The module is intended
to be generic enough to apply to most existing e-mail programs including Ximian's Evolution, Thunderbird, and
Microsoft's Outlook and Outlook Express. Others may be added as they come into common use in the business
environment.

CS 8.0 Instant Messaging
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This is a novice level module to help someone who has no experience with Internet Chat programs. The module is
intended to be generic enough to apply to most existing Internet Chat programs including Linux GAIM, AOL
Messenger, and Microsoft's Messenger.

CS 9.0 Computer Security

This is a General level module to help someone with good working knowledge of the computer and computer
programs to understand how viruses and other mal-ware infect a computer and spread, what they do to the victim,
and how to affect remediation once an infection is detected.
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