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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.

Apache  OpenOffice is a  copyrighted work owned by the Apache Software Foundation
http://www.openoffice.org/why/index.html. distributed for free use under the Apache 2.0 license. LibreOffice is a fork
(derivative) from OpenOffice. LibreOffice is developed by the Document Foundation: http://www.libreoffice.org/about-
us/who-are-we/. They are is similar to the for-profit office suite “Microsoft Office.”

Microsoft Office is a copyrighted work owned by Microsoft Corporation. For terms of use see Microsoft Corporation's
End User License Agreement (EULA).

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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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.
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How to use this document

This document is intended to be used in instructor led classroom instruction with a computer and
OpenOffice, LibreOffice, and/or Microsoft Office for each student. It may also be used by the student
for practice. OpenOffice and LibreOffice are available for free download from
http://www.openoffice.org/ and http://www.libreoffice.org/ (respectively) and they both work with
Linux and Microsoft systems. Microsoft Office is a commercial package sold at different prices and
configurations. In cases where money is a serious limitation, registered public charities should see if
they can qualify for donations of Microsoft Licenses for use in their public charity at
http://www.techsoup.org/, where a small “administrative fee” of around $30 is paid per license rather
than the retail price which can be up to $499.00 per license.

Goals for this module

This is a novice level module to help someone who has no experience with spreadsheet
programs. It is expected before attempting this module that the student can perform all normal window
operations (open, close, resize, move, etc) without difficulty. The module is intended to be generic
enough to apply to most existing spreadsheet programs. In our current classes at Adult Life Training
we will be using both LibreOffice and Microsoft Office.

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

1. Start the spreadsheet program
Know the most common keyboard commands to operate the spreadsheet: up arrow, down
arrow, left arrow, right arrow, home, end, copy, cut, paste, undo, and redo, print (control-p),
and related combinations using the control key.
Identify a cell by its column-row designation and other spreadsheet fundamentals
4. 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
5. 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

et
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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.
6. 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
7. 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.
8. Close the program.

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. Keyboard Commands

Know the most common keyboard commands to operate the spreadsheet: up arrow, down arrow, left
arrow, right arrow, home, end, copy, cut, paste, undo, and redo, print (control-p), and related
combinations using the control key. The instructor will explain each key combination and drill them
before proceeding. This drill needs to be performed at the start of every class session until the students
easily use the correct keyboard command to perform any action that the instructor calls out. Example:
the instructor calls for “Beginning of the whole document” the students all immediately press Control-
Home. A table of the key codes and their purpose is below:

Command Purpose

Up / Down / Left / Right Arrow Move one cell Up / Down / Left / Right
Home Move to Start of Line

End Move to End of Line

Control-Home Move to Start of WHOLE Document
Control-End Move to End of WHOLE Document
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Command Purpose

Control-C Copy selected

Control-X Cut selected

Control-V Paste copied item where the cursor now
resides

Control-Z UnDo

Control-Y ReDo

Control-P Print

This exercise requires one person to call the action while the rest press the correct key(s) to effect that
action. It is repeated until all students press the correct key(s) instinctively. First drill on the arrow
keys as follows:

“Type something in cell C8 and press ENTER to lock it in. Place your cursor back on C8. Ready?
Move the cursor up two, left one, right three. Where are you?”

Next drill on HOME and END keys. “Move to the START of the line.(Press HOME) END of the line.
(Press END) Start of the line. End of the line. Start of the line, End of the line. “ Then mix it up some
“Start on C8. Move UP four, move to the START of the LINE. Down two. END of the line. Where
are you?”

In like manner then add the Control-Home and Control-End keys, drill them first, then mix it all up.
“Move to the START of the WHOLE DOCUMENT. Now END of the WHOLE DOCUMENT. Start
of the Document. End of the Document. Start of the Document. End of the Document. Start of the
Document. End of the Document. UP three. LEFT two. Down four. START of the LINE. Where are

you?”

The goal is to train the mind to automatically press the right key when the mind thinks “Up”, “Start of
the Line”, “Start of the Document.”: you should automatically press the correct key to move there.
After this is learned the student will instinctively press the correct key in response to his thoughts: the
thought “I want to move up two cells” will result in him pressing UP arrow twice without thinking
about it.
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3. Cell Names

Each cell is named by its column, row coordinates. Cell Al is in the upper left corner, Bl is
immediately to the right of A1, A2 directly under A1l and so forth.
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4. Ooppss! Escaping, UnDo, ReDo

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

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 Al 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
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the letter, thus control Z is typed herein as “~Z”. Notice that the change you made to Al 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 AZ!

B untitled1 - OpenOffice.org 1.0.2 -0
File Edit Wew I[isert Format Tools Daks  window  Help
| ERC)

el & s aaE

I.C\Ibary =] IID x| B iL
Al = z(= I This  a tle e
c

| = | E B
! ' his iz a title Ih’ue I
/ Your Text

formula box

o

m ¥, & [ %

Cl'\l'J'I-hLA.'II\JI

5. Formatting Text

Click on A1l 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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Notice that the contents of Al 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-L.

Copyright © 2003-2006 Adult Life Training, Inc.
Page 10 of 55




Adult Life Training, Inc. CS 4.0 Working Spreadsheets

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.

6. 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.

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 Al, then you would click on cell C3 and
then type =A1 and press ENTER. C3 would then show whatever is in Al, and when A1l changes

C3 will change to match. Type the words “Hi This Is A Test” in cell Al, then click on C3. Type
“=A1" and press ENTER.

B untitled1 - Open0ffice.org 1.0.2 -0 x|

File Edit Wiew Insert Format Tools Data Window Help

| 5 e = I

[Aibany o] B i val=s===3,

|c3 =1 [=a1 —

o A [ 8 T ¢ T o=t
1 [HiThisIs A Test I

B

2| 3 IHiThisIsAT:::st

o |t

ki |<?1 » | +i[ Sheet1 {Sheetz [ Sheets 7 K0 | ol

Shest1/3 Default [100% | st [* |

Change the words in Al 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 AS, then click on cell C3. Type
=A2+A3+A4+AS 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 AS, then click on cell C3. Type “=SUM(A2:AS)” 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.

7. Cell Editing

To begin editing a cell you may also double click, press F2, or simply type the changes in the
FORMULA box above the columns.
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8. Printing and Saving

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” or “.docx” and OpenOffice documents end in “.odt”.Excel Spreadsheets end in “.x1s” or “xIsx”

and Calc spreadsheets end in “.ods”.

savens 2l
Save jn: IaMy Documents j L ﬁ( '
1ty Downloads
1My eBooks
i YOU MAY ENTER A
=1 SAVEIT TO FULL FILE
MATCH OTHER PATHNAME HERE,
;PROGRAMS, LIKE INCLUDING DISK
MICROSOFT DRIVE, SUCH AS
EXCEL "A:\MYFILE"
I/
(@wl’honeusd j l&l
e ) Microsoft Excel 95 j Cancel |

¥ Automatic file name extension
™ Savewith password
I~ Edit fiter settings

(X|| & 2 - - | Bookl - Mi
.iH’ Home | Insert | Pagel| Forme | Da
.m Infor
Gl Save As
.| Save as Adobe PDF
A
[ Open =
B4 cese  File and Print ’fl':l
on Excel -in ™
addition to the
toolbar buttons
Recent -
[ :::
=
New Chet

To print, you press the little printer in the tool bar or use the File Print menu item.
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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 Al type Department Phone List. In A3 through
F3 type Name, Phone, Address, City, State, Zip.

1ol
File Edit Yiew Insert Format Tools Data Window Help
| el i & sea& ss
[ibary Zfio ] B i Uml==== 0 %@ 0 Es ﬂd
a4 ylm = = I A
A | B | C [ D [ E Q

L 1 |Office Phone List -
=
@ 3 [Mame Phone Address City State
o J
B s

7

g

el
el i[5 [1] Sheet1 /Fhesiz forees 7 Il I _|
Ehest 173 Default [ 1003 | s [+ | Sum=01

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.

Copyright © 2003-2006 Adult Life Training, Inc.
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-lgix]
File Edit Yiew Insert Format Tools Data Window Help
| o Her &lyaaE S5 I
[albary ozl B i v als=== 0% @w EE &l
D4 l=m = = | =
A | 8 | c [ o [ & [ ¢ =7

= 1 |Office Phone List -
=
gt | 3 [Mame FPhone Address Cit State Zip
—p |14 bohn 4611123 Main St. Apt. 101 :

5 |Sid 43121123 Main St. Apt. 103
=R Mary 2514123 Main St Apt. 107

7 |Charlie 4676123 Main St Apt. 109

g |June 2515123 Main St. Apt. 104

9 |Adam 4351123 Main St. Apt. 108

10

11

12 =
S| | v | Pi] Sheet1 {Sheetz fsheets 7 114 | L|_I_
Bhest 143 Default [ 1005 | sTo [+ | Sum=0

Make up information to fill in the remaining columns for City, State, and Zip.

=10 x]
File Edit Wew Insert Format Tools Data  ‘Window Help
| el iR 8 saE s
[atpary Ao~ B i vals=s=ss0%wam EE =
Fio lazs = | ke
< A B | c [ o [ e [ F | s =7

1 |Office Phone List =
= P
g 3 |[Mame Phone Address City State  Zip
o 4 |John 4611123 Main St. Apt. 101 Fort Wayne |IN 46802

5 |Sid 43121123 Main St. Apt. 103 Fort Wayne [N 46803
=R hlary 2514123 Main St Apt. 107 Fort Wayne 1IN 46309

7 |Charlie 4676 123 Main St Apt. 109 Fort Wayne 1IN 46808

g |[une 2515123 Main St Apt. 104 Fort Wayne 1IN 46307

9 |Adam 4351123 Main St Apt. 108 Fort Wayne 1M 453065

10

11

12 =
i o[ » |»1] Sheet1 /Shestz fchesta 7 NEN | L|_I_
Eheet 1/ 3 Default [100% | sto [+ | Sum=0

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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-lolx]
File Edit Yiew Insert Format Tools Data Window Help
[ o R &l ypaE ST
[atbary e -] B i U als=s=ss|9%w 88 EE F
Fo | @ =E = | —
= A B [ c [ o [ e [ ¢ I b

1 [Office Phone List I
=
gt | 3 |[Mame FPhone Address City State  Zip
o 4 [John 4611 123 Main St Apt. 101 Fort Wayne 1IN 45802

5 |Sid 4312 123 Main St Apt. 103 Fort Wayne [N 46803
=R Mary 2514 123 Main St Apt. 107 Fort Wayne 1IN 46309

7 |Charlie 4676 123 Main St. Apt. 109 Fort Wayne |IN 46508

g |June 2515 123 Main St. Apt. 104 Fort Wayne |IN 46307

9 |Adam 4351 123 Main St. Apt. 108 Fort Wayne |IN 46306 |

10

11

12 -
A2 1[4 | » [#1] Sheet1 fSheetz 7 shests 7 K| | 2
Bhest 143 Default [ 1005 | sTo [+ | Sum=0

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.

B untitled1 - OpenOffice.org 1.0.2

Eile Edit ‘Wew Insert Format Tools Data  Window Help

=10l x|

I e isas s meE =5
[atbary Yo -] B i U ml==== 0% am s ﬂq
Al ez = | E
a_ | B | C | D e | F | = g

LY 1 |Office Phone List o
=
g3 Name  Phone Address City State  Zip
o 4 [lohn 4611 123 Main St Apt. 101 Fort Wayne 1IN 46307

5 |Sid 4312 123 Main 5t. Apt. 103 Fort Wayne ([N 46803
=M Mary 2514 123 Main St. Apt. 107 Fort Wayne |IN 46509

7 |Charlie 4676 123 Main St Apt. 109 Fort Wayne 1N 46305

§ |[lune 2515 123 Main St Apt. 104 Fort Wayne 1IN 45307

9 |Adam 4351 123 Main St Apt. 108 Fort Wayne 1N 46306

10

11 L

12 =
Arl|ia | > |»1] Sheet1 /Sheetz fshests 7 1<l | L'J_
Bhest 113 Default [ 100 | st [* | Sum=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 Al 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 — 101 x|
File Edit Yew Insert Jools Data Window Help
e e 8 spaE S5
Cells. .. _ . o T
Inlbany 'I | I e | <0 96 %% o 0l | £E 4= jd
IAI:FI ,l Column » _
Sheet J g
1 =
=0 S Elpage. .
@b_ 3 |Name P Print Ranges v [City State | Zip
4 [John 4 Fart Wayne [N 4B502
. Ch k *
@ 5 [aid P B Fort Wayne |IN 45803
=N Mary 2 Style Catalag... Ctrl+Y |Fort Wayne [N 46809
7 |Charlie 41 #% Stylist F11 |Fort Wayne ([N 46808
g |[June 2 Conditional Formatting. .. Fort Wayne |IN ARA07
9 |Adam 4357 123 Main 5t Apt. 108 Fort Wayne |IN 46506
10
11
12 =
A2 1[4 | » [#1] Sheet1 fSheetz 7 shests 7 K| | 2
Bheet 13 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.

EEH9- - Bookl - Microsoft Excel - B =
Home Insert Page Layout Formulas Data Review View Acrobat & e = B R
& Calibri MEE T % = % Al @ b T
SEE| ||, BT BLUC AN B | g e | cons | W H
Flz Edt ¥iew Insert Format Tools Daka Window Help F i B A B - - - | @-
| C) ‘ @,‘ H = ﬂ| 5‘ X @‘ =55 ﬂ Clipboard Tu Font F Alignment F Editing
= == xR s = EP e - £ =
[ ] A B & D E F e
2 =1 & | - = T = T = T 1 Office Phone List
2 1 Office Phone List 2
2z 5 % =
@[3 [Name  Phone Addiess City State  Zip gi|Name _|Phone Addresé City State Zip
o 4 |John 4611 123 Main St Apt. 101 Fort Wayne N ABE02 4 |John 4611 123 Main Street Apt 101 Fort Wayne IN 46802
5 |3id 4312 123 Main St. Apt. 103 Fort Wayne [N 46603 5 |sid 4312 124 Main Street Apt 103 Fort Wayne IN 46803
= e “CAI:W‘ ig;g Eg ma'" g: ipi 13; E“:W!‘”E m jgggg & Mary 2514 125 Main Street Apt 107  Fort Wayne IN 46809
7 arlie ain St. Apt. o ayne . N
& lJure 2515 123 Main 5t. Apt. 104 Fart Wawne N 46607 7 Charlie 4676 126 Main Street Apt 109  Fort Wayne IN 46808
9 |Adam 4351 123 Main St. Apt. 108 Fort Wayne [N 4BE06 8 June 2515 127 Main Street Apt 104 Fort Wayne IN 46807
10 i 9 Adam 4351 128 Main Street Apt 108 Fort Wayne IN 46306
11
12 = dv -
Selfsio [ i sheetr fSheete fohesta 7|1 .|—| W 4 » M| Sheetl Sheet? ,“Sheet3 %3 [14 T >_|]
[shest 13 [pefault 100% s [* [ Sum=0 Ready | |E| 100% (=) Y, N
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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.

B untitled1 - openoffice.org 1.0.2 — 101 x|
File Edit Yiew Insert Format Tools Data Window Help
| ey Hekd| & seaE S5
[atbary e B i U als=sss|0%e 8w EE Er
[azFa | @ = = [4eas —
2 a_[ 8 | C [ o [ e [ ¢ | E =7

1 Office Phone List =
=
@ |3

4
o4 5
=N

7

8

9

10

11

12 -
S v [p1 ] Sheet1 fShestz FSheets 1] | 2 e
Bheet 113 Default [ 1005 | sto [* | Sum=0

Click Data then Sort on the menu bar or in Excel the Sort Filter toolbar button.

i
File Edit Yew Insert Format Tools window Help
I Define Range. ..

Select Range. ..

TsH S teE S5

[atbary o = =» B 9% % | 4E 4 F
[are = @ = | He ' 4
| | Subkatals... | | | | g
A B yalidity. . E F 5 =
2 v f
ﬂ 7 Multiple Operations. ..
El o3 Consalidate. ..
@ 4 Cutline J
W? 5 DataRilot 3
=N
7
8
9
10
11
12 -
S v [p1 ] Sheet1 fShestz FSheets 1] | 2 e
Bheet 113 Default [ 1005 | sto [* | Sum=0
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Izl' =, I+ Bookl - Microsoft Excel = = 532
g Home | Insert Page Layout Formulas Data Review View Acobat & 9 o e R
_1 & Calibri -1 - = == _5:3-! % A ':—'I 3' g%'
Paste =] Mumber| Styles | Cells ._
- 7 - - - 2
Clipboard Editing
A3 Sort & Filter
A B C D E F Arrange data so that it is easier to
- - analyze.
1 Office Phone List
2 You can sort the selected data in
ascending or descending order, or

3 |Name Phone Address City State Zip BJ you can temporarily filter out

4 [john 4611 123 Main Street Apt101  Fort Wayne IN Lopg| SR

5 |sid 4312 124 Main Street Apt 103 Fort Wayne IN 46803

6 [Mary 2514 125 Main Street Apt 107 Fort Wayne IN 46809

7 |Charlie 4676 126 Main Street Apt 109 Fort Wayne IN 46808]

& [June 2515 127 Main S5treet Apt 104  Fort Wayne IN 46307

9 |Adam 4351 128 Main Street Apt 108 Fort Wayne IN 46806

10 =

M 4 » M| Sheetl ~‘Sheet2 ~Sheet3 %1 1 4

Average: 25317.83333 Count: 42 Sum: 303814 ||EH|O ] 100% — +

= =] EZ
a @ o F =

et I v| A&
AdE
gte - :I* 4
) Sort & | Find &
mat ~ | 4 |Filter = | Select ~
Is 4] sotatez
2l sortztoa

| 4-_?_] Custom S%’f

W= Filter

Working Spreadsheets

In the Options tab of the window that opens in LibreOffice calc, be sure the “Range contains column

headers” box is checked.
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pae x|

L OPTIONS
™ ase gensihe ; TAB

BE SURE THIS

[T Lope otk recu s b BOXIS

Lundsfoed = CHECKED
[ ashiisl T

I:Ln,l'l:rjlua_\-\-.'ad_ b, —+ =at :I
L=nguace Cptleres
IDch:uI: j | j

Sireckior

O Ty ulo i fanl o

€ Lok karigrk isark coumrs)

Zaba crcad RS-0 Jutramcd,

sk _ance | —ala | kaca: |

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

Sort Criteria |0ptmns |

Sort by
i Ascending

1~ Descending

Then by
' ascending
- undefined - =
I J " Descending
Thiem by
% pscending
I— undefined - j

7 Descending

[s]3 I Cancel | Help I Reset |

In Excel just click the arrow on the drop down combo boxes to specify how to sort. When you click
OK it does it.

Sort [ (s
’ “’gladd Level H X Delete Level ” 53 Copy Level ] - . Options... My data has headers
Column Sort On Crder
Sortby | zip IE‘ values E Smallest to Largest IE‘

N

[ oK ] [ Cancel

Your phone list has been sorted in zip code order now.
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Click Data Sort again, but this time sort by name.

Working Spreadsheets

B untitled1 - openoffice.org 1.0.2 o ] 4|
File Edit Yiew Insert Format Tools Data Window Help
| e zHzd & =
[albany j|1njBiua|§§§§‘aﬂ%%mw ildl
= x| == = 4803 E
o a_ | 8 | C [ o [ e [ ¢ [ =7

1 Office Phone List -
B 2
@ |3

4
cd 5
B[ s

7

8

9

10

11 i
Arl|i 4| v |1 Sheet1 fSheetz 7 Sheets 7 [4] | 2
Sheet1/3  Default | 100% | [stD [* | Sum=0

You can also sort on each column, and on combinations. To sort by Zip code

first and then by address

in LibreOffice Calc you select ZIP code in the first drop down box and ADDRESS in the second drop

down box.

In Excel you simply click Add To Level and fill in the new row of boxes.

Co e

Sort
"”gl Add Level | | X Delete Level | | =2 Copy Level || E’ Options. .. | My data has headers
Column Sart On Order
Sortby |zp |E| Values E Smallest to Largest IE'
Thenby |Name (=] |values [v] |AtoZ (=]
Thenby  fiddress =] |values [v] Atz (=]

Ok

] | Cancel
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Example Project #2: Cash Flow or Budget
Background

Most people and businesses need to have enough money to pay their bills when they are due. A simple
financial spreadsheet tracking income and expense can help. This project teaches use of formulae,
copy paste columns, and summations.

Part 1: Monthly Numbers

Begin with the title at the top of the sheet: in A1 type Cash Flow. In A2 type As Of and today's date.

A cash flow is divided into what comes in and what goes out. What comes in is called “INCOME” and
what goes out is called “EXPENSE”. What is left over, what you can spend, is what is left of your
income after you have paid all expenses, your “NET”.

Skip one row and enter the following labels, all in column A, beginning at cell A4:
INCOME

Week #1

Week #2

Week #3

Week #4

Week #5

TOTAL

and then skip a line. Continue entering:
EXPENSE

tithe

offering

savings

housing

utilities

TOTAL

and then skip a line. Continue entering:
NET

per week

That does it. At this time you should have column A filled in and it should look like the picture below:
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¢ - + Untitled 1 - LiBreofﬁce Calc
File Edit View Insert Format Tools Data Window Help

B-oGol ({ealve xDon

: E ||Liberati0nSa.n5 |v|||1[} |v|| a a a |? =

4

=|mv ||:—:|§" *| »

= il — —
|II Yo o0 e | = =

A22 | X = | hd
B

L. ¢ [ o | |

wll
tIl

m

m
|

==

[

Cash Flow
As Of June 16, 2014

INCOME
Week #1
Week #2
Week #3
Week #4
Week #5
TOTAL

00| =d [N | LN o | L B

w

=
(=]

=
[

=
ra

EXPENSE
tithe

offering
savings
housing
utilities

18 TOTAL
19
20 |NET

21 rweek
23 |
hd
Sheetl /& 1[+] | [ I

Sheet 1/1 | Default | || ] | Sum=0 | = O + | 100%

=
L

=
F=

=
w

=
(=]

=
-

You may cosmetically improve the labels for readability, if you so desire.

Now enter in the weekly income, for example what a person might be receiving each week from
Unemployment Insurance claims: for this project we will use $320 as a typical amount a person might
receive. IN year 2014 there will be 5 months where there are five Fridays: January, March, May, August,
and October. In these months we would have 5 pay checks, in the others 4 paychecks. So for now, leave the
amount for Week #5 zero (0): we will fill that in later.

Finally, use SUMA as you have learned in previous lessons, to total up the amount in column B INCOME.
You should get 1280. Notice that we have not yet added dollar signs ($) to anything. We will do that later.

A B
1 [Cash Flow
2 |As Of June 16, 2014
3
4 [INCOME
5  |Week #1 320
6 |Week #2 320
7 |Week #3 320
8 |Week #4 320
9 |Week #5 o
10 TOTAL 1280
12 EXPENSE
13 |tithe
14 nffarinmn
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Now fill in the expenses. The first three expenses use formulae. Since most payroll deductions percentages
(rates) change, I have chosen a universally defined category with which most people are already familiar,
but you could use any category here that works as a percentage of the total income. The word Tithe is
defined as “the tenth part” and has been used for several millenia to mean 10%.

So enter the formula for tithe in the box for tithe, B13. Start with an equal sign as you have learned before,
enter “=10%*B10”. Do this by typing the =10%* and then clicking on the total income number, 1280. The
spreadsheet will automatically type in the cell name for you. Lock in the formula by pressing ENTER.
Verify you have typed the formula correctly: there are no error messages showing on the grid and the
number showing in cell B13 is 10% of 1280, which is 128 (move the decimal point left one digit).

Likewise enter the formula for offering, =5%*B10 and for savings =20%*B10. Verify you have entered
them correctly: 5% should be half of 10%, and 20% should be twice 10%.

315 ~|| filx) ¥ = ||=0.2*B10
A | | C D
1 |Cash Flow
2 |As Of June 16, 2014
3
4 INCOME
5 |Week #1 320
6 |Week #2 320
7 |Week #3 320
8 |Week #4 320
9 |Week #5 0
10 TOTAL 1280 —10%*B10
11
12  EXPENSE
13 |tithe 12 =5%*B10
14 |offering Bl
savings 256
16 |housing
17 |utilities =20%*B10
18 TOTAL
19
20 |NET
21 per week
22

Finish Expenses by entering the number 350 for housing and 200 for utilities. Utilities are necessary
services such as water, sewage, trash removal, electricity, gas, cable TV, and telephone. Total the
EXPENSES with the SUMA. You should get 1000.

Now calculate how much money you can spend without getting into trouble — being unable to pay you rent
or utilities. In the cell B20 next to the word NET enter the formula for total income minus total expenses.
The formula is “=B10-B18. Enter this by typing the equal sign as you have learned before, then clicking the
total income number, 1280, pressing a minus sign, then clicking the total expense number, 1000. Finish it
by pressing the ENTER. You should get 280.
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Now you know that you can spend $280 on McDonalds or whatever without being unable to meet your
financial commitments. But it is hard for most people to use that number, which is for the whole month, to
prevent over spending: the first week people think “Wow I can spend $280!”, and then they have nothing to
spend the other three weeks.

One way to avoid this problem is to divide up the money into envelopes — one envelope for each week.
When the envelope is empty you are done spending until next week. This is easier to do than just having
one big number. So to calculate the amount we can spend each week, we divide how much we can spend
for the whole month by how many weeks are in the month, in this case we will say four (4) weeks in a
month. In cell B21, next to the words “per week” Enter the formula =B20/4. Type the = as you have already
learned to do, then click the 280 NET number, then press divide by *“/”, and type four (4). Finish it off by
pressing ENTER. You should get 70.

Turn the column into currency (dollars) by clicking the letter B at the top of column B, then clicking the
currency symbol.

A . c  B1:B1048576 || fix) ¥
1 Cash Flow A . |
2 |As Of June 16, 2014 Cash Flo
_3 | As Of June 16, 2014

4 [INCOME -
5 (Week #1 320 INCOME
6 |Week #2 320 T \Week #1 $320.00
7 |Week #3 320 \Week #2 $320.00
8 |Week #4 320 Week #3 $320.00
9 |Week #5 0 \Week #4 $320.00
10 TOTAL 1280 7 \Week #5 $0.00
11 ; TOTAL  $1,280.00
12 EXPENSE
13 [tithe 128 EXPENSE
14 |offering 64 tithe $128.00
15 |savings 256 . offering $64.00
16 |housing 352 savings $256.00
17 |utilities 200 housing $352.00
18 TOTAL 1000 utilities $200.00
19 . TOTAL|  $1,000.00
20 INET 280 :
21 per week 70  NET $280.00

—1 perweek|  $70.00
23

This completes the first part of the spreadsheet. Next we duplicate it across months to get a year.

Part 2: Extending the monthly numbers to cover one year
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Column B now has the accounting for one month. We wish to extend this to see the accounting for each
month in a year, and also to see how much money was spent for each purpose over the course of the year.

Click the B at the top of Column B to select the whole column.

Press Control-C to copy. You can also copy by using Edit / Copy from the menu, or the Copy icon |—D

After copying column B, click on the FIRST CELL AT THE TOP of column C, that is cell C1. Use

Control-V, or Edit / Paste, or the Paste Icon ﬂ If you are not in the TOP cell it will say there is not
enough room to paste the column: you MUST be in the top cell. Your spreadsheet should now look
something like this:

- 4 cash-flow.ods - Libre0Office Calc
File Edit View Insert Format Tools Data Window Help
H-aG0R{ @@/ ey0R-8 »
: El ||Liberatic|-nSan5 |v|||10 |v|| a a8 a | = = = = % »
[€1:c1048576 |~|| fidd T = || d
A | B D | E | F | =
Cash Flow
As Of June 16, 2014
I
INCOME |
Week #1 \ $320.00 $320.00
Week #2 : $320.00 $320.00
Week #3 ! $320.00 $320.00
Week #4 : $320.00 $320.00
Week #5 [ $0.00 $0.00
TOTAL  $1,280.00  $1,280.00
EXPENSE | ]
tithe ! $128.00 $128.00
offering : $64.00 $64.00
savings ! £256.00 $256.00
housing ! $352.00 $352.00
utilities ! $200.00 $200.00
TOTAL'  $1,000.00,  $1,000.00
NET : $280.00 $280.00
per week! $70.00 $70.00
| [
! -
Sheetl /& / [+] | vl
Sheet 1 /1| Default | | ml | G| | sum=$4,910.00| - O + | 100

Now you have columns for January and February. You could continue to paste ten more times to give a
column or each month in the year, however there is a better way. Click on the cell at the top of the next
column, Column D. HOLD DOWN the shift key and say “March”, then press the RIGHT ARROW key, on
the keyboard, not the mouse. Then say “April” and press the right arrow key again. Continue until you have
said “December”. Then press PASTE: control-V, Edit / Paste, or whatever. BANG! Done.

Above the first column of numbers, in cell B3 type JAN for January. In the next one over, D3, type FEB.

Continue on to label each column of numbers.
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Now, numbers align with the decimal point, to the right, but words align to the left. Our month labels look a
bit odd, so let us line them up with the numbers beneath them, all in one move. RIGHT Click the row
number 3, the actual number 3, not cell A3 that is next to it, the actual number 3. From the menu which
pops up select INSERT ROW ABOVE. A nice new blank row should now be inserted above our row of
month names, so what was row 3 is now row 4. Now click the 4 again to select the whole row and then

click the ALIGN RIGHT icon = to align everything in row 4 the same as the numbers below the month
names. You can BOLD the month names too, or make them a different color. Your spreadsheet should now
look something like this:

cash-flow.ods - LibreOffice Calc
File Edit View |Insert Format Tools Data Window Help

- B = - - o -
-0 00 & &) a £ 0B-8 =~ »
[Z] ||Liberation sans | ~| |10 “la a 4a e n >
B25 | ) F = -
A | | C D E F G [T
1 [Cash Flow
2 |As Of June 16, 2014
3
4 JAN FEB MAR APR MAY Ji
5 INCOME
6 |Week #1 $320.00 $320.00 $320.00 $320.00 $320.00 $320
7 |Week #2 $320.00 $320.00 $320.00 $320.00 $320.00 %320
8 |Week #3 $320.00 $320.00 $320.00 $320.00 $320.00 $320
9 |Week #4 $320.00 $320.00 $320.00 $320.00 $320.00 $320.
10 |Week #5 $0.00 $0.00 $0.00 $0.00 $0.00 $0
11 TOTAL  $1,280.000 $1.280.00 $1,280.00 $1.280.00 $1.280.00| %$1,280,
12
13 |[EXPENSE
14 |[tithe $128.00 $128.00 $128.00 $128.00 $128.00 5128,
15 |offering $64.00 $64.00 $64.00 $64.00 $64.00 $64,
16 |savings $256.00 $256.00 $256.00 $256.00 $256.00 $256)
17 |housing $352.00 $352.00 $352.00 $352.00 $352.00 $352.
18 |utilities $200.00 $200.00 $200.00 $200.00 $200.00 $200.
19 TOTAL  $1.000.000 $1,000.00 $1,000.00 $1.000.00 $1,000.00) $1,000,
20
21 |NET $280.00 $280.00 $280.00 $280.00 $280.00 $280
22 per week $70.00 $70.00 $70.00 £70.00 $70.00 $70,
23
24 =
Sheetl /& I E 3l
Sheet 1 /1| Default m | Sum=0 - 's + | 100%

Now for the last part: learning where our money went. Go to the far right — the column immediately after
the last column that you have used, which should be column N. In the empty cell after the end of the first

row of numbers, which should be cell N6, use Suma to total up the row. Click on N6, then click SUMA Z
and press ENTER to lock it in. You should see the total of all the numbers in the first row, which is $3,840.
All the money that came in during the first week of each month totals to $3,840. Copy and paste this
formula down the rest of the column by clicking on the cell with the formula, N6, and then pulling the little

N

square on the bottom right corner all the way down to beside the last number. When
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you release the square you should see something like this. Delete the three zeros in the rows without
numbers (N12, N13, N20). Label this column TOTAL

cash-ﬂo'.[}ads - LibreOffice Calc
File Edit View Insert Format Tools Data Window Help

- D%0D0 {88 P YOR-& ~ -

[] ||Liberation Sans |~ |[10 a a a|¥ § S5 o I

N6 »| fix) ¥ = | =suM(B6:M6) v
T Y O S B R o =
AUG SEP ocT NOV DEC

$320.00  $320.00  $320.00  $320.00  $320.00] _$3.840.00
$320.00  $320.00  $320.00  $320.00  $320.00  $3.840.00,
$32000  $320.00  $320.00  $320.00  $320.00  $3,840.00
$32000  $320.00  $320.00  $320.00  $320.00  $3,840.00
$0.00 $0.00 $0.00 $0.00 $0.00 $0.00
$1,280.00  $1,280.00 $1,280.00 $1,280.00 $1,280.00 $15,360.00
0
0
$128.00  $128.00  $12800  $128.00  $128.00  $1,536.00
$64.00 $64.00 $64.00 $64.00 $64.00  $768.00
$256.00  $256.00  $256.00  $256.00  $256.00  $3,072.00
$352.00  $352.00  $352.00  $352.00  $352.00  $4,224.00
$200.00  $200.00  $200.00  $200.00  $200.00  $2,400.00
$1,000.00  $1,000.00 $1,000.00  $1,000.00  $1,000.00 $12,000.00
0

$280.00 $280.00 $280.00 $280.00 $280.00  $3,360.00

P | P | P [ 1o | et [t | ot [t | ot [ ot |t | ot [ it | et

$70.00 B70.00 $70.00 $70.00 $70.00 ‘$840.00
24 hd
" Sheetl (& / IE 3l
Sheet 1 /1| Default m | Sum=%$3,840.00 | - C + | 100%

Now it is time to start extracting information from this spreadsheet so you can tell where your money went.
This is a LONG spread sheet, and we would like to see the labels in column A and still be able to cruse
across the months, so we will FREEZE column A.

Click on the month name JAN which should be column B4. Then in the menu above click Window /
Freeze. Now as you scroll to the right column A stays put so you can still read the labels. To reverse the
process just click Window / Freeze again. We also are missing a little data. As you learned earlier in this
module, some of the months have five Fridays (“moneybags”) so in just those months, we need to add in
the pay check we will get. Under INCOME for Week #5 type in $320 for the months January, March, May,
August, and October. Do not bother typing dollar signs or periods — just type the 320 and the spreadsheet
will type in the rest. Do not bother deleting the contents of the cell first. Just type right over what is there:
the spread sheet will fix it up for you.

Now scroll across the months to the last column where you have the totals. From the totals on your
spreadsheet:
1. How much money came in last year?
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2. How much money was spent on housing?

How much money were you able to spend — that was not required to pay expenses?

4. IF YOU HAD BEEN SAVING 20%, as in this spreadsheet, how much money would you have in
your savings account at Christmas?

5. What could you have done with that much money? (Buy a decent car? Presents for you grandkids?)

(O8]

The spreadsheet is a very useful tool for helping us track our money and get some control, so that we can
use our money for the things that are important to us, instead of always being under the gun and never
having anything.
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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
aregion. 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 zales1_zxc - Openlffice.org 1.0.2 M= E3
File Edit “iew |nzert Format Toolz: Data Window Help
Ifile:.-"a"a"E:a"files.-"FBDZEDTraining;"ESDDdJsalﬂ () ||?| |—_le = & il
[#dbary o] Biuvm====
|46 =l &= = [sad
&’ A I B | C | D =
1 (West Sales 102003
e
%" | 3 |Sales Rep Sales
o 4 |Arnold 10000
N 5 [Foss 20000
| g |Sandy !. 30000
7 |Betrice 40000
2 |TOTAL 100000
3
10 i
ﬂﬂ H| 1|k |>Ih East 4 Midwest £ South s, West { Summary f|| 1| | 4
Sheet4 /5 Default | 100z | [sTD [ |

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
3
10
AT e i East o ey
|rizert. .
Sheet1/5  Defaul Delete... [

Rename...

Select Al Sheetz

% Cut Chrl+
Copy Chrl+C
§ Chrl+

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 Al 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 EE
File Edit “iew Inzertt Fomat Toolz Data Window  Help
| il 4/ file /FBO%20T raining/C5004/sal x| (@) ||?| PR | = ﬂ
[Albany Szl ®iva====
B4 == = |
o & | B | C | D "
1 [Summary Sales 102003
B
@& | 3 |Region Sales
4 |East
ﬁ 5 |Midwest
<l E [South
7 [West
g |TOTAL 0
9
10 hd
ﬂﬂ H| A ¥ |H|"-., East / Midwest § South fWest‘},Summaryﬂl 4| | 4
Sheet5/5  Defaul L 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.BS).
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 zales1.sxc - OpenOffice.org 1.0.2 M=] E3

File Edit “iew Inzert Format Toole Data  Window  Help
& -

[/ /. fles /P20 raining/ C5004/5al 7] @) || = | (5 &

[4lbary Flfnzl i um====
g6 -] @ = = [=sounes
e A | B | C | b "
1 |Summary Sales 1Q2003
=P
@E 3 [Reqion Sales
o 4 |East 100000
5[5 |Midwest 141000
< | B |3outh
7 |west 277400
& [TOTAL 620400
3
10 -
A 4] | East £ Midwest £ South £ west', Summary /]| <] | LlJ

Sheet5/5  Default 100 | BrNER

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 “iew Format Tools Data Window Help

g anual Break v .
Cells.. =
% £+ R ERows i =
—Ii EEU_Iumns
AJBT Sheet...
Q Extemal Data.. | 1] -
B 1_|Sun 3B Special Character. ..

2 _:_Z,_,ﬂl,lpeﬂink
@ | 3
I?P 4 Eunctian... Chl+F2
S, [ Funiction List
- b Mames b

7 Mote

g |TOT,

g Graphics 4

10 Dhbject v =
AT | .. /[ (| [
Sheet5/5  |p,_ 3 Floating Frame [sto [+ |

The first screen should look like this.

AutoFormat Chart
Selection
Range 45 urmmary. $: 7 EI
¥ Eirst row az label Chart rezultz in workzhest
¥ First colurnn as label Surnmary j

I the selected cells do not contain the desired data, mark the data range now.
Inchude the cellz containing column and row labels i you want them bo be included in your chart.

Help | Cancel <% Hack | Mest »» I Create

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

| ikt
3 A

Chooze a chart type

i

Jihy

Piex

™ Show test elements in preview  Data series in; " Rows &' Columns

Help | Cancel | <4 Back | Nest»» 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: 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 AS enter “Payment Amount”, in C3 enter “Total Interest Paid.” Adjust the
column widths appropriately.

B Untitled1 - OpenOffice.org 1.0.2
File Edit ‘“iew Ingert Format Tools Data Window Help
! ey i 8lses
[albany Slfiozl B i ua==== =
I.i'«? | E E = IF'aymenttt
Q A I B | C | D | —
1 |Amortization Schedule
ERE
@E 3 |Amount Borrowed Tatal Interest Paid
WP 4 |Annual Hate
& [Payment Amount
=R G
7 |Payment # LEiegin Bal Frincipal Interest End
g
9
10 -
ML 4] [»1]\ Sheet! {Sheet? 7 Sheetd 7 4] | y
Shest1/3  |Default | 100z | [sTD [* | Sum=0

Use Format, Merge Cells, Define to merge cells Al through E1 to make one long cell with the title (in
Al) centered in it. In row seven (7) beginning with A7 enter “Payment #’°, “Beginning Bal”,

“Principal”, “Interest”, and “Ending Bal”. Make A3 Blue, A4 green, AS Red, the font size 12 point,
and bold them.
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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 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
ez deE&8 saE S5
I'IE ?||Ei ﬂl‘h|§|g§ E| AL

. BE X = IlﬂmurtizatianH-lFi:f{DEHNCY PERCENT —
A B

=" ¢ —T—BUTTON

Amortization Schedule

BRaAarraarad ¢EN NAN NN T atal It 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= 3
File Edit “iew |nseit Format Tool: Data Window Help
[ Nler e 8 seE S5 +rk
[eibary Sezl/ei valsz=s=s|sxeae =08
IA‘I 'l E E = IAmortizationSchedule
2 A I E | C | D | E =

1 Amortization Schedule l
B
@" | 2 |Amount Borrowed | $50,000.00 Total Interest Paid
#| 4
g L5 |Payment Amount $350.00

5

7 |Payment # Begin Bal Principal Interest End Bal

8

| 3|

10

11

12 =
M| (o [ 1 Sheett (Sheep {oteaa 141 | 3|
[Sheet1/3 Default [ ooz | sto ([ = | 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.
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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.

Durection————  Series t_l.,lpe ————————  lime it | oK I
& Down & Lingar =) Uay
= Bight " Growth ' weekday Cancel |
' Up " Date ) fanth Help |
0 [Left = AutoFil 5 ear

Start value |1

End value | 240

|nzrement |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 B8 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.

B Untitled1 - DpenDffice.org 1.0.2 (- (O]
File Edit “iew |nsett Format Tools Data window Help
[ Helz e gl sea s~ +&kb
[albary Mt Bi vals=s==s s%wan & 08
B8 | @ = = |83
o A [ B [ C | D | E g
1 Amortization Schedule
B
@* [ 3 |Amount Borrowed = $50,000.00 Total Interest Paid
| 4
2 L5 |Payment Amount $350.00
5
7 |Payment# Begin Bal Principal Interest End Bal
8 1 $50,000.00]
3 2
10 3
11 4
12 5 —
M| Fo w13l Sheet (Shestzf Sheeee (14 | 3|
[Sheet1/3 [Default [ 100z | sTD [= [ Sumn=3$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 D§. 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
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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.

B Untitled1 - DpenDifice.org 1.0.2 =] E3

File Edit Miew Insett Format Tool: Data Window Help
[ Helz e alseas=+th 2
[albary Jfi e i vae=s=s==s sxegues 08
SUM -] = X v |88
o 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
5
7 [Payment # Begin Bal Principal Interest End Bal
i 1 $50,000.00 =T
q 2
10 3
11 4
12 5 =
=
Ao (5 9] Sheett /Sheez 7 Sheea 7 114 | 4 |
[Shest1/3 Default [100%  [INSRT [sTD [ > | Sum=I]

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 Untitled] - OpenDifice.org 1.0.2

=1 E3

File Edit “iew Insett Fomnat Tools Data window Help
| Doz EHer & L aaE s +ak
[Albary izl i nas===sxeanEsE 0B
SUM | = X ¢ [-BeBan2
o A [ E [ C | D | E g
1 Amortization Schedule
B
@* | 2 |Amount Borrowed = $50,000.00 Total Interest Paid
#| 4
2 |_5 [Payment Amount $350.00
3
7 |Payment# Begin Bal Principal Interest End Bal
] 1 $50,000.00 =B5"B412
g 2
10 3
1 4
12 5 =
S| [ [ Sheett {Sheaz fohea [ | 3|
Sheet1/3 [Default [0z [NskRT [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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M=l B3

File Edit “iew Inset Format Tools Data Window Help
[ Nler Il 8 saaE S5 | +2h 3
[Abary Clfnx] Bivals===sxean Es0m
SUM -] @ X v |-B508
o A [ B | C [ D | E g
1 Amortization Schedule
B
@* | 2 |[Amount Borrowed | $50,000.00 Total Interest Paid
| 4
e |_5 |Payment Amount $350.00
[
7 |[Payment# Begin Bal Principal Interest End Bal
8 1 $50,000.00 =B5- B8 $205.33
q 2
10 3
11 4
12 5 =
[
i[5 1] Sheet1 {Fhest T Sreet 7 141 | g
[Sheet1/3 |Default [ 100z [INSRT [5TD [+ | Sum=0l

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 Tools Data Window Help
[ Aol icd s sedss+2h &
[ty izl B i valssss|sxeauEsE/ 0B 3
BS =2 = |
o A | B [ c [ D [ E | g

i Amortization Schedule
B
@*| 2 |Amount Borrowed | $50,000.00 Total Interest Paid
| 4
2[5 [Payment Amount $350.00

3

7 Payment # Begin Bal Principal Interest End Bal

g 1 $50,000.00 $141.67 §208.33  $49.558.33

o : —
10 3
| 17 | 4

12 5

13 hd
Sl 2 [P Sheet {Shestz £ Sheeta |41 | 3|
[Sheet1/3 Default | 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 AV or click the Paste button to past a copy of
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them in the second row. What is wrong with this picture? You should get something like the
following:

E Untitled1 - OpenOffice.org 1.0.2 M=l E3
File Edit Wiew |nzet Fomat Toole Data Window Help

| Helzber 8 seaE a7 +akla

[ty izl B i valssss|sxeauEsE/ 0B 3
£ =2 = |
e A | B [ C I D [ E [ g
1 Amortization Schedule
B
@*| 2 |Amount Borrowed | $50,000.00 Total Interest Paid
| 4
g |5 [Payment Amount $350.00
g
7 Payment # Begin Bal Principal Interest End Bal
8 1 $50,000.00 §141.67 §208.33  $49,858.33
3 2| $49558.33 51,454 201.39 §1 454 20139 §1 504 059.72
T 3 ——
| 11 | 4
12 5
13 hd
Sl 2 [P Sheet {Shestz £ Sheeta |41 | 3|

[Sheet1/3 Default | 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 D8, 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
you do not do this then your calculations will not work.
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E Untitled1 - OpenOffice.org 1.0.2

CS 4.0

[ [O] %]

File Edit “iew Inzert Format Tools Data window Help
[ HelzEHer & &eaaE S5 +2h| a
{ Albary j|1ujBiQm|§§§§|=@%%%§:w == OB il
S1M *| = X o |-Besbsan2
2 & | B | C [ D [ E [ g

1 Amortization Schedule
B
@" | 2 |AmountBorrowed | $50,000.00 Total Interest Paid
| 4
g | 5 [Payment Amount $350.00

B

7 Payment # Begin Bal Principal Interest End Bal

8 1 $50,000.00 §141.67 =BE*$B%4/12  §49858.33

9 2 $49.888.33 51,454 201.39 §1 454 201.39 $1 504 059 .72

10 3

11 4

12 5

13 B hd
Ml [ 1] sheet1 fSheste £ Shesta 7 [IER | D
[Sheet1 /3 |Drefauit [0 [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 you do not do this then your calculations will not work

Working Spreadsheets

B untitled1 - DpenOffice.org 1.0.2 M= =
File Edit “iew Inzert Format Tools Data window Help

| R RCHEANE Y - =T N:2Y AR A A A

[albary izl Bivams=s=ssJs%ean EE 08
SLM *| = X v |-sB3508
e A | B [ C [ D [ E [ g
1 Amortization Schedule
B
@"| 2 |Amount Borrowed = $50,000.00 Total Interest Paid
#| ¢4
= [ 5 |Payment Amount $350.00
B
7 Payment # Begin Bal Principal Interest End Bal
8 1 $50,000.00=$835-Dal §208.3] $49,3858.33
9 2 %49888.33 -$207 .74 $207 74 $50066.08
10 3
11 4
12 5
13 B hd
M v [P Sheet! £Shestz 7 Sheets 7 114l | 3
[Sheet1 /3 |Default [1o0% [INSRT [sTD [+ | Sum=$141 67

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:
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B Untitled1 - OpenDifice.org 1.0.2 [_ (O] x|
File Edit %iew Inzett Fomat Toole Data Window Help
| Helr ied e s aa&l s B
[albary i) Bi vals===s S%wan Ee
C10 o =1
e A | B | C [ b [ =« |§
1 Amortization Schedule
A
@' | 3 |AmountBorrowed = $50,000.00 Total Int Paid
7| 4
= | & [Payment Amount $350.00
B
7 Payment # Begin Bal Principal Interest End Bal
3 1 $50,000.00 141,67 $208.33  $49858.33
] 2 $45 8A8.33 142 26 $207.74 5489 716.03
10 3
11 4
12 5
13 5 -
Al 7] Sheetl {Shesta £ Shesta 7 L] | 3
[Sheet1/3  Default | 100z | sTD [+ | 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 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.

B Untitled1 - DpenDffice.org 1.0.2

File Edit “iew Inzert Fomat Tools Data Window Help
| e E e 8 shE S B
[lbany o= B i Q&|§§§§|=@%%.‘S§é'§?} i s il
[Bo47 -] @2 = [
o A | B | C D | E [ 5]
243 236 -%6,332.10 $376.38 -$26.38|  -§5,708.49
=0 T 237 -5, 708.49 §377.95 -§27.96)  -§7 08644
@E 245 238 -57 08644 F379.53 -F29.53 57 465,97
2 245 239 -57 45597 $331.11 -$31.11) -§7 B47.07
247 240 -37 347 .07] $352.70 -$32.70)  -§8,229.77 ||
=R —
| [ 5l Sheetl {Theeiz 7 Sheets 7 IR | i |
[Sheet1/3  [Defaul | 100% | sTD [= | Sum=-$7 847.07

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
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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:

E amort]._sxc - OpenOffice.org 1.0.2 H=]E3
File Edit “iew |nsert Format Tool: Data Window Help
[l /4 CHles/FEO% AT raning Cs04/ar =] @) 2| 2 B & & BE S5 =
[&lbany 2 | A Q&|§§§§|=@%%%§é-§ﬁ iE = ﬂ
D5 lE=E = |
e & | B | C I D I E [ g
1 Amortization Schedule
B
@" | 3 |Amount Borrowed = $50,000.00 Total Int Paid | $25770.23
& 4 Final Bal -$8,229.77
gt |5 |Payment Amount $350.00
B
7 Payment # Begin Bal Brincipal Interest End Bal
g 1 $&0,000.00 $141.67 $208.33  $49,858.33
3 2 F49 858,33 142,26 20774 $49.716.03
10 3 $49 716.08 $142.85 $207.16) 4967323 |-
S 5]« |3 [¥i]s Sheet1 fEheatz £ Sheeta 7 N - e
[Sheet1/3  |Default | 100% | sto = | 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.
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E amoit]_suc - OpenOffice.org 1.0.2 H=]E3
File Edit Yiew Inset Format Toolz Data window Help
{ile:C: files FBO%20T rairing/C5004/an 7 | - (@) | GHEd | §| s @'| = 5 il
[Albany = o= B o ga|§§§z|g%ﬁ%mw &= <= il
|D225 == = | -B225+gBg4.12
A | B [ C [ D [ E =

LY 222 215 §1,220.98 $34.4.91 $5.09 $876.06 2l
Eh 223 216 F876.06 346,35 F3.65 352971
@E 224 217 52971 234778 2.2 F181.92
o 225 28 f1aE1 92 F349 24 50.76] -$E7 32

225 219 -$167.32 $350.70 -§0.70 -§518.02
ERES 220 -§518.02 $352.16 -$2.16 -§870.18

228 221 -§870.18 $353.63 -$363 3122380

229 222 -1 22380 35510 -F5.10 -1 673,90

230 243 -5 A73 .50 F3aG 58 -fR A8 -§1 835 48 =

231 224 -§1.935.48 $358.06 -§2.06  -32,29354

232 225 -§2 293.54 $359.56 -$9.56 -52E53.10 %
M|« [# [P Sheet1 £ Shestz £ Sheeta 7. EN! | 3
|Sheet 1/ 3 [Default | 100z | 5TD | = | Sum=$0.76

We want to find what monthly payment will pay off the loan exactly on the last
monthly payment amount and watch the final balance in D4. Find what monthly

Working Spreadsheets

payment. Change the
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.

E amort]_sxc - OpenOffice.org 1.0.2

File Edit “iew |nzert Format Tool: Data Window Help
[fe: /1 fles/FBO% 20T raining/C5004/an >] | @) | |2k | ] &
[4lbary Sz i U

G 4 BE ST

L ST e
=B 95 £ L PN | 45 +5

[os == = | =
o A | E | C | D I E
= 1 Amortization Schedule

2
@ | 2 | Amount Borrowed $50,000.00 Total Int Paid $29,194.32
|4 Final Bal -$0.88
e |15 Payment Amount $329.98

5

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.
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[ amort1_sxc - OpenDifice.org 1.0.2 H=] E3
File Edit “iew |nsert Fomnat Tool: Data  Window Help
{ile: /4/C:/files/FBOZ20T raining/C5004/am x| (@) || HezH | §| + @| =1 ﬂ
[Albany S0zl B i U s===|9%w 38 EE =
|E225 | @2 = | -B225C225
& [ B C [ D E [ <]

w 221 214 $1571.30 §343.43 JrE5  §1227.65
=0 215 §1,227.86 $344.86 $5.12 $853.00
o [ 223 216 $853.00 $345.30 §3.68 $536.70
2 217 $536.70 §347.74 §2.24 $185.95

225 218 $188.95 $349.19 $0.79 516024
B[ 219 -§160.24 $350.65 -§0.67 -5510.89

227 220 -5510.89 Fa52.11 -52.13 -§8E3.00

278 221 -$863.00 $353.58 5360 -§1.216.57

229 2220 5121657 $355.05 $507 R 57162

230 223 -B1 57162 F356.53 -§6.55 -§1,928.15

23 224 -§192615 $358.01 5803 -$228616
M i <[ ¥ [#i]s Sheet1 fEheatz £ Sheeta 7 1[4l | >
[Sheet1/3  [Default [ 100z | 51D [= | Sum=-§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!

E amortl_sxc - OpenDffice.org 1.0.2 M= E3
File Edit “iew |nsert Fomat Tools Data Window Help
[ file: /4/C:/files/FBOZ20T raining/C5 004/am = | (@) || Bl=a= | §| @ &5| =1 ﬂ
[&lbany Sz z]le i U sS=== 9% 30 EE =
BS | == = |Ea2
2 A [ B [ C I D | E | g
1 Amortization Schedule
B
@[ 3 | Amount Borrowed $50,000.00 Total Int Paid $35,970.73
| 4 Final Bal -$2.07
g |15 PaymentAmoun $358.22|
B
7 Payment # Begin Bal Brincipal Interest End Bal
] 1 $50,000.00 $108.22 $250.00 54989178
3 2 F49 851,78 F108.76 $249.46 $49.783.02
10 3 $49,783.02 $109.30 $248.92  $4967371 =
Moy [P sheett /Shestz 7 Sheeta 7 111 | 2
[Sheet1/3  |Default [ ooz | Sl 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 #5: 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, Save As 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 Al 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 “Sheetl.” You should get something like the following:

B untitled1 - OpenOffice.org 1.0.2 o ] 4|
File Edit “ew Insert Format Tools Data  window  Help
| ez Hed & I
[albany o=l B i ua=s=== il-al
E la= = | =
5 A | B|C|D|E|F|G|A$_

1 [Computer Class Spring 2003 B
B
@"' 3 [Stud ent Secret Code Attend HW Ouiz Test Grade

4
& 5 |John Act123
el 6 |Mary Cueen3

7 |Lufnne larmant

g |Bill Payme

; —

10

11 hd
A4 5 [v1]s Grades {Shestz 7 Sheeta 7 [4] | 2
Sheet 13 Default [ 100% | [sTD [* | 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
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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:

B untitled1 - Open0ffice.org 1.0.2 o ]
File Edit “ew Insert Format Tools Data  window  Help
| Dol Eea s 3
[albany = o =] B i gm‘zzzz il-al
[as la= = | :
e A | B | C | D | ER = Q
- 1 [Computer Class Spring 2003 B

2 |[Attendance
@! 3 [Stud ent Secret Code Attend HW Quiz
o |t

5 L

7

g

g

10

11 d
i) o | v |21 Grades b ATTEND {Sheeta / K| | 2
Eheet2 /3 Default [ 100% | [sD [* | 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 - Open0ffice.org 1.0.2 o ] |
File Edit Wew Insert Format Tools Data  Window Help
| Helr bsala
[albany = o =] B i gm‘gzzg ﬂql
Jos M m s = —
o A | B | c | D | E Aiﬁ_
o 1 [Computer Class Spring 2003 B

2 |Attendance
@'— 3 |Stud ent Secret Code Attend HW Quiz

4
WP 5 |John
g 6 L

7

3

9

10

11 d
i o | v |21 Grades b ATTEND £ Sheeta /7 K| | 2
Ehest 2 /3  Default [ 1009 | [so [* | Sum=0
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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 BS5 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 “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.

-lof x|
File Edit Wew Inserk Format Tools Data window Help
| el Hea 3
[albary S]] Biva=s=== =
|ca =z = | =
g a | B ||:ID|E|F|G|H|A?

1 |[Computer Class Spring 2003 B
e 2 |Attendance
@E 3 |Student Secret Code 630 77 714 721 Total Count G

4
o 5 |Jlohn A3
Ef 6 |Mary Clueen3

7 |Lufnne lamangt

& |Bill FPayme

9 I !

1 -
R | [ |ﬂ4 v | »i[% Grades % ATTEND £ Sheets / |+ | 2
Sheetz /3  Default | 100% | [sTD [* | 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 B8.”

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. I record a “1” for each time a student is present and a zero for times
absent. | 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 - 10| x|
File Edit Wew Insert Format Tools Data  Window  Help
| el EHea & i
[aibary o>l B i va==== ﬂal
[5 = @ = = |=EmEnm —

A B lclpl e lrl & | w [ 1 | A_g

1 |Computer Class Spring 2003 B
2 |Attendance

3 |Student Secret Code 630 77 T4 721 Total Count Grade

4

5_|John Acl123 11 1 1 4 4_od]

& |Mary Queend 1 1 1

7 |Lubnne larmagt 1 1 1E

& |Bill Fayme 1 1 1

g

10 =
i r |p [ Grades s ATTEND {Sheets / K| | 2
Bheet 2 /3 Defaul | 1o0% | [t [* | Sum=100

Copy the three cells, G5 through IS5, then paste them in the remaining rows. You should get something
like this:

1=
File Edit Wiew Insert Format Tools Data Window  Help

[ Nler Hed & 2
[aibany o> Biva==== :-al
[18 rl = 2 = |=(caHap00 ]

A B lclolelFr] & | H 1| A_g_

1 [Computer Class Spring 2003 B

2 |Attendance

3 |Student Secret Code 630 77 714 721 Total Count Grade

q.

5 |Jahn Ac123 1 1 1 1 4 4 100

& |Mary Queen3 1 1 1 3 3 100

7 |Luhnne lamaqgt 1 1 1E 3 3 100

8 |Bill Payme 1 1 1 1 4 4

a

10 -
1| <[> |1 Grades s ATTEND /Shesta /7 KR | | 2
Bheet 2 /3 Default | 1009 | [sto [* | Sum=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
H untitled: - OpenDffice.org 1.0.2 -0l x|

File Edit Yew Insert Format Toaols Data  Window  Help

| Je | Hea & 3

5%t R | OB EE EF

[15 T @ = = [=emern —
A | B |c|D|E|F|G|H|I|,._$

1 [Computer Class Spring 2003 B

2 |HomeWork

3 |Student Secret Code 630 77 714 721 Total Count Graile

4

5 |John Ac123 1 9 10 10 39 4

6 |Mary Cueend 8 7 9 24 3 a0

7 |Ludnne lamagt 9 7 9E 25 3 8333

a |Bill Fayme 9 8 39 g 34 4 a5

g

10 -
4| » | +1[ Grades JATTEND ' HW / K| | 2
Bheet 3/ 3 Default | 1005 | [stD0 [* | Sum=57.5
The Quiz Sheet

H untitled1 - openoffice.org 1.0.2 oy ]

Fil= Edit Yew Insert Format Tools Data Window Help

| Hew EHed &

2% s i e OB A ﬂal
IF2 jﬁ2=| _
f | B lclol el frl e | n | 1 | A‘g

1 [Computer Class Spring 2003

2 |Cuiz :!'[

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

4

S |John Ar123 100 95 100 99) 394 4 935

& |Mary Queen3 a0 5o 96 266 3 8867

7 |Lulfane lamagt 95 83 9YE 274 3 91KB7

a |Bill Fayme 98 92 9B B3 369 4 9225

9

10 =
W« |+ |»1 [7ATTEND 7HW", Quiz /Test / 1141 | 2
Sheet 4[5  Default [ 1o0% | [sTD [* | Sum=0
The Test Sheet
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B untitled1 - OpenOffice.org 1.0.2 - 10| x|
File Edit Wew Insert Format Tools Data  Window  Help
| el EHea & i
$ % e | EE| DB HER :IJ
[t == = | -
A | B | c ol E F | & | H A%

1_|Computer Class Spring 2003 | B
2 [Test

3 |Student Secret Code 1 2 Total Count Graile

4

5 |John Acl23 100 95 195 2 975

& |Mary Cueend a0 8o 170 2 85

7 |Lubnne lamayt 95 83 178 2 89

& |Bill Payme 98 92 190 2 95

9

10 =
M| 4| > | i [{ATTEND fHw uiz', Test / 1 3 e
Bheet5/5 Defaul | 1o0% | [t [* | 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 untitled: - OpenDffice.org 1.0.2 -0l x|
File Edit Yew Insert Format Toaols Data  Window  Help
| Helr Esa8 3
5%t R | OB EE EF
E ez = i
a_ [ 8 [ ¢ [olelrl & [ i

1 [Computer Class Spring 2003 B
2

3 |Student Secret Code Attend HW Quiz Test Graile

4

5 [lohn Acl23

6 |Mary Cueend

7 |Ludnne lamagt

& |Bill Fayme

9

10 =
i[> |21 [ Grades fATTEND fHu {quiz [Test /|| ] | 2
Sheet 1/5  Default | 1005 | [stD0 [* | 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.

Copyright © 2003-2006 Adult Life Training, Inc.
Page 51 of 55




Adult Life Training, Inc. CS 4.0 Working Spreadsheets

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:

15/
File Edit Wew Insert Format Tools [Data  Window Help

| ez Esd & 3
@ % EE DB ED :IJ
[s | m = = |=Testss _

a1 8 [ c [olel*rl & [ ¢

1 |Computer Class Spring 2003 B
2

3 |Student Secret Code Attend HW Quiz Test Graile

4

5 |Jahn Ac123 100 976 98.5

6 |Mary Cueend

7 |LuAnne lamat

& |Bill Fayme

9

10 =
4|« | |»1[\Grades SATTEND fHuw fQuiz {Test 7 || 4] 2
Bheet 1/5  Default | 100% | [stD [* | Sum=57.5

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 is 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 - 10| x|

File Edit Wew Insert Format Tools Data  Window  Help

| do|xHzd/& i

$ % e | EE| DB HER :IJ

= T @ = = [=(00%CSH0. 25 HD. FESHD.41FS) —
a1 8 [ c [olelrl & 1 =7

1 |Computer Class Spring 2003 B

z

3 |Student Secret Code Attend HW Quiz Test Graile

4

5 |John Acl23 o0 575 535 9750 0805

& |Mary Cueend

7 |Lubnne lamayt

& |Bill Fayme

g

10 =

|| > |r1 [ Grades f&TTEND fHw {Quiz /Test 7 || ] 2

Bheet1/5 Defaul | 1o0% | [t [* | Sum=%8.05

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:

1=
File Edit Wiew Insert Format Tools Data Window  Help
IFiIe:H,I'D:J’Pr|:|jectsIFBO%ZDTraining,l'CSElEl4,|’grades1.sxc j @ || |__A|v = & ‘ % ﬂ
0% s 0B :IJ
[6s -l= == ]
a [ 8 [ c [olelrl & [ i1

1 [Computer Class Spring 2003 B

2

3 |Student Secret Code Attend HW Quiz Test Graile

q.

5 |John Acl23 1000 975 9845 975 9305

& |Mary Cueen3 100 808867 85 86.6

7 |LuAnne lama gt 100 83339167 89 8377

a |Bill FPayme 100 g5 0225 95  G92G8

9 —1

10 -
4|4 » | ri [ Grades f&TTEND fHi {Quiz /Test 7 || 4] | 2
Bheet1/5 Default | 1009 | [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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saveas 21 x|
Savein | CS004 x|+ @Ecf E

license. bl

My M

File: name: Igrades1 j Save

Save a3 type: IWeb Page [OpenDffice.org Calc) j Cancel |

v &utomatic file name extension

[~ Save with passward
[~ Edi filter setings
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Certification Test for CS 2.0
Working Spreadsheets

1. [ ]Start the spreadsheet program

2. [ ]Identify a cell by its column-row designation

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

a. [ ]JEntering 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.

4. [ ]Use 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

5. [] 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) [ ]Totals 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).

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.

Name :

Street:

City, State, Zip:

Phone: Todays Date:

Instructor:
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