Create a Basic Worksheet

1. Open a blank Workbook in Microsoft Excel

2. Save the Workbook as Corner Café Budget
3. Click cell A1 to make it the active cell, click the Bold button on the Formatting toolbar and change the Font size to 14, type Corner Café Budget, click [Enter] to complete the entry

4. Click cell B3, type Quarter 1
5. Click cell C3, type Quarter 2
6. Click cell D3, type Quarter 3

7. Click cell E4, type Quarter 4
8. Using Figure 1 below enter the remaining data make sure to insert data in the correct cells
Figure 1: Worksheet with labels and values
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1 [Comer Café Budget
2
3 Quarter 1 Quarter 2 Quarter3 Quarter 4
4[Nt Sales 48000 78000 64DDD 80000
5
6 |Expenses
7 [Salary 13000 13000 13000 13000
6 |Rent 300 3500 3500 3500
9 |Advertising 300 8000 16000 20000
10 |Cleansers 1500 1500 1500 1500
11 |Pastries 2500 2500 2500 2500
12 |MilkiCream 1000 000 1000 1000
13 |Coffe/Tea 4250 4280 4250 4250
14 |Sweeteners 300 300 300 300
15

16 [Total Expenses 1





9. Increase column widths to appropriate size
10. Merge and Center the title over cells A1:E1
11. Enter formulas in cells B16:E16 to add total expenses for each Quarter.  

a. Refer to the Enter Formulas Presentation on Bb for a refresher on writing formulas
12. Format the numbers in cells B4:E4 and B16:E16 as Currency with 2 decimal places
13. Compare your finished spreadsheet to Figure 2 below
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Figure 2: Completed Corner Café Budget Spreadsheet

