Obedience Lessons

Autumn 2013

/ \

Session 6 1 Mail Marge Labels




Recap on Last Session

Using EXCEL



Entering Sequences

Automatic entry of months / days / number sequences

@_1 File Edit View Insert Format Tools Data  FlashPaper Window Help
N ESH R TRI SRR S o mapr -of

: Arial -0 B IU|IESEEE % BB FEE DDA
E1 - &~ 1
A | B | C D E F | 6 | H | | | J ]
1 |January Monday 1 0 50
2 |February Tuesday 21 10 100
3 |March Wednesday 3 20 150 and n 2
4 |April Thursday 4 30 200
5 |May Friday 5 40 250
6 |June Saturday 6 50 300 hen pu
7 |[July Sunday 7 60 350
8 |August g 70 400
9 |September 9 80 450
10 | October 10 90 500
11 |Movember 1 100 550
12 [December 12 110 600
13 13 120 650
14 14 130 roa
15 15 140 750
16 16 150 800
17 17 850
18 18 500
19 19 850
20 20 1000
21

Double-click between columns to automatically widen them.



Setting up a Home Budget
Spreadsheet



Insert an autosum X In cell B16

2] Microsoft Excel - BUDGET 2013 Example
(] File Edit View Inset Format Tools Dats Window Help Type 3 question for help
= = | |V & | & L S | | | @ Ei'ielibl'i 14 | B L U == = -5 !
5UM - =SUM{B4:B15)
A [ B ] ¢c T o [ E [ F [ 6 [ H [ t [ J [ K T L [ M [ N [ o P ] |
KR 2013
2
3 |Expenditure [JEDHHJFeb Mar |Apr May (Jun Jul Aug Sep Oct Nov Dec Total
4 |Life Insurance ?;‘26 ?EG £6 £6 £6 £6 £6 £6 £6 £6 £6 £6
5 |Electricity §£61 EI£61 £61 £61 £47 £47 £47 £47 £47 £47 £47 £47
6 |Council Tax E£151 F £147 |£151 |£151 |£151 |£151 |£151 |£151 |[£151 ([£151
7 |Car Insurance x 2 E£29 E£29 £29 £29 £29 £29 £29 £29 £29 £29 £29 £29
8 |Telephone / Broadband §£44 E£44 £44 £44 £44 £44 £44 £44 £44 £44 £44 £44
9 |TV licence EEll EEll fl11 fl11 fl11 fl11 fl11 fl11 fl11 fl11 fl11 fl11
10 | Subscriptions 3£4 E£4 £4 £4 £4 £4 £4 £4 £4 £4 £4 £4
11 |house/contents insurance §£29 E£29 £29 £29 £29 £29 £29 £29 £29 £29 £29 £29
12 |Food, petrol etc. EEGOO EEGOO £600 [£600 |£600 |£600 |£600 |£600 |[£600 |£600 (£600 (£600
13 [Papers §£12 E£12 £12 £12 £12 £12 £12 £12 £12 £12 £12 £12
14 |Heating oil ;E-’-IO IEE-'-IO £40 £40 £40 £40 £40 £40 £40 £40 £40 £40
15 | Water Bill f £31 £31 £31 £31 £31 £31 £31 £31 £43
16| TOTAL Thop eSS ENT
17 1] LAY JII COoo LLIN L1\
18 |Income Jan Feb Mar |Apr May |Jun Jul Aug |Sep Oct Nov |Dec |Total
19 |Pension £935 |£935 |£935 |£955 |£977 |£977 |£977 |£977 |£977 |£977 |£977 |£977
20 [Income 1 £617 |£617 |£617 |£625 |£625 |£625 |£625 [£625 ([£625 ([£625 |[£625 |£625
21|Income 2 £627 |£627 |£627 |£673 |£673 |£673 |£673 |[£673 [£673 [£673 |£673 |£673
22 |TOTAL
23 |Residual
| 24 |
W
RPN " Sheet1 / Sheet2 / Sheet3 / &4

P0|nt

o oW @@ = El a2/ N\~7 \\" D0




Drag the formula across to December

2] Microsoft Excel - BUDGET 2013 Example
IE_] File Edit View |Inset Format Tools Data Window Help Type a question for help
NN BERE = NN AN NN A R @& = - 5] £| | @ Eicﬂ“bfi x4 'IBIHIEEﬂIE‘E% 2
B16 - 7 =SUM(B4:B15)
A l 8 | ¢ [ o [ E [ F | & | ®w [ ¢+ | 4 [ kK [ L [ m | n | o | P | —

1| 2013

2

3 |Expenditure Jan Feb Mar |Apr May (Jun Jul Aug Sep Oct Nov Dec Total

4 |Life Insurance fo6 fo6 fo6 fo6 fo6 fo6 fo6 fo6 fo6 fo6 fo6 fo6

5 |Electricity £61 £61 £61 £61 £47 £47 £47 £47 £47 £47 £47 £47

6 |Council Tax £151 £147 |[£151 |£151 |£151 |£151 |£151 |£151 |[£151 |[£151

7 |Car Insurance x 2 £29 £29 £29 £29 £29 £29 £29 £29 £29 £29 £29 £29

8 |Telephone / Broadband £44 £44 £44 £44 £44 £44 £44 £44 £44 £44 £44 £44

9 |TV licence £11 £11 £11 £11 £11 £11 £11 £11 £11 £11 £11 £11

10 | Subscriptions £4 £4 £4 £4 £4 £4 £4 £4 £4 £4 £4 £4

11 |house/contents insurance £29 £29 £29 £29 £29 £29 £29 £29 £29 £29 £29 £29

12 |Food, petrol etc. £600 ([£600 |£600 |£600 |£600 |£600 |£600 |(£600 |[£600 (£600 |£600 |£600

13 |Papers £12 £12 £12 £12 £12 £12 £12 £12 £12 £12 £12 £12

14 |Heating oil £40 £40 £40 £40 £40 £40 £40 £40 £40 £40 £40 £40

15 | Water Bill ! :

16 [TOTAL

17

18 |Income Jan Feb Mar |Apr May (Jun Jul Aug Sep Oct Nov Dec Total

19 |Pension £935 [£935 |£935 |£955 |£977 |£977 |£977 |£977 |£977 |(£977 |£977 |£977

20 |Income 1 £617 |[£617 |£617 |£625 |£625 |£625 |£625 |(£625 |[£625 [£625 |£625 |£625

21 |Income 2 £627 |£627 |£627 |£673 |£673 |£673 |£673 |£673 |£673 [£673 |£673 |f673

22 | TOTAL

23 |Residual

| 24 |

W

RPN " Sheet1 / Sheet2 / Sheet3 / &4
Ready Sum=£11,810

@ | = W] \_‘@ wd, :I erEy \\// \V’ P il )



Do the same for the total iIncome

2] Microsoft Excel - BUDGET 2013 Example
IE_] File Edit View [nset Format Tools Data Window Help T
NN BERE = NN AN NN A R @& = - 5] £| | @ Eicﬂ”bri x4 'IBIHIEEﬂIE‘E% 2
B22 - 7~ =SUM(B19:B21)
A | B | ¢ | o | E | F | & | H | 1 [ J K | L Mm_ | N | 0o |
1| 2013
2
3 |Expenditure Jan Feb Mar |Apr May (Jun Jul Aug Sep Oct Nov Dec Total
4 |Life Insurance fo6 fo6 fo6 fo6 fo6 fo6 fo6 fo6 fo6 fo6 fo6 fo6
5 |Electricity £61 £61 £61 £61 £47 £47 £47 £47 £47 £47 £47 £47
6 |Council Tax £151 £147 |[£151 |£151 |£151 |£151 |£151 |£151 |[£151 |[£151
7 |Car Insurance x 2 £29 £29 £29 £29 £29 £29 £29 £29 £29 £29 £29 £29
8 |Telephone / Broadband £44 £44 £44 £44 £44 £44 £44 £44 £44 £44 £44 £44
9 |TV licence £11 £11 £11 £11 £11 £11 £11 £11 £11 £11 £11 £11
10 | Subscriptions £4 £4 £4 £4 £4 £4 £4 £4 £4 £4 £4 £4
11 |house/contents insurance £29 £29 £29 £29 £29 £29 £29 £29 £29 £29 £29 £29
12 |Food, petrol etc. £600 ([£600 |£600 |£600 |£600 |£600 |£600 |(£600 |[£600 (£600 |£600 |£600
13 |Papers £12 £12 £12 £12 £12 £12 £12 £12 £12 £12 £12 £12
14 |Heating oil £40 £40 £40 £40 £40 £40 £40 £40 £40 £40 £40 £40
15 | Water Bill £31 £31 £31 £31 £31 £31 £31 £31 £31 £31 £31 £43
16 | TOTAL £1,018(£867 |£867 |£1,014|£1,004|£1,004|£1,004 (£1,004 (£1,004|£1,004|£1,004|£1,016
17
18 |Income Jan Feb Mar |Apr May (Jun Jul Aug Sep Oct Nov Dec Total
19 |Pension £935 [£935 |£935 |£955 |£977 |£977 |£977 |£977 |£977 |(£977 |£977 |£977
20 |Income 1 £617 |[£617 |£617 |£625 |£625 |£625 |£625 |(£625 |[£625 [£625 |£625 |£625
21 |Income 2 — - e — . B £673
22 |TOTAL |£2,179[£2,179 £2,275 ﬂis—
23 |Residual

| 24 |

I4<

» M|\ Sheetl / Sheet2 [ Sheet3 /

Ready

o W @@ = Fl éL'\\//\Vl

Sum=

£26,930

2 &g G| <0 o




Insert the formula =B22- in B23

2] Microsoft Excel - BUDGET 2013 Example
IE_] File Edit View |Inset Format Tools Data Window Help Type a question for help
: < = | | & G % B3 | 9 - | @& = - 4] 2] |l @ E;-:elibri 14 [|B|Z O == = o8 o
5UM - =B22-B16
A [ 8 | ¢ [ b [ E [ F [ 6 | ® [ v+ | 4o [ K [ L [ m [ N | o | P | =
1| 2013
2
3 |Expenditure Jan Feb Mar |Apr May (Jun Jul Aug Sep Oct Nov Dec Total
4 |Life Insurance fo6 fo6 fo6 fo6 fo6 fo6 fo6 fo6 fo6 fo6 fo6 fo6
5 |Electricity £61 £61 £61 £61 £47 £47 £47 £47 £47 £47 £47 £47
6 |Council Tax £151 £147 |[£151 |£151 |£151 |£151 |£151 |£151 |[£151 |[£151
7 |Car Insurance x 2 £29 £29 £29 £29 £29 £29 £29 £29 £29 £29 £29 £29
8 |Telephone / Broadband £44 £44 £44 £44 £44 £44 £44 £44 £44 £44 £44 £44
9 |TV licence £11 £11 £11 £11 £11 £11 £11 £11 £11 £11 £11 £11
10 | Subscriptions £4 £4 £4 £4 £4 £4 £4 £4 £4 £4 £4 £4
11 |house/contents insurance £29 £29 £29 £29 £29 £29 £29 £29 £29 £29 £29 £29
12 |Food, petrol etc. £600 ([£600 |£600 |£600 |£600 |£600 |£600 |(£600 |[£600 (£600 |£600 |£600
13 |Papers £12 £12 £12 £12 £12 £12 £12 £12 £12 £12 £12 £12
14 |Heating oil £40 £40 £40 £40 £40 £40 £40 £40 £40 £40 £40 £40
15 | Water Bill €§,1,,, £31 £31 £31 £31 £31 £31 £31 £31 £31 £31 £43
16 | TOTAL *_Eflfpiga£867 £867 |[£1,014|£1,004|£1,004|£1,004|£1,004|£1,004 (£1,004 (£1,004|£1,016
17
18 |Income Jan Feb Mar |Apr May (Jun Jul Aug Sep Oct Nov Dec Total
19 |Pension £935 [£935 |£935 |£955 |£977 |£977 |£977 |£977 |£977 |(£977 |£977 |£977
20 |Income 1 £617 |[£617 |£617 |£625 |£625 |£625 |£625 |(£625 |[£625 [£625 |£625 |£625
21 |Income 2 £627 |[£627 |£627 |£673 |£673 |£673 |£673 |£673 |£673 [£673 |£673 |f673
22 | TOTAL 17D N0 (£2,179(£2,253(£2,275|£2,275|£2,275|£2,275|£2,275 [£2,275 [£2,275|£2,275
23 |Residual
| 24 |
W
Mod v ' Sheet1 / Sheet2 / Sheet3d / &4

P0|nt

@ o W] \_‘@ wd, :I erEy \\// \V’ P il )




Drag the formula across to December

2] Microsoft Excel - BUDGET 2013 Example
IE_] File Edit View |Inset Format Tools Data Window Help Type a question for help
iSOG RV E SRS 9B -8R i Colib -4 -[e]z u|E]= =549 % o
B23 - # =B22-B16
A l 8 | ¢ [ o [ E [ F | & | ®w [ ¢+ | 4 [ kK [ L [ m | n | o | P | —
1| 2013
2
3 |Expenditure Jan Feb Mar |Apr May (Jun Jul Aug Sep Oct Nov Dec Total
4 |Life Insurance fo6 fo6 fo6 fo6 fo6 fo6 fo6 fo6 fo6 fo6 fo6 fo6
5 |Electricity £61 £61 £61 £61 £47 £47 £47 £47 £47 £47 £47 £47
6 |Council Tax £151 £147 |[£151 |£151 |£151 |£151 |£151 |£151 |[£151 |[£151
7 |Car Insurance x 2 £29 £29 £29 £29 £29 £29 £29 £29 £29 £29 £29 £29
8 |Telephone / Broadband £44 £44 £44 £44 £44 £44 £44 £44 £44 £44 £44 £44
9 |TV licence £11 £11 £11 £11 £11 £11 £11 £11 £11 £11 £11 £11
10 | Subscriptions £4 £4 £4 £4 £4 £4 £4 £4 £4 £4 £4 £4
11 |house/contents insurance £29 £29 £29 £29 £29 £29 £29 £29 £29 £29 £29 £29
12 |Food, petrol etc. £600 ([£600 |£600 |£600 |£600 |£600 |£600 |(£600 |[£600 (£600 |£600 |£600
13 |Papers £12 £12 £12 £12 £12 £12 £12 £12 £12 £12 £12 £12
14 |Heating oil £40 £40 £40 £40 £40 £40 £40 £40 £40 £40 £40 £40
15 | Water Bill £31 £31 £31 £31 £31 £31 £31 £31 £31 £31 £31 £43
16 | TOTAL £1,018(£867 |£867 |£1,014|£1,004|£1,004|£1,004 (£1,004 (£1,004|£1,004|£1,004|£1,016
17
18 |Income Jan Feb Mar |Apr May (Jun Jul Aug Sep Oct Nov Dec Total
19 |Pension £935 [£935 |£935 |£955 |£977 |£977 |£977 |£977 |£977 |(£977 |£977 |£977
20 |Income 1 £617 |[£617 |£617 |£625 |£625 |£625 |£625 |(£625 |[£625 [£625 |£625 |£625
21 |Income 2 £627 |£627 |£627 |£673 |£673 |£673 |£673 |£673 |£673 [£673 |£673 |f673
22 | TOTAL e . . . i~
23 |Residual £1,312 |£1,312 £1,271|£1,271 £1,271|£1,271 |£1,27
| 24 |
W
Mod v ' Sheet1 / Sheet2 / Sheet3d / &4
Ready Sum=£15,180

@ | = W] \_‘@ wd, :I erEy \\// \V’ P il )



Finish by autosumming x column N

(=] Microsoft Excel - BUDGET 2013 Example
@_’I File Edit View [nset Format Tools Data Window Help
P S (2 0]V A & G 7.9 - (& = -3l 56 @ A -+ LB I U|EE =S
P27 - =~

A [ B [ ¢ | o | e | FF "¢ [ v [ 1 T 9 v [ 'L | m
1] 2013
2
3 |Expenditure Jan Feb Mar |Apr May (Jun Jul Aug Sep Oct Nov Dec
4 |Life Insurance £6 £6 £6 £6 £6 £6 £6 £6 £6 £6 £6 £6
5 |Electricity £61 £61 £61 £61 £47 £47 £47 £47 £47 £47 £47 £47
6 [Council Tax £151 £147 |£151 [|£151 (£151 [£151 [£151 [£151 |([£151 |([£151
7 |Car Insurance x 2 £29 £29 £29 £29 £29 £29 £29 £29 £29 £29 £29 £29
8 |Telephone / Broadband £44 £44 £44 £44 £44 £44 £44 £44 £44 £44 £44 £44
9 [TV licence £11 £11 £11 £11 £11 £11 £11 £11 £11 £11 £11 £11
10 |Subscriptions £4 £4 £4 £4 £4 £4 £4 £4 £4 £4 £4 £4
11 |house/contents insurance £29 £29 £29 £29 £29 £29 £29 £29 £29 £29 £29 £29
12 |Food, petrol etc. £600 [£600 [£600 [£600 [£600 [£600 [£600 [£600 [£600 [(£600 [£600 [£600
13 |Papers £12 £12 £12 £12 £12 £12 £12 £12 £12 £12 £12 £12
14 | Heating oil £40 £40 £40 £40 £40 £40 £40 £40 £40 £40 £40 £40
15 |Water Bill £31 £31 £31 £31 £31 £31 £31 £31 £31 £31 £31 £43
16 | TOTAL £1,018 [£867 |£867 |£1,014(£1,004(£1,004(£1,004 (£1,004 (£1,004 (£1,004 (£1,004 (£1,01
17
18 |Income Jan Feb Mar |Apr May (Jun Jul Aug Sep Oct Nov Dec
19 | Pension £935 [£935 |£935 [|£955 (£977 [(£977 [£977 |(£977 |(£977 |(£977 [£977 [£977
20 [Income 1 £617 |£617 |£617 |£625 |£625 |[£625 [£625 [£625 [£625 ([£625 [£625 [£625
21 |Income 2 £627 |£627 |£627 |£673 |£673 [£673 [£673 [£673 [£673 [(£673 [£673 [£673
22 |”TOTAL £2,179(£2,179 |£2,179 |£2,253 |£2,275 |£2,275 |£2,275 (£2,275 (£2,275 (£2,275 [£2,275 [£2,275
23 |Residual £1,161|£1,312 |£1,312 |£1,239 |£1,271 |£1,271 |£1,271 |£1,271 |£1,271 |£1,271 |£1,271 |£1,259 | &}
24
Mo v ' Sheet1 / Sheet2 / Sheet3 / &4

Ready

© | = W] \_‘@ o, tl erEy \\// \V’ P il )




Naming Cells

Custome

Charge Hours Costof Costof Callout Total
» [IName JeL hour Worked Labour Materials charge  Bill
3 Law £35° 2 £70.00 £4.00 £74.00
a |Derrick : 3 £105.00 £18.00 £123.00
s |Allen £35.00 d £140.00 £40.00 £180.00
s Crowe £35.00 1 £15.00 £15.00 £65.00
7 George £35.00 £12.00 £15.00 £97.00

£539.00

s rate of pa
10 Ll

T~

ClickinAl0and t rate@® inhnNaméRox
Then press ENTER




Naming Cells

A B C D E F G
1 Customer Charge Hours Costof Costof Callout Total
» Name per hour Worked Labour Materials charge Bill
3 |Law =rate | 2 £70.00 £4.00 £74.00
2 | Derrick £35.0 3 £105.00 £18.00 £123.00
s Allen £35.00 4 £140.00 £40.00 £180.00
s Crowe £35.00 1 £35.00 £15.00 £15.00 £65.00
7 George £35.00 £70.00 £12.00 £15.00 £97.00
8
s |rate of pay Daily Total :- £539.00

10

11

Type

t he

frateomu Ina cre |

Then drag it down to cell B7



Naming Cells

Customer Charge Hours Costof Costof Callout Total
Name per hour Worked Labour Materials charge Bill

Law £38.00 2 £76.00 £4.00 £80.00
Derrick £38.00 3 £114.00 £18.00 £132.00
Allen £38.00 4 £152.00 £40.00 £192.00
Crowe £38.00 1 £38.00 £15.00 £15.00 £68.00
George £38.00 2 £76.00 £12.00 £15.00 £103.00
rate of pav_l Daily Total :- £575.00

38

\

Whatever you type in A10 gives a hew 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

| Document? - Microsoft Word - o IEH
{ File Edit View Insert Window Help Type a question for help + X
——
PN EER SIS (ALY gpeng and Grammar...  F7 | 7} (3 [ == |45 G] T 124% - @ | QdRead M} Arial L' =B i A - E
[] R B R T R R | = i SRR I I UL IR SIS ARt AN RE UK AR R S S O "
ST P
Options... | - =l
: v
; Letter Wizard...
; Select Tools >
: Letters and Mailings >
: Envelopes and Labels
% v
@ F3
; 3
F
>




Word 2010

Inset  Pagelayout  Refen @ Adddns  Merge Tools

View
N S BT
[=]] g4 % = =8 93 Match Fields l

eview

é!ﬁi'

Find Recipient

S@t Mail  Select Edit Highlight Address Greeting Insert Merge Pri % Finish &
lerge ~ Recipients ¥ Recipient List | Merge Fields Block  Line Field~  [2) Update Labels | pesyits = 3 Auto Check for Errors | perge -
Start Mail Merge Write & Insert Fields Preview Results Finish
1

.1.|.2. .|.4.|..|.5.|.7.|.3.|..|.m.|.n..12-..13...4...‘5...
Create and print labels.
You can select from a number of

popular paper label styles and
shapes.

Select Mailings>

Labels




Select Options

Envelopes and Labels
Envelopes | Labels
Address: G = [ ]usereturn address Brint
”

Mew Document

Cancel
Dptions...
h E-postage Properties...
Label
Print Avery A4 and AS sizes, 13160
(@) Full page of the same label Address
() Single label
Row: |1 +| Column: |1 -

Before printing, insert labels in your printer's manual feeder,



Avery A4 and A5 sizes

Label Options

Printer information

i) Dot matrix

(®) Laser and ink jet Tray: Manual

Label information

Label products: Avery A4 and A5 sizes

J8160 - Address

Product number: bl informati

140065 - Parcel | [ RN

J400DK - Diskette Type: Address

Jaoo=L - Jomm If"dE Height: 3.81cm

- Video Face .
1400V5 - Video Spine Width: 6.35 cm
L — Page size: A4(21x 29.7 am)
q|13160 - Address W

Details. .. Mew Label... QK

Cancel




New Document



