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Enter the data shown below into a new spreadsheet


Having added up the first column you may well wish to replicate (copy) the formula across the columns


Place the cursor on the root cell (A7), slide the mouse to the bottom right hand corner of the cell and the open cross will change to a black cross. Drag this through the rest of the line and release.


Exercise

1. Use a formula to add the values in range B2 to G2 and put the result into cell H2

2. Replicate/Copy the formula to calculate the totals for rows 3 to 7

Moving the contents of cells.

Enter the number 7 into an empty cell.  Move the mouse to the edge of the cell. The cursor will change to a white pointer.

Drag the mouse to the new cell and the 7 will move.  This will work with any kind of data including formulae.


Alternatively, you can cut and paste values into different cells using the scissors and paste icons or the edit toolbar. There are also several keyboard short cut keys.

	CUT
	CTRL + X
	

	COPY
	CTRL + C
	

	PASTE
	CTRL + V
	SHIFT + Insert


Exercise

1. Create this photocopying billing spreadsheet and save it
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1 Photocopier Usage
2
3 Jan  Feb  Mar | Apr | May  Jun Jul | Aug | Sep | Oct  Nev  Dec
1
5| StartReading 1
6 End Reading
7
8| Monthly Usage
9 Total Usage
10
11, Cost Per Unit (p) 12
12| Monthly Cost
13| Total Cost (§





2. The Start Reading for February is the End Reading for January etc. Enter a simple formula cell reference to January’s closing number (=B6) into the Start Reading cell for February and then copy it across for each remaining month.

3. Enter appropriate values for the End Readings for each month and well as a start reading for January.

Beware – The end reading can never be less than the start reading.

4. Use a formula to find number of copies made in each month (End reading – Start reading) and copy it across.

5. Use a formula to calculate a running total for the Total Usage. 

(Hint: January total=January usage; February total=January total+February usage; March=February total + March usage)

6. Copy the cost per unit for each month.

7. Use a formula to find the monthly and running total costs in pounds and pence.

8. Merge and centre the heading of the spreadsheet across columns A to M.

9. Create a custom header with your name.

10. Print out the spreadsheet on one page showing your results and print out the spreadsheet showing your formulae (A quick way to show the formulae is to press Ctrl + Single quote).

11. Save on your U Drive as photocopier usage and close file. WE WILL NEED THIS FOR THE NEXT EXERCISE.
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