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Entering Text into Worksheet Cells
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Formula bar.

Four ways to edit a cell:
1. Click into the formula bar above the worksheet.
2. Double-click on the cell you wish to edit.
3. Press F2 within the cell you wish to edit.
4. Navigate to a cell and type over the contents.

nter a number in cell B1
and then press Enter.

el e U Lo

| Sheet1 |

A | 8 | © | D

InterestRl  0.0525

Interest Rate 1

Term 2 |Term
Principal 3 iPrincipaI
Payment 4 Payment

\

fo default text entered into a

cell will overiap adjacent cells
in a given row as needed...

W o~ O W W -

-t
()

...until something is entered in the E !
adjacent cell. The contents of cell
A1 are still present but no longer
entirely visible. Any cell can
contain up to 32,000 characters.

| Sheet @
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Managing Column Widths

Draw  Page Layout

Calib : i ;
- >/ Alternative: Right-clickon a

column (make sure to to right-
click on the worksheet frame as
a different menu appears for
worksheet cells).

I [’@ <
&
Clipboard & Styl  Cell Size

B I

r:I Row Height...

AutoFit Row Height

You can also select two or more
columns at once and use any of

these techniques to resize
multiple columns.

Format Cells...
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Column width:

1 Column Width..,
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AutoFit Column Width '
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Alternatives: Position cursor to the right of a column
and double-click, or hold down the left mouse button
and drag to the left or the right.
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Formatting Numbers
xz AutoSavem 8| = A e

| F
The Accounting Format adds a dollar i g $ 30,000.00
7 |Currency $30,000.00

sign, commas, and two decimal places. : \ \

7.

10 l e Accounting Format aligns
: dollar signs at the left, versus
Undo Clipboard & [ Alignment , cu"ency format that p'aces

2 2 Optional: Click Decrease Decimal twice dollar signs adjacent to the

1 !lntere},t Rate 5.25% 5 e
> |Term to remove unwanted decimal places. ! number.

3 IPrincipal

1 |Interest Rate
2 |Term

: £ View Help
,;«l{rincipal q $30,000Q

5 — Currency ~ [l Conditional Formatting o ) @ Ml Conditiq
. o H 0 v 3 [-—
Alternative: Type dollar signs /z)% Format as Table 8 $ ~ % 5 Format 4
and/or commas when enterin X 7 Cell Styles v : N
/ 8 ’ healil b Choose General from the

numbers to enter and format as .
he Comma Styles button also Number Format list to remove

Currency in one step (assumin : :
cell ha\; o existinp (number 8 automatically adds two 5 | number formatting from one or
g decimal places. more cells.

format).

We’re here to help. Email us at support@studentsexcel.com 5 of 14
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Formatting Worksheet Cells

A B

Interest Rate 5.25%
Term 48

$30,000 D
Update spreadsheet to include all of

this text, and then select cells A6:E6.

A’Principal
|Payment

@ AutoSaxe

Click the Undo
command (or press
Ctrl-Z) if you make a

mistake.

o i —

~
Interest Principal Balance D

Payment # Date
Sheetl +

@ AutoSave ’ 2 C;e
Click the Center command to center

text within the cell. Many commands
do not have keyboard shortcuts.

Fle  Home |Insert Draw Page

Alternative, click a formatting icon
again to turn that format off. |

6 ¢ Payment # Date
= ;\
i N

Calibri
)1
Alighment

Click the Bold icon =

1 | (or press Ctrl-B). icon (or press Ctrl-U).

2 V[Term 48

We’re here to help. Email us at support@studentsexcel.com

2 |Term 43
3 |Principal $30,000
4 ]Payment

5 |

Interest Principz

7

Text is bolded, underlined, and
centered within the column.

Sheetl
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B
1 |InterestRate  5.25%
2 |Term 43

— R
3 |Prin 1
4 .paym&el/’rype alincell A7.

. Payment # Date Interest Princip4

5.25%

Enter this formula in cell A8.
Formulas always begin with
an equal sign.

Interest Principi

Sheetl

Copying Formulas

W o g o s wN

C D [ A | B
- 7 |Interest Rate 5.25%
|Term 43
|Principal $30,000
|Payment

Excel shows the formula result
when you press Enter. Optional:
Double-click the cell to edit the
formula again.

Date Interest Principd | Payment# Date Interest Princip4

W oo N b bW N

Drag the Fill Handle in cell
A8 down through cell A54. oD

Excel copies the formula down
and creates a series of numbers.

7
4,;

Sheetl Sheetl
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Entering Dates

A = c | D P B C D | A | B | € | D
2 o 6 | Payment# Date Interest Princi

6 | Payment# Date Interest - Principd 1
F ‘ Enter a second date, select 7 1
d s 2] |
( 1) 3 |P| cells B7:B8, and then double- |f§f 8 |
NS Y Pl ; : =
Enter dates in m/d/yyyy format. | click the Fill Handle. @
You can enter a date as 6 | Dates in Excel are serial number
01/01/2024,1/1/2024, or 7 I representing the number of days
1/1/24. If you enter 1/1 and 8 ‘ since January 1, 1900. You may
press Enter Excel adds the 9 3 sometimes inadvertently lose the
current year. ! Gheatt " date format.
4 ‘_\ -
) 2\ . - ~ Q‘— 4 X K_E AutoSave
1 o not include an equal sign 1N xcel creates a series of dates
2 |1f otherwise Excel will perform | | 2| down the column and stops b iy, 8
3 ?| division instead of returning 3 || when it finds a blank cell in the 0 . o ™
4p - dote 4| preceding column. ; L[:I =
5 : 5 | Paste of General
6 | Date  Interest Principd 6 Payment# Dat Interest Princi v 123 No specific
7 ' 7 1| 1/1/2024 Undo Clipboar
3 1/1/2024 8 2| 2/1/2024 B B SRS s 90
=51 2 ‘=2/1/2024| 9 3| 3/1/2024 6 Date Inter 9\ Soany
| n al alsinnna - a
Sheett + Sheetl + Sl 1 1/1/2024

8 453

QﬂLdmtA‘\\
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Calculating Our Loan Payment

PMT = |2 - X W =PMT(B1/12,B2,B3)

A E G
\InterestRate  5.25% |interestRate  5.25% The formula appears in the
Term 48 Term 48 formula bar as you build it.
\Principal \Principal 530,000 ' 7\

Payment (= Payment  |=PMT(B1/12,82,83) [T|nterest rates must match the basis of the

Function Arguments term, which in this case is in months, so
we divide by 12 here.

=
: Paymen 1 Type = followed by a
minus (-) sign. PMT

Type

-694,2813825
Calculates the payment for a loan based on constant payments and a constant interest rate,

Formula result appears here. lue: the total amount that a series of future payme

= 2
g For&mularesun 694,2813825

Help on this function

We’re here to help. Email us at support@studentsexcel.com 9 of 14
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I °
Excel's Order of Operations
1 |Interest Rate 5.25% \Interest Rate 5.25%

2 [Term 48 ITerm a8
3 |Principal $30,000 \Principal $30,000 100.21 |=100+7*0.03
4 :Payment $694.28 iPayment $694.28 3.21“—|=(100+7)‘0.03]
5 4
' Payment # Date Interest Princip Payment # Date Interest Principal Balance
1/1/2024| $131.25. : 1/1/2024| $131.25
2/1/2024 [Cgy/12%83 2/1/2024
3/1/2024 ]
4/1/2024
5/1/2024
6/1/2024
7/1/2024
8/1/2024
9/1/2024
10/1/2024
11 11/1/2024
12 12/1/2024
13 1/1/2025
14 2/1/2025

You can include parentheses in this
calculation but they're not necessary since
no addition or subtraction is occuring.

7/1/2024
8/1/2024
9/1/2024

10/1/2024 cel calculates formulas from left to right
11/1/2024 nd then based upon this hierarchy:
12/1/2024 1. Parentheses

1/1/2025 2. Exponents

2/1/2025 3. Division
15 3/1/2025 3/1/2025 4. Multipication
16 4/1/2025 4/1/2025 5. Addition

Sheet1 : Sheet1 6. Subtraction

&aiﬂ Ltd QN
& We’re here to help. Email us at support@studentsexcel.com 10 of 14
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Use F4 to Toggle Absolute References

2

, :Payment

Wt s B Ww N

., A | B
|Interest Rate
Term 48
Principal $30,000
; Payment $694.28

' Payment#  Date

5.25%

D

Excel sometimes, but not always,

adopts the number format of other
cells that you reference.

Select cell B4 in the formula bar
and press F4 (or Cmd-T in Excel

for Mac) to create an absolute

1
2/1/2024
3/1/2024

o« Sa fmnmm -

Sheetl

B

Date

reference.

Interest Principal

~Balance

1/1/2024

$131.25 |=5BS4-C7

=B4-C7 |

2/1/2024
3/1/2024

E F G

|Interest Rate 5.25%
‘Term 48
|Principal $30,000
5694.28

2/1/2024
3/1/2024
4/1/2024
Sheetl

D
N

Excel changes the cell references to
the payment amount as the formula is
copied down.

Date

=B3-D7

Interest Principal

8 | 2/1/2024
9 | 3/1/2024
10 | 4/1/2024
11| 5/1/2024

We’re here to help. Email us at support@studentsexcel.com

7 | 1/1/2024 $131.25 $563.03(529,436.97

5
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Copying Formulas

A B

|Interest Rate 5.25% :Interest Rate 5.25%
Term 48 |Term 43
\Principal $30,000 Principal $30,000 Drag the formulain
.Payment $694.28 jPayment $694.28 cell D7 down to D8.

: Payment # Date Interest Princip: : Payment # Date Interest Principal
1/1/2024 $131.25 $563.0 | 1 1/1/2024
2/1/ . 2 2/1/2024
3/1/2024 |=E7"$B$1/12 3 3/1/2024
4/1/2024 e
5/1/2024
6/1/2024 B

Sheetl

7/1/2024 1 Tlntere;t‘ Rate 5.25%
8/1/2024 2 |Term 48
9/1/2024 3 |Principal $30,000

10/1/2024 4 |Payment $694.28
11 11/1/2024 5 |

12 12/1/2024

13 1/1/2025 1 1/1/2024 $131.25 $563.03_ $29,436.97
14 2/1/2025 2 2/1/2024 $128.79 556
| 3
a

W oo NN b bW N

[y
o

; Payment # Date Interest Principal Balance

15 3/1/2025 3/1/2024
16 4/1/2025 al1/anna
Sheetl Sheetl

=E7-D8

We’re here to help. Email us at support@studentsexcel.com 12 of 14
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AutoSum Feature

uilnterest Rate 5.25%

Term

iPrincipal

—

B @ AutoSave ‘ = CarPaymeﬁlsxV

1 File Home Insert Draw  Page Layol
Double-click the :
bottom of cell A6.

| AutoSum also appears ]

Data Review View

g @ M

:Payment J* h
| | onthe Home menu. . | oa Math&  More

Insert

Date Interest Function

1/1/2024 $131.25
2/1/2024 $128.79
3/1/2024 $126.31

alafAnna dann on 55

Sheetl +

; | A | , columns are not wide enough to
of 54 | 48 12/1/2027  $3.02 : display the entire number.

55’

57|
58|

cn |

$3.02  $691.26
@
The cursor moves to the 2 §3,325.51 $30,000.00

bottom of the column. AEsum(c7:csa) [[=sum(p7:D54)

SHIE™Y

7
S0.U

027 $3.02 $691.26 Double-click the right-edge of columns
: C and D to widen the columns to
‘ display the entire number.

Select cells C55:D55.

Sheetl

We’re here to help. Email us at support@studentsexcel.com
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Thank you!

Students

We welcome your thoughts, either positive or
negative, at support@studentsexcel.com

;&\

Additional Excel training videos are available at
www.professionalsexcel.com
Enter the coupon code studentsexcel for a 50% discount.
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