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 An Excel workbook is a  file containing an assortment of data, which can 
contain multiple worksheets. In this assignment, we will use a number of 
worksheets to enter data, and then sum it up using another worksheet. 
 In a new excel workbook, notice the tabs towards the bottom of the 
screen. These tabs represent the different worksheets that make-up this 
workbook. The current names of the worksheets 
are Sheet1, Sheet2, and Sheet3. 
 
 First, let’s rename the worksheets. Double 
click on the Sheet1 tab. It should be highlighted. 
Type Summary and hit ENTER. Next double-
click on the Sheet2 tab. Replace Sheet2 with Sales. Next, replace Sheet3 with 
Expenses. 
 Next, we will start entering information into the Sales worksheet. Click on 
the Sales tab once, and it becomes the active worksheet (If the tab is white and 
not gray, it is active. Make sure you are in the Sales worksheet! 
 Next, type in the numbers shown below. Make sure you put them in the 
proper cells! 

 
 Accuracy is important. Make sure you put in the right numbers! 
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 Next, switch to the Expenses worksheet and enter the following: 

 
 Once you have all the numbers entered correctly, save this document as 
1-2 Sales Report (make sure to save it in your folder). Nothing else to do today. 
Don’t email me anything yet. 


