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Recap on Last Session 

Using EXCEL 



Entering Sequences 

Automatic entry of months / days / number sequences 

Double-click between columns to automatically widen them.  

Type ñJanuaryò then pull 

handle downwards. 

Type ñ1ò and ñ2ò, 

select BOTH, then 

drag downwards 



Setting up a Home Budget 

Spreadsheet 



Insert an autosum × in cell B16 

Then press ENTER 



Drag the formula across to December 



Do the same for the total income 



Insert the formula =B22-B16 in B23 



Drag the formula across to December 



Finish by autosumming × column N 



Naming Cells 

Click in A10 and type ñrateò in the Name Box 

Then press ENTER 



Naming Cells 

Type the formula ñ=rateò in cell B3 

Then drag it down to cell B7 



Naming Cells 

Whatever you type in A10 gives a new result 

Q) Find the lowest rate of pay that would still 

give him £500 per day 



Making Labels Using Word 

1) The Simple Version 



Word 2003 

Select Tools >  

Letters and Mailings >  

Envelopes and Labels 



Word 2010 

Select Mailings>  

Labels 



Select Options 



Avery A4 and A5 sizes 

J8160 - Address 



New Document 


