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Calculating the Cost of Owning a Pet
Exercise 1
	Step1: 


	This exercise will give you experience at entering data into a spreadsheet performing calculations on the data and formatting cells within the spreadsheet.  Follow the steps carefully and you should have no trouble with this exercise.


NOTE: Enter text exactly as it appears in each step.  Bolded text is text you enter into a cell.

Reminder:  By default, when you press the Enter key in a worksheet the cell below the current cell becomes the active cell.  Pressing the Tab key causes the cell to the right of the current cell to become the active cell.
Step 2:

	1. Open Microsoft Excel.  (Usually found on the Start/All Programs menu).

	2. Click on cell A1 to make it the active cell.

	3. Type Cost Factors of Owning a Pet then press the Enter key.

	4. Select cell A5.
(Select means to single left-click on a cell).

	5. Type Dogs then press the Enter key.

	6. Press the Enter key to move to cell A7.

	7. Type Small Dogs: then press the Enter key.

	8. Type Medium Dogs: then press the Enter key.

	9. Type Large Dogs: then press the Enter key.


Technique:  Selecting Multiple Cells

To select multiple cells, left-click the first cell in a range of cells to be selected and drag the cursor to the last cell.  Release the left mouse button.  The cells remain highlighted.

Technique:  Entering Text into Multiple Cells

When you have selected a range of cells you wish to enter data into, Excel allows moving from cell to cell within the selected cells by pressing the Tab key.

Notice the first cell of a selected range of cells, has no highlight (is white).  This indicates the currently active cell in the selected range of cells.  As you enter text and press the Tab key, the next cell to the right becomes the active cell.  When you reach the end of the range of selected cells, pressing the Tab key moves the active cell to the beginning of the selected range of cells.  If you have more than one row of cells in a selection, pressing the Tab key moves the active cell to the left most cell, within the selected range, on the row below.
Step 3

Now you’ll create the header row.  The header row will be a list of categories.  Each category is a cost factor of pet ownership.

	1. Select cells B6 through L6.

	2. Type Food and then press the Tab key.

	3. Type Medical and then press the Tab key.

	4. Type Toys and then press the Tab key.

	5. Type License and then press the Tab key.

	6. Type Misc. and then press the Tab key.

	7. Type Spay/Neuter and then press the Tab key.

	8. Type Collar and then press the Tab key.

	9. Type Carrier and then press the Tab key.

	10. Type Crate and then press the Tab key.

	11. Type Grooming and then press the Tab key.

	12. Type TOTAL and then press the Enter key.  <<Note:  It’s capitalized!!!


Step 4
Now you will enter cost data below each category, for each size of dog, small, medium, and large.

	1. Select the range of cells B7:K9.

	2. Cell B7 should be the active cell within the selected range of cells.  This means it is ready to accept any data you type on the keyboard at this moment.

	3. Type the data from the table below into the corresponding cells.


	150
	150
	50
	15
	35
	75
	25
	30
	50
	200

	250
	175
	60
	15
	45
	100
	30
	50
	90
	300

	350
	200
	70
	15
	65
	125
	35
	80
	160
	400


	4. When you have finished entering the data, deselect the range of cells by left-clicking outside of the selected cells.

	5. You have completed entering data into the worksheet.  Now it’s time to format the data.


Step 5
Formatting Data in a Worksheet

End of exercise.
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