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6 When you start with a new
L worksheet, XLS:Builder
g displays it’s Tool Bar.
10
11 To begin, click on the
12 “New” button. For this
13 example, let’s create a
14 :
5 simple budget worksheet.
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XLS:Builder™

XLS:Builder displays the Create
Worksheet form, and the
“Columns” tab is displayed to
begin entering the columns of
your worksheet.

Note that under Special Options,
XLS: Builder will automatically
create names for your columns
and will put them in a Bold font.
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8

g Columns lﬂnws ] Format ] Data ] aD ] Templates ] Options ]

-

Cell Contents: |

Number of 1

Columns

[~

-

Special Options
v Create Formula Mames

[+ Calumn Headings Eaold

P e m _ =
. usiness Communication Associates




XLS:Builder™
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Description -
First you pick what type of
column you want, and the first gﬁgﬁra
two ch-oices-a(e basically th.e becial Optio| =379 o
same, just giving you a choice, [ caae o oo™
so we’ll pick “Description” as ¥ Colun Headil Grand Total  ~

the heading and type for your
first column.
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Do It

Close
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XLS:Builder moves over one
column and you’re ready to

make your next choice.
Special Options

¥ Create Formula Mames

Since this will be a budget for

the entire year, you need 12  Column Headings Bold

months, so you click on Dot
“Months” , and tell XLS:Builder

that we want all 12. Close
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3 Create Worksheet E]
4
5 Cwrrent Cellis: $N$1 Value is: _
6
7 Columns lguws ] Format ] Data ] 2D ] Templates ] Options ]
i
Cell Contents: | Tqig) - Number of ] ==
9 J Columns =
/

XLS:Builder creates the 12
months of the year and

moves over one column pecial Options
again SO you’re ready to [v Create Formula Mames
make your next choice. W Calumn Headings Bold

All we need now is a

“Total” column,
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XLS:Builder™

You tell XLS:Builder that you
are ready to begin entering

“Row” tab.

Since you are going to create
rows for your budget items,

you select “Other” as the cell
contents, and enter “Rent” as
the name of the row.
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your rows, so you click on the
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3 Create Worksheet E|
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5 Cwirent Cell is:  $A$2 Value is: _
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7 Columns Rows lEurmat ] Data ] 3D ] Templates ] Options ]
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Cell Contents: | Oither Number of 1| e

Rows

[~

RowSpecial Features

Iv Create Formula Mames

[ Row Headings Bold
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XLS:Builder™

XLS:Builder moves down one
row and you enter the name of
your next row, in this case
called “Phone”.

You continue in this fashion to
enter the rest of your rows.
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j ! Create Worksheet E]
5 Cwrrent Cellis: $A$3  Value is: _
&
7 Columns Rows lEurmat ] Data ] 3D ] Templates ] Options ]
8

Number of 1=

Rows

Cell Contents: | Other j

| Phone

RowSpecial Features

Iv Create Formula Names

[ Row Headings Bold

Do It
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2 |Eent
3 |Phone Create Worksheet EJ
4 | Gas
5 |Electric Current Cell is:  $A$9 Value 1s: _

& | Food

7 Water Columns Rows lEurmat ] Data ] 3D ] Templates ] Options ]

2 Idowies ! Cell Contents: | Crther j zlénv:zer of 5 =
10 | Ikem

If you like, you can tell
XLS:Builder that you would like
to create several rows at once,
so we will enter the name
“Item” and then specify we
want 5 more rows.

RowSpecial Features

v Create Formula Marmes

| Row Headings Baold
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1 |Description January February DMarch April May June July August September (
2 |Eent
3 |Phone Create Worksheet E]
4 | (Fas
5 |Electric Cwirent Cellis: $A$14  Value is: _
& Food
7| Water Columns Rows ]Enrmat ] Data ] 3D ] Templates ] Options ]
8 | Mowes
Cell Contents: - Number of o
9 |Tteml | Total J e | —
10 |Ttem?2 .
11 |Trem3 Notice that 5 rows were created, and then named
12 [Tternd ltem1, Item?2, and so on.
12 |Ttem5 )
14 | Remember that you wanted XLS:Builder to
15 [T name the rows? Don’t worry—When you later
16 change the names, you can tell XLS:Builder to
17 update the Names list!
18 - - .
19 The final thing to do is to create a row for your
o totals, so simply select “Total” from the contents
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and enter 1 for number of columns.
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Notice that column headings have
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formatting for your totals has ' Nove
automatically been done for you.

Create Warksheet

Current Cell is:

That’s because XLS:Builder has an
option to use basic formatting as it
builds your worksheet.

Columns ] RO

| Setting# appy to both Columns and Rows.

v iAlways use basic formatting.
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E3 Microsoft Excel - Book4
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2 |Eent !
3 |Phone
4 |(Fas
5 |Electric
& |Food Define Name
7 Wate_r Mames in workbook:
8 |Mowies February m
S pril ~
Notice that XLS:Builder has A
created names for both your 2l
columns and rows, just as you Enazd
requested. | R
| Ikem:
o W
Now the formulas will make more RItFEmSt =
. . Befers to;
sense b){‘telllng you that thereis a [Soheetiisciz s =
sum for “February”, rather than
cells C2 through C13.
ﬁ
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1 |Descripion January February March April May June July August September Oct
2 |Eent !
3 |Phone Create Worksheet El
4 | as
5 |Electne Cwrrent Cellis: $B$2  Value is: _
6 |Food
T [Water Columns ] Rows ] Format Data l 3D ] Templates ] Options ]
8 |Movwies Select a Column | j How to enter the data
8 |Iteml to enter the data " pifferent values
i sectatonto [ =] @ samevatue i el

" Grow the data
900

You can also have XLS:Builder
assist you with your data entry if
you choose.

For example, since Rent is
usually a constant, you can tell
XLS:Builder to put the same
value in all 12 months of your
budget. Just enter one number.
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Microsoft Excel - Book4

@_1 File Edit Mew Insert Format  Tools Data  Window  Help
HRNEN" REFENR = REN= IR TN AN RACRIN- - - 5
i Currency = | Times Mew Roman -1z - | B I U |E=EF
El4 - A =2 Tanuary) .
n e | ¢ | o As you can see, XLS:Builder has N
1 |Description = Jammary  Febmary March Apnil used the names fOI’. both the
2 |Rent £ 900.00 § 500,00 § 900.00 § 90000 § columns and rows in the
2 |Phone £ s000 § 5000 § 5000 § 5000 § formulas, thus making the
4 |Gas £ 7500 % 7500 F 0 7500 F 7500 E worksheet easier to read.
o |Electric P s000 F s0O0 F &000 F  &000
& |Food £ 10000 f 10000 F 10000 F 10000 @ §
T [Water £ 3000 F 3000 F 3000 F 3000 §
8 |Mlowes F1,25500 §1,29500 F£1,28500 £12%500 §1,
9 |Iteml £ 1000 F 1000 F 1000 F 1000
10 |Ttemn £ 2000 f 2000 F 2000 F 2000 §
11 |Ttem= £ Z000 F 2000 F 3000 F 3000
12 |Ttemnd £ 4000 % 4000 F 4000 %
13 |Iterns f 5000 F 5000 F 5000
14 |Total |$2,660.00 Fze6000 §
15
16 an =2 =| B E=A - WS EE - O-A-QIBE| 9nes ded B
% =Sk Eent)
F i3 H I I K L Il I
pLay June July Aungust September October November December  Total Year
G00.00 S00.00 90000  F 50000 F %0000 F %0000 F %0000 F 20000 519,800.00!

§ §
5000 F so000 f 0 s000 F S000 f S000 5000 0 F 5000 F 3000 F 60000
7500 F 7500 F 7500 F Fs00 F Fh00 F O Y500 0 7h00 0 7500 0 F 0 90000

e o
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1 |Description | Jamuary = February =~ March April May June July Aungust | Sepjy
2 |Eent =33 90000 F 20000 F %0000 F %0000 F 20000 F 90000 F 90000 F 50000 F
3 |Phone Fo5000 F 504 Create Worksheet EI i}
4 |Gas £ 7500 F 0 75 ¥
5 |Electric ARV SN Current Cellis:  $A$1  Value is: 5
& |Food £ 10000 F 1001 i}
7 | Water £ 3000 F 30088 columns ] Rows ] Format ] Data 3D lTEI‘I‘Ip|Eﬂ_IES‘- ] Options ] ¥
8 |Mowies $1,295.00 | §1,295.1 . i
9 [Ttemn1 s 1000 § 10 "emeersheet | oe nmber of 4 5
10 | Ttern 2 £ 2000 § 200 S
0.1 b3
The real power of XLS:Builder is shown \{ $
when you need help building $
3-dimentional worksheets.

Create Total Sheet ‘

Do it

For example, let’s take our budget
worksheet, but now we also need a
separate worksheet for each
department. Since the first one has
been created with XLS:Builder, we will
click on the “3D” tab, and ask it to
create 4 more sheets each with the
name “Dept”.

M 4 » w[\DeptlSheetz / |<
|
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& | DuETLL ] FULL L fin} UL Jr PNy W U i} UL fin} S L J UL ] FULL L

3 PhOHE $ SUDD ES 5[] Create Worksheet EI

4 |Gas 7500 8 750

5 |Electric $ 6000 § 60 $A$1  Valueis:

6 |Food $ 10000 § 1004

7| Water $ 3000 F 30088 columns ] Rows ] Format ] Data 3D lTEITIp|EIi_IES‘- ] Options ]

2 |Mowies $1,295.00 $1,295.( —

9 |Tternl s 1000 § 10 "emeorsheet | oen pumber of 4=

10 |Ttem? $ 2000 § 204

11 |Ttem3 $ 3000 § 304

12 |Ttemd $ 4000 § 404

13 |TtemS $ 5000 § 504

14 | Total $2,660.00 | §2,660.

15

16 Create Total Sheet | Do It |

17 @ : \
T As you can see, XLS:Builder renamed the
T first sheet to “Dept1”’, and created 4 more
20 sheets named “Dept2” through “Dept5”.
51 Now all you need is a total for all 5

29 departments, so let XLS:Builder create the
53 worksheet for you by clicking on “Create
5 Total Sheet”.

25

26

M 4 » »]y Deptl / Dept2 / Dept3 / Deptd ' Dept5 / 4

Ready
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Your work is all done! XLS:Builder helped you create the main \

worksheet, complete with names, formulas, basic formatting, and
T7F 5000 § data. AND, it automatically created the worksheets for all of your T 60000
0% 10000 % departments and created the total sheet for your company. £ 1,20000
11§ 15000 § § 1,800.00
i i ggggg i Your work was done in minutes, instead of hours. Isn’t that worth g iégggg
wls1z30000 518 $29.95! AND, if you purchase your copy before | 35159:500:00!
15 August 31, 2007, you also get a free golf shirt, with a
12 SRP of $42.00 by one of the top golf apparel
T companies in the world!
19 We will pay for the shipping too!
20
21 _ ..
22 Return to the website to purchase your copy, or visit
23 www.FreeExcelTemplate.com.
24
25
26
W 4 » W\ Deptl £ Dept2 £ Dept3 £ Dept4 £ DeptS b Total Depts /
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