Module 6, Lesson 1 (SPSA) Using Templates

MS Office 2010

Designing Spaces: Using Templates

ST TN
E

Selecting/Obtaining a Template
A template is a form or pattern used

as a guide for making something.

In MS Excel, it is a pattern that
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[ Close

defines the layout, fonts, page layouts o

and other items in a spreadsheet.
Select the File Tab.

Select New.

The Available Templates window
opens.

You have the option of
selecting:

e Blank workbook,
e Recent Templates,
e Sample Templates
e My Templates

* New from existing
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.
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Insert
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Recent Workbooks

@ Quickly access this number of Recent Workbooks: 4
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Formulas Data

Review View Acrobat

Recent Places

1 (5 Recover Unsaved Workbooks

Pea=Lav¢ The Available Templates window opens. }’E‘
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Blank workbook

i Home
| a
N e
ReaRt gi
Blank Recent Sample
workbook templates templates
&
My templates  Mew from
existing 4

Office.com Templ...

~

Analysis
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You have the option of selecting:

_ + Blank workbook,

/’ + Recent Templates,
« Sample Templates

+ My Templates

« New from existing

Click Here to Continue
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Available Templates Blank workbook
Save As
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Recent

Select Sample templates. J
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Office.com Templ...  [Search Office.co| =+

Print
Save & Send
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Home Insert Page Layout Formulas Data Review View Acrobat

Save
Available Templates Billing Statement
Save As
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€ & f} Home » Sample templates

. Save as Adobe PDF

B ) Your Company Name
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Print

Save & Send
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Once selected: a Preview of the
template is displayed.

Click Create.

Home Insert

MS Office 2010

Page Layout Formulas Data Review View

Acrobat

. Save as Adobe PDF
[£5 Open
£ Close

Info

Recent

Print
Save & Send

Help

|ﬂ Options

B9 Exit

Available Templates

€ & f} Home » Sample templates

o |a

Blood Pressure Tracker

Expense Report

E

Expense Report

FURPDSE

EMPLOVEL

A

T

Once selected: a Preview of the template is displayed.

Expense Report

- Loan Amarization Sched

Create

Home Insert

Page Layout Formulas Data Review View

Acrobat

. Save as Adobe PDF
[£5 Open
£ Close

Info

Recent

Print
Save & Send

Help

|ﬂ Options

B9 Exit

Available Templates

€ & f} Home » Sample templates
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Blood Pressure Tracker

Expense Report
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Expense Report

E

Expense Report

PURPOSE:

EMPLOYEE INFORMATION:

]

Create

Click Create.
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Data Review Wiew Acrobat
1 % Constantia = 10 ~ = General - g=Insert - A
: S E - A C 727 &
Ba- B 7 U-| A A E $ h 9 o 5 Delete & P
e 5 4 B A~ ) ~ | BFormat~ | B~ Fitter: select~
Clipboard 1a | Font I?.l Alignment | Mumber | Cells Editing |
. i c4 - X« &[TV
Edit the text in the template |

i

Click in the cell.

Key in TDY.

Fow e dise Oy
Expen54 Key in TDY. I

STATEMENT
PURPDSE: 7O

PAY PERIOD:

EMPLOYEE INFORMATION:

Name

Pazition FEM
Department

HManager Employes I

Date |Z| Accuulz‘ ipti HDteE TlillSlele Mealle Pthle

Total

s - (s - s - (3§ - -

ubtotal
Cash Advances | |
Total |

APPROYED:
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M 4 v M| Expense Report %2 il » [
73 | Page1ofl EAC M s —— j

I Page Layout Formulas Data

Review Wiew Acrobat
1 % Constantia = 10~ =° | General 1| A S Insert - A
Ba- B 7 U-|A A E $ - % o 5 Delete & f? ‘ﬁ
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e ¥ M- A B |l - | Eromate | G Fiter - Selec-
. . . Clipboard 1a | Font [} | Alignment Number | Cells Editing |
Click in the cell, key in 555889. ca < X< &| 1OV

1

i

Company Hame

Fow e dise Oy

Expense Report

STATEMENT
PURPOSE: |TD\1 | | PAY PERIOD:
EMPLOYEE INFORMATION: [ Click in the CE"JI kE}' in 555889/1\1

Name

Pazition FEM
Department

HManager Employes I

Date |Z| Accuulz‘ ipti |Z| HDteE TlillSlele FueB Mealle Pthle.

Total

$ - | 3 S T S EE T T

ubtotal
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Total |

APPROYED:
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WView Acrobat

i-_;ume |r Insert Page Layout Formulas Data Review
& Constantia  ~ 10 General | A 5= Insert - :\'F (ﬁ
B3~ U $ - % = 3% Delete - | @] 7
Past 123 Sort & Find &
s : 8 5% ~ | BFormat~ | B~ Fitter: select~
Clipboard 1a | |;| Alignment | Mumber | Cells Editing
Click in the cell, key in Your Name. ca - (0 X v £ 5588
= -
\_N 2] I

Company Hame

Fow e dise Oy

Expense Report
STATEMENT
Il PAY PERIOD: From_|
To_|

PURPDSE:

E=

EMPLOYEE INFORMATION:
I Pazition
Employes I

Name |
DOepartment \
e Click in the cell, key in Your Name. ]—
TlillSlele FueB Mealle PhnnJZl il Mistl

Date || Accoul ~ |Description |~ | Hotet ~ |
s - % - (8- [& - [8 - $ -
ubtotal
Cash Advances | |
Total |

» [
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APPROYED:
LU}
—

E o
W 4 » M| Expense Report /%l
Enter Page: 1 of 1 EOM 70%

Data Review Wiew Acrobat
| A 5= Insert - 5\;? (ﬁ

$ - % 1 B Delete - | [§~- &

i Styles Sort & Find &

%8 5% - | BdFermat~ | @< Fijter - Select~
Number | Editing

Formulas
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Clipboard 1a | |;| Alignment Cells |
~(® XY ﬁ-| Your Name

In the Pay Period From: section
click the blank box.

Key in Today’s date.

o L ddee.

Key in Today’s date.

Report

STATEMENT
HUMEER: HE6229

IRMATION
our bame | Pasition
Manage Employes 1D
|Z| HoleB Tlansporle MealE Phunlzl i MisE
B + - 4

0 Accoul ™ | Description
$ - s - - 18 - -
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W 4 » M| Expense Report /%

Enter Page:1 of1
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Key in the Date 2 weeks from
today.

Enter the Date in the table.

MS Office 2010

Page Layout Formulas Data

Review WView

Acrobat

= Date -

$ - % o
es

L4 Yo 58

Clipboard 1 | |;|

Alignment | Number |

g=Insert
% Delete

= E Format =

- A

o 78
ore & n

@~ Filter - Select~

Cells | Editing

- x v E| 1/1202017

Company Mame

Report

STATEMENT
HUMEER: HE6229

IRMATION:

o Cifiee ddee Dy

PAY PERIOD:  From)|

Toy

“four Mame

“4[ Key in the Date 2 weeks from today.

Manager

Employes 1D

Accoulzl Description

HoleB Tlansporle Fue‘zl MealE Phunlzl

MisE
3

$ - | - 18- (& - |$ -

B + -
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Cash Advances

Total

¥ | Expense Report %1 14

Page:1 of1

Data Review WView
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Acrobat

Date Y
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g=Insert
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% Delete j
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Cells |

Sort & Find &
@~ Filter - Select~

Editing

-~ % v £ 11/24p2017

Company Mame

Report

STATEMENT
HUMEER: HE6229

IRMATION:
four Mame

Enter the Date in the table. ]
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Manager
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o Cifiee ddee Dy

PAY PERIOD: From 22017

Tol 242017
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ubtotal
Cash Advances
Total

W 4 b ¥ Expense Report /73 [T4]

Page:1 of1

B O 0%

Page 6 of 41



MS Office 2010

I Data Review WView Acrobat
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7
Bl A - me e ; $ - % = 3% Delete - | 3] 7l
es Sort & Find &
s Sy A~ -0 ;00 ~ | EFormat~ | 2 Filter - Select~

Clipboard Font I?.l Alignment | Mumber | Cells Editing |

Key in a Date one week in the - x v £| wap0
past.

Paste

Mama_Your Mame Pazition

Department Manager

Date |Z| Accuulz‘ ipti HDteE TlillSlele FueB Mealle Pthle il Mistl

Tatal . $ - 3 = $ - % - 3 - $ -
ubtotal

Al’pnor Key in a Date one week in the past. Lo‘rss: - Cash Advances y
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o

|a|:‘|a|a|i|

=

e SRR
u:m-wmm-nwlw—-c
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o
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Page: 1 of1 B O M 0%

Page Layout Formulas Data Review View Acrobat Design

= = 2
Constantia 10 ¢ Date & g™ Insert b2 %? (ﬁ
B 7 U-| A4 E $ - % o = 3% Delete - | [~ &
es Sort & Find &
& A~ %b 53 - | EFormatv | 27 Fifer- Select~
Clipboard 1a | Font I?.l Alignment | Mumber | Cells Editing |

Press the Tab key to move to the B11 <0 X v & 11902017
next cell. = O

Company Hame

Fow e dise Oy

Expense Report

PURPDSE: PAY PERIOD:

Press the Tab key to move to the next cell.

EMPLOYEE INFORMATION:

Mama_Your Mame Pazition E=

Department HManager Employes I

Date Accuulz‘ ipti HDteE TlillSlele Mealle Pthle.
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Key in the remaining data.

If needed, return to 100%o.
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Data Review

MS Office 2010
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$-% o 2% Delete & Z .
a8 57 B Format - | @~ Sort & Find &

Filter - Select
Number Cells Editing
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=

Expense Report

PURPDSE:

Company Hame

Fow e dise Oy

STATEMENT

EMPLOYEE INFORMATION:

Mame ‘viour Mame

556289 PAY PERIOD:

Department

Pazition E=
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Transport ” | ool | Enterts s

13-Row-17 454566 One Day TOW
Total
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3
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IRMATION:

“four Mame

Paition

Manager

o Cifiee ddee Dy

HE6229 PAY PERIOD: From hzizoy
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Remove Unneeded Cells

Select the three cells used for
Phone.

Right-click the cells.

Select the Delete option.

MS Office 2010

| Home ! Insert Page Layout Formulas Data Review View Acrobat Design

Constantia  + 10 ~+ = E%] General || A S=lnsertr X v ﬂ (ﬁ
B 7 U-| A4 -] $-% » = 3 Delete - | [§]-
&5 Sort & Find &
S A o 0 50 - | BFormat~ | 2 Filter~ Select~

Font |;| Alignment | Mumber | Cells | Editing |

ﬁ'| Phone

STATEMENT
NUMBER: PAY PERIOD: From n/12/2017

To n/24/2017

SSN

L' Right-click the cells.

Misc |~ |
S 15.00
$ 15.00

Cash Advances

NOTES:

M| Expense Report % 14

Page:1 of1 Average:0  Count:3  Max 0

£ - e S| Expense Reportl - Microsoft Excel Table Tools E e ‘
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|:| P i = i T T T T e T =) —E
[ F [ & [ =B 1 1 [k ] L I
& cut
£ 3 23 | Co
&= STATEMENT A eopy .
4 NUMBER: 555880 3 _I:isteOphm\s: pm 1/12/2017
5 {ﬁ % To n/24/2017
Fl e Paste Special...
L - h
| 7 | Pos[t[on4[ Select the Delete option.
X T 2 L
| = he Delete » 1
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Clear Contents
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n | s 5500 s 2000 S5 Brao sart k s 186.00
12 | $ 5500 § = $2900 |§ B8ro00|s Filter Fpol|s$ 186.00
Fls Table » ftal] s 186.00
L4 ges
[ |15 NOTES: i Insert Comment tal| s 18650
L [16 g Format Cells... -

M 4 v M| Expense Report /] Pick From Drop-down List.., n » ]
Ready Page:1 of1 Average: 0 C g Hyperlink /|
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Home Insert Page Layout Formulas Data Review View Acrobat Design

Constantia = 10 ~+ = General || A S=lnsertr X v ﬂ (ﬁ
B 7 U- AN $ % 3 Delete ~ | [~
Styles D Sort & Find &

A = @ | 058 - | EFormat~ | 27 Fitterr Select~
Font |;| Alignment | Mumber | Cells | Editing |

Click Table Columns. _ % Phone

2
@ Co
STATEMENT i

NUMBER: <) _P:_ste e From 1/12/2017
E

Paste Special...

S EEM"I Click Table Columns.
Insert @

Delete F Table Columns

Select B Table Rows
Clear Contents E|

oo |

Filter .00
Table otal

To n/24/2017

Sort

NOTES: A Insert Comment
|§ Format Cells...

ﬂ Expense Repol’t /i‘_’;l Pick From Drop-down List..,
Page: 1 of 1 AVerageil | @  hyperfink...

Home ! Insert Page Layout Data Review View Acrobat Design

Constantia = 10~ = General || A S=lnsertr X v ﬂ (ﬁ
B 7 U- AL E $ - % o = 3 Delete - | [§]-

&5 Sort & Find &
S A~ %8 5% - | EFormat~ | 27 Fitterr Select~

Font |;| | Mumber | Cells | Editing |

Adjust the Entertainment cells so
the text doesn’t word wrap.

Adjust the Entertainment cells so the

text doesn't word wrap.
PAY PERIOD: From n/12/2017

To n/24/2017

SSN

Employee ID

Transport - |

$

NOTES:

W 4 b ]| Expense Report /%l [14
g Page:1 of1 Average:0 Count:2 Max0 Sum:0
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Click and Drag open the Column
Width.

Save the file.
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10 -
AN

General - S lnsert v

Delete -
Styles 3*

I | Alignment G | Number [
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STATEMENT
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To n/24/2017
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[~ Total [~|
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14
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Average: 0
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Max: 0
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Acrobat
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Styles
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e
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Sort & Find &

Editing
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STATEMENT
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$
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MS Office 2010

- |‘t‘ | Search proj
F— [ —

File name:  M6L1_Expense Report FLxlsx

Save as type: [E)(cel Workbook (*xlsx)}

Authors: |

Save as
M6L1_expenseReport_ FL.xlIsx.

Save Thumbnail

> Browse Folders

Tags: Add atag

Tools - [ Save

Click Save.

Close the file.

g I
Click Save.

To u/24/2007

Employee ID

NOTES:

M| Expense Report %
=

Home Insert Page Layout Formulas

Average: 0

Count: 2

Acrobat

Data Review WView

Available Templates
Save As

- + Home
& Save as Adobe PDF g @

E Open

Find a Template Online o s

Info

Blank Recent

workbook

Click the File Tab.

Recent

In Available Templates, look in

templates

[ |

Blank workbook

templates

the Office.com section. print My

In Available Templates, look in the Office.com section.

g existing

Save & Send 7
Office.com Templ...

(o

Analysis

Help

|ﬁ Options

B Bt

Annual

Any Year
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Select the Business group.

Next select the Pet-sitting
invoice.

Home Insert

Page Layout Formulas

MS Office 2010

Data Review WView Acrobat

. Save as Adobe PDF
[£5 Open
£ Close

Info

Recent

Print
Save & Send

Help

|ﬂ Options

B9 Exit

Available Templates

+ {3 Home

Business Calculator

Design Sets

Blank workbook

Any Year

Budgets

.

=

Education

Home Insert

Page Layout Formulas

Data Review WView Acrobat

Save As

. Save as Adobe PDF
E Open

£ Close

Info

Recent

Print
Save & Send

Help

|ﬂ Options

B9 Exit

Available Templates

+ + f} Home »

Product quality control
chart

Pet-sitting invoice

Business Download size: 28KB

Office.com Templat..  |Search Office.con| #

Meortgage qualification worksheet
Provided by: Microsoft Corporation

Rating: 2T7E7TITEY (0 Votes)

[

Download
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Click the Download button.

Edit the Template once it
downloads.

Home Insert

MS Office 2010

Page Layout Formulas Data Review View

fu, Save As
Save as Adobe PDF
Open
£ Close

Info

Recent

Print
Save & Send

Help

|ﬂ Options

B9 Exit

(G =

File Home Insert

| : * Tahoma bt LIS
| Ba-
Paste

Clipboard 1 |

AN | 8% e

Available Templates

£ {3t Home * Business

Office.com Templat..  |Search Office.con| #

Product quality control
chart

Pet-sitting invoice

Acrobat
Pet-sitting invoice
Provided by: Microsoft Corporation
Download size: 13KB
Rating: Y5335 792T (0Votes)

[ Click the Download bu

Download

el [Comp

Page Layout Formulas Data Review View

General T

=g

Styles |
- % 5% - | HEFo

G|  Alignment =N

Al -

& | [Company Nam

(&

| A [ B
. [Phone]

w!mi-ulim

Owner Name:
Pet Name(s):

] - Microsoft Excel

Edit the Template once it downloads.

Acrobat o @ o =il

S nsert ~ E- ﬂ
? Delete - E' [ﬁ

Sort & Find &
rmat | 27 Fitter Select v

Pet Sitting Invoice

Departure Date:
Return Date:

Day of Week Date

‘Services Provided (feed,
scoop, play, walk, TLC)

Time In | Time Out

i e Extra Charges

Monday

Tuesday

o

Wednesday

Thursday

Friday

Saturday

0
i4 4 v W Pet Sitting Invoice 7l IEH

Ready | 2
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Aod icrosoft Excel -._L‘nx J |
File | Home | Tnsert Fage Layout Formulas Data Review View Acrobat a '-' =R X
& Tahoma v 16 v S General | A Selnsetr X v % ‘:ﬁ
Ba- BEH- $~% » o 3 Delete - | [§]-
Paste 3 Sort & Find &
Sl S %0 5% - | [EiFormat~ | 3 Fifter~ Select~
Clipboard 1u Font Ta | Alignment [P Number [P Cells Editing
Delete Rows 17 - 38. AL - £ [Company Name] v
s &7 B ] 3 )] =i | e | e e R
4 | [Phone]
5
| s < Delete Rows 17 - 38.
- Pet Sitting Invoice
7: Owner Name: Departure Date:
& | PetName(s): Return Date:
al
Services Provided (feed, Total Time
of Week Date Time In | Time Qut Extra Charges
Day; scoop, play, walk, TLC) (Minutes)
Menday
Tuesday op
15|
16 Wednesday
17
18 Thursday
N
20 Friday
=) Saturday -
M 4 ¥ M| Pet Sitting Invoice .~ 2 4] il ] » [
Ready

icrosoft Excel
Home | Insert Page Layout Formulas Data Review View Acrobat

& Arial -l | T = General || A S=lnsetr X v ﬂ (ﬁ
= Ba- B 7 U-| A4 E § - o 4 o 3% Delete|~| [@~ e s

aste L] s

E- S A~ = 8 5% - | [EiFerm El
Clipboard 1a | I | Alignment | Mumber | | SEIECt DEIQte-

Select Delete. 7 : %] Thursday

A C

Friday

Subtotal extra charges
H 4 ¥ W Pet Sitting Invoice < ¥l [4] I
Ready | P Count; 33
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Select Delete Sheet Rows.

Click in cell A1 and change the text

to: Sit4U.

Home Insert Page Layout

& Arial 1w v
a- B Z U- A A
S A~

Clipboard 1| Font [}

MS Office 2010

icrosoft Excel

Formulas Data Review WView Acrobat

A S=lnsertr X v %
3* Delete| = D - ‘:ﬁ
Styles kB Eied G

€0 .00
60 .0

% Delete Cells... Bct v

Alignment fw | Mumber |

C17

e | Thursday

A

I Select Delete Sheet Rows.

Delete Sheet Rows

Delete She

Ex Delete Sheet

Friday

Subtotal extra charges

H 4 b | Pet Sitting Invoice ./ 7

14

[ il ] » [

Ready |

Count: 33 -g 00% (o——U——(1) i

icrosoft Excel - =

x | BT
Home Insert Page Layout Formulas Data Review Wiew Acrobat & = [g]
& Tahoma %] S General || A S=lnsertr X v % ‘:ﬁ
Ga- .n Z EH $ % 3 Delete - | [§]-
Paste el Styles Sort & Find &
. e 8 3% -+ | [EdFormat~ | 2~ Fiter~ Select~
Clipboard 1| Font [} Alignment fw | Mumber G Cells | Editing
AL7 - (= fe | Notes: [v

(5

[Company Name]

-
Click in cell A1 and change the text to: Sit4U. ]

[Phone]
¢ Pet Sitting Invoice
T: Owner Name: Departure Date:
& | Pet Name(s): Return Date:
9

Services Provided (feed, Total Time
of Week Date Time In | Time Out Extra

10 [ scoop, play, wak, TLC) (Minutes) i
11
1 Menday
13
1 Tuesday
15
16 Wednesday

Hotes:
W 4 » M| Pet Sitting Invoice . ¥J

Subtotal extra char el
4 il » ]

Ready |

Average: 0  Count:15 Max 0

sum:0 |[EHE @ 100% 00— |
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MS Office 2010

(EFEEE ™ = invoicel [Compatbity Mode] - Microsoft Excel i *=TE |

File Home Insert Fage Layout Formulas Data Review View Acrobat [~ 7 = El'_’ o
IE & Tahoma . General || A S=lnsertr X v % ‘:ﬁ

Pa‘ste Iﬁé . L i, Styles 3* pelete” E ) Sort & Find &
- a8 5% - | EFormat~ | 27 Fitterr Select~

Clipboard 1u Font T | Alignment [ Number [P Cells Editing

Click in cell A2 and change the text AL £ | sitau
C 8] | E | 7 G H

to: 444 Neverland Road. | -
Sit4u

2 | [Street Address

[City, S IP Code]
[Fhon  Click in cell A2 and change the text to: 444 Neverland Road. ]

Pet Sitting Invoice

 E—— 1|3

Owner Name: Departure Date:
Pet Name(s): Return Date:
Services Provided (feed, Total Time
of Week Date L I Time In | Time Out (Mi Extra

Day ) g ) Charges

Menday
13|
7] Tuesday
15
16 Wednesday
17 MNotes: Subtotal extra charges el
W 4+ M| Pet Sitting Invoice . £J [14] i ] » [
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Click in cell A3 and change the text <" X v £ Seattle, WA 98117

to: Seattle, WA 98117.

le, WA 98117
[Phoy
Click in cell A3 and change the text to: Seattle, WA 98117.

Pet Sitting Invoice

Owner Name: Departure Date:
Pet Name(s): Return Date:

Day of Week Time Out

Menday

Tuesday

Wednesday

17 MNotes: Subtotal extra charges
M 4 b M Pet Sitting Invoice 7] [4] I
FHCIE 100% ( ——— .
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to: 206-555-1111. - = 5 c
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444 Meverland Road
Seattle, WA 98117
206-555-1111

Pe Click in cell A4 and change the text to: 206-555-1111.

=
Owner Name: Departure Date:
Pet Name(s): Return Date:

Day of Week Time Out
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Wednesday

17 MNotes: Subtotal extra charges
M 4 b M Pet Sitting Invoice 7] [4] I
FHCIE 100% ( ———
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to: Janice Brown.

444 Meverland Road
Seattle, WA 98117
206-555-1111

Pet Sitting Invoice

Owner Name: |Janice-Brown l Departure Date:
Pet Name{=): Click in cell B7 and enter the text to: Janice Brown. ]

Services Provided (feed, TimeIn | Time Out Total Time

scoop, play, walk, TLC) (Minutes)

Day of Week = Date

Menday

Tuesday

Wednesday

Notes: 0 i._;ubtotal extra charges
4 M
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Click in cell B8 and enter the text:
Toothless.

Click in cell F7 and enter the text:
June 10.
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444 Meverland Road
Seattle, WA 98117
206-555-1111

Pet Sitting Invoice

Janice Brown
[Foothless, Il

Owner Name:
Pet Name(s):

Departure Date:
Return Date:

.|
il Click in cell B8 and enter the text: Toothless.
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ey scoop, play, walk, TLC)

WS | W UL

Menday

Tuesday
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i._;ubtotal extra charges
4 M

Home Insert Page Layout Formulas Data

& Arial -l || = General
fa- B 7 AN = $ - %

5 > ua

Number

Clipboard 1| Alignment

B[O 100%

icrosoft Excel

Acrobat

- :\ 7
j ;F;: &
27 Fiiter

Review WView
- 5= Insert
% Delete

Styles

= ﬁ’_‘l Format =

Cells | Editing

4

Find &
Select -

i KV ﬁ-| Juneld

B | E

444 Meverland Road
Seattle, WA 98117
206-555-1111

Pet Sitting Invoice

Janice Brown
Toothless

Owner Name:
Pet Name(s):

Departure Date:June 10

Return Nate:

[ Click in cell F7 and enter the text: June 10.

Services

of Week
ey scoop, play, walk, TLC)

Time Out (Mi )

Time In

1 Menday

13
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16 Wednesday

17

Hotes:
W 4 » M| Pet Sitting Invoice . ¥J

i._;ubtotal extra charges
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444 Meverland Road
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Pet Sitting Invoice

Owner Name: Janice Brown Departure Date:
Pet Name(s):  Toothless Return Date:[June 12
o

Click in cell F8 and enter the text: June 12.
scoop, play, walk, TLC) (Minutes)

Day of Week

Menday

Tuesday
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i._;ubtotal extra charges
4 M
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444 Meverland Road
Seattle, WA 98117
206-555-1111

Pet Sitting Invoice

Owner Name: Janice Brown Departure Date:
Pet Name(s):  Toothless Return Date:

Services Provided (feed,

scoop, play, walk, TLC) e i

Day of Week

Menday

June 10
Tuesday r Click in cell B11 and enter the text: June 10. ]

Wednesday | | |

1l
FHCIE 100% ( ———
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Click in cell B13 and enter the text:
June 11.

444 Meverland Road
Seattle, WA 98117
206-555-1111

Pet Sitting Invoice

Janice Brown
Toothless

Owner Name:
Pet Name(s):

Departure Date:
Return Date:

Day of Week Date Time Out

Menday 6/10/15

Tuesday

une 11|
N

Wednesday

Click in cell B13 and enter the text: June 11. ]

ird

WA

HNotes:

Pet Sitting Invoice ¥

| Subtotal extra charges
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444 Meverland Road
Seattle, WA 98117
206-555-1111

Pet Sitting Invoice

Janice Brown
Toothless

Owner Name:
Pet Name(s):

Departure Date:
Return Date:

Day of Week = Date

Services Provided (feed,
scoop, play, walk, TLC)

Time Out

6/10/15

Menday

Tuesday

L‘ Click in cell B15 and enter the text: June 12.

Wednesday 1
une

i._;ubtotal extra charges
4 M
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Click in cell C11 and enter the text:
Cleaned Litter Box & Feeding.

Click in cell C13 and enter the text:
Cleaned Litter Box & Feeding.

MS Office 2010
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" KV E | Cleaned Litter Box & Feeding

444 Meverland Road
Seattle, WA 98117
206-555-1111

Pet Sitting Invoice

Janice Brown
Toothless

Owner Name:
Pet Name(s):

Departure Date:

Return Date:

Services Provided (feed,
scoop, play, walk, TLC)

Day of Week = Date

Time Out Extra Charges

Claaned Litter Box & Feeding|

6/10/15!

Menday

Tuesday 6/11/15

| Clickiin cell C11 and enter the text: Cleaned Litter Box & Feeding. |}

6/12/15

Wednesday

17 MNotes:

M 4 b M Pet Sitting Invoice 7]

i._;ubtotal extra charges
4 M
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444 Meverland Road
Seattle, WA 98117
206-555-1111

Pet Sitting Invoice

Janice Brown
Toothless

Owner Name:
Pet Name(s):

Departure Date:

Return Date:

Services Provided (feed,

of Week
ey scoop, play, walk, TLC)

Date

Time Out

Cleaned Litter Box & Feeding

Menday 6/10/15

6/11/15! &

Tuesday

Wednesday

text: Cleaned Litter Box & Feeding.

5‘,12;154 Click in cell C13 and enter the
[

17 MNotes:

M 4 b M Pet Sitting Invoice 7]

I
| Subtotal extra charges|
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B[O 100%
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Cleaned Litter Box & Feeding.

444 Meverland Road
Seattle, WA 98117
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Pet Sitting Invoice

Owner Name: Janice Brown Departure Date:
Pet Name(s):  Toothless Return Date:

Services Provided (feed,
scoop, play, walk, TLC)
Cleaned Litter Box & Feeding

[ Glick in cell C15 and enter the text: Cleaned Litter Box & Feeding. }:

Day of Week Date Time Out Extra Charges

Menday 6/10/15

Tuesday 6/11/15

Wednesday BH21151CE

1l
B[O 100%

i._;ubtotal extra charges
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Pet Sitting Invoice

Owner Name: Janice Brown Departure Date:
Pet Name(s):  Toothless Return Date:

Services Provided (feed,
scoop, play, walk, TLC)

Monday 61015 Cleaned Litter Box & Feeding 12:0[|J P
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Day of Week Date Time In | Time Out

Wednesday 612115 Cleaned Litter Box & Feeding

17 MNotes: Subtotal extra charges
M 4 b M Pet Sitting Invoice 7] [4] I
FHCIE 100% ( ———
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Pet Sitting Invoice

Owner Name:
Pet Name(s):

Janice Brown
Toothless

Departure Date:
Return Date:

Day of Week

Click in cell D13
Moy
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Time Out
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=
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6/11/15

Cleaned Litter Box & Feeding |12:00 PM
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£ | 12:00:00 PM

contents.

4
2
3|
4
5 4

6|
7]
8
B

444 Meverland Road
Seattle, WA 98117
206-555-1111

C

Pet Sitting Invoice

Owner Name:
Pet Name(s):

Janice Brown
Toothless

Departure Date:
Return Date:

1]

12

Day of Week ‘ Date

| Services Provided (feed, Time In

Click in cell D13 and Copy cell contents.

Time Out

{00 PM

Menday

Tuesday

6/11/15

Cleaned Litter Box & Feeding | 12:00 P

Wednesday

6/12/15

Cleaned Litter Box & Feeding

fids]
M 4
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Pet Sitting Invoice ¥

i._;ubtotal extra charges
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Click in cell D15 and Paste text.
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444 Meverland Road
Seattle, WA 98117
206-555-1111

Pet Sitting Invoice

Owner Name: Janice Brown Departure Date:
Pet Name(s):  Toothless Return Date:

Services Provided (feed,
scoop, play, walk, TLC)
Cleaned Litter Box & Feeding | 12:00 PM

Day of Week Date Time In | Time Out

Menday 6/10/15

Cleaned Litter Box & Feeding | 12:00 P,

Tuesday 6/11/15

Wednesday 612115 Cleaned Litter Box & Feeding

17 | Notes: Click in cell D15 and Paste text.
W 4+ M| Pet Sitting
Select destination and press ENTER or choose Paste
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nvoice %l [ Il » [
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444 Meverland Road
Seattle, WA 98117
206-555-1111

Pet Sitting Invoice

Owner Name: Janice Brown Departure Date:
Pet Name(s):  Toothless Return Date:

Day of Week | Click in cel E11 and enter the text: 1:00 IIJM.

Monday 61015 Cleaned Litter Box & Feeding | 12:00 PM|1:00 PM|

Tuesday 611715 Cleaned Litter Box & Feeding | 12:00 PM

Cleaned Litter Box & Feeding | 12:00 PM

Wednesday 6/12/15

17 MNotes: Subtotal extra charges
M 4 b M Pet Sitting Invoice 7] [4] I

FHCIE 100% ( ———
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444 Meverland Road
Seattle, WA 98117
206-555-1111

Pet Sitting Invoice

Owner Name: Janice Brown Departure Date:
Pet Name(s):  Toothless Return Date:

scoop, play, walk,

o bate | Services Provided ( Copyl:ellEll."Lo“t

Monday 61015 Cleaned Litter Box & Feeding | 12:00 PM| 1:00 PM

Tuesday 611715 Cleaned Litter Box & Feeding | 12:00 PM

Wednesday 612115 Cleaned Litter Box & Feeding | 12:00 PM

17 Notes: Subtotal extra charges
W 4+ M| Pet Sitting Invoice . £J [14] i » [
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444 Meverland Road
Seattle, WA 98117
206-555-1111

Pet Sitting Invoice

Owner Name: Janice Brown Departure Date:
Pet Name(s):  Toothless Return Date:

Services Provided (feed,
of Week Date
- scoop, ply, walk, TLC)
610/15 Cleaned Litter Box & Feeding | 12.00 PM|__

Time In | Time Out

Menday

Cleaned Litter Box & Feeding | 12:00 PM

Tuesday 6/11/15

7
[Cle| Click in cell E13 and Paste text. |

I I
17 HNotes: | Subtotal extra charges
W 4+ M| Pet Sitting Invoice . £J [14] i » [
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444 Meverland Road
Seattle, WA 98117
206-555-1111

Pet Sitting Invoice

Owner Name:
Pet Name(s):

Janice Brown
Toothless

Departure Date:
Return Date:

Services Provided (feed,

of Week
ey scoop, play, walk, TLC)

Date

Time In

Monday 61015 Cleaned Litter Box & Feeding

12:00 PM

Tuesday

5;11;153“1 Click in cell E15 and Paste text.

R (Ceri) -

Wednesday 612115 Cleaned Litter Box & Feeding

12:00 PM

17 MNotes:

M 4 b M Pet Sitting Invoice 7]

i._;ubtotal extra charges
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444 Meverland Road
Seattle, WA 98117
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Pet Sitting Invoice

Owner Name: Janice Brown
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Pet Name(s):  Toothless
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Date
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Monday 61015 Cleaned Litter Box & Feeding

12.00 PM Pl [

Tuesday 611715 Cleaned Litter Box & Feeding

12:00 PM|  1:00 PM 60

Wednesday 612115 Cleaned Litter Box & Feeding

12:00 PM|__1:00 PM 60

& (Cr) ~

Subtotar exua wiarges
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Module 6, Lesson 1 (SPSA) Using Templates

MS Office 2010

Click in cell A24 and change the
text [Company Name] to: Sit4U.

Save the file as
M6L1_invoice_ FL.xlIsx.

(AR s - Pet-sitting invoicel. [Compatibility Mode] - Microsoft Exce! i = e |
File Home Insert Page Layout Formulas Data Review Wiew Acrobat & e (= XK
& Arial -l || = EQ = cumeny - A S=lnsertr X v W [?a
. E3- BEH-| $~% ¢+ e 3 Delete - | [§]- SdrtBL bt
Faste v L] s
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523 - fe| =G21-622 v
A B C D E E G H
Services Provided (feed, Total Time
of Week Date Time In | Time Qut Extra Charges
1o scoop, play, walk, TLC) (Minutes)
1; Manday 61015 Cleaned Litter Box & Feeding | 12:00 PM|  1:00 PM 60
| 13 Tuesday 61115 Cleaned Litter Box & Feeding | 12:00 PM|  1:00 PM 60
:112 Wednesday 612/15 Cleaned Litter Box & Feeding | 12:00 PM|  1:00 PM 60
17 | HNotes: Subtotal extra charges
18 Total visits 3
19 Per-visit charge| $10.00
20 Total visit charges $30.00
[ 21 Total charges $30.00 )
I — Deposit paid 3
Click in cell A24 and change the text [Company Name] to: Sit4U.
T T Balance due] $30.00
24 Please make checks payable to: [Company Name]
25 Payment requested within 7 days.
26
= -
M 4 » M| Ppet Sitting Invoice ;¥ [41 il ] » 1]
Ready | 7 | B e ——
(AR = s - Pet-sitting invoicel. [Compatibility Mode] - Microsoft Exce! i = e |
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[ A B E D £ F G H
Services Provided (feed, Total Time
of Week Date Time In | Time Qut Extra Charges
1o scoop, play, walk, TLC) (Minutes)
1; Manday 61015 Cleaned Litter Box & Feeding | 12:00 PM|  1:00 PM 60
| 13 Tuesday 61115 Cleaned Litter Box & Feeding | 12:00 PM|  1:00 PM 60
:112 Wednesday 612/15 Cleaned Litter Box & Feeding | 12:00 PM|  1:00 PM 60
17 | HNotes: Subtotal extra charges
18 Total visits 3
19 Per-visit charge| $10.00
20 Total visit charges $30.00
| 21 Total charges $30.00 )
| 22 Deposit paid 3
23 Balance due $30.00
24 Please make checks payable to: Sit4U
25 Payment requested within 7 days.
26
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Cleaned Litter Box & Feeding | 12:00 PM| 1:00 PM 60

Tuesday 611115

Cleaned Litter Box & Feeding | 12:00 PM|  1:00 PM 60

Wednesday 6/12/15

Notes: Subtotal extra charges
Total visits
Per-visit charge
Total visit charges!
Total charges;
Depasit paid

Balance due

Please make checks payable to: Sit4U
Payment requested within 7 days.
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Module 6, Lesson 1 (SPSA) Using Templates MS Office 2010

F —— = |
N o - e S MBLL_Pet-sitting invaice FLxlsx [Compatibility Mode] - Microsoft Excel N o
File Home Insert Page Layout Formulas Data Review WView Acrobat [~) e =h o x

= % Tahoma -l || = 7%] S General || A S=lnsertr X v
| & B 7 U-|A A= | $ % » 3% Delete - | [§]~ % Cﬁ
_ B Aok » R M| Eromat- | @+ s o
Creatlng a_ NeW Template from Clipboard 1 Font I Alignment G| Number & Cells Editing
- - . B7 - ﬁ-| Janice Brown v
an existing one: g : - 5

n I =1 I I n
With the Pet-sitting invoice open, edit the template:

You will create a standard MS |
Excel template for the company |

1
2 | 444 Neverland Road
1 3 Seattle, WA 98117
based on the one you used earlier. [ sote?
H 5
Make the following changes to || o ) 1
| . Pet Sitting Invoice
the template and then save the Owner Name:  [Janice Brown I Departure Date: 10-Jun
8 | PetName(s): Too Return Date: 12-Jun
worksheet as a template. - Clear the contents of cell B7. |
Services Provided (feed, Total Time
| Day of Week Date Time In | Time Out Extra Charges
. . . . . . walk, TL
With the Pet-sitting invoice [ 10 SOp P ) Btes)
. hk Monday 61015 Cleaned Litter Box & Feeding | 12:00 PM|  1:00 PM 60
open, edit the template: 12
13 Cleaned Litter Box & Feeding | 12:00 PM|  1:00 PM 60
14 Tuesday 6/11/15
Clear the ContentS Of Ce" B7. 211: Wednesday 61215 Cleaned Litter Box & Feeding | 12:00 PM| 1:00 PM 60
| 17 Notes: : Subtotal extra charges '
M 4 b M Pet Sitting Invoice ;¥ 4] i ] » 1]
Ready | 7 | ErER e ———
el A 9 - - = M6LL_Pet-sitting invoice FLadsx [Compatbilty Mode] - Microsoft Excel N o S ]
File Home Insert Page Layout Formulas Data Review Wiew Acrobat & e =1 x
= % Tahoma -l || = %]@ General || A S=lnsertr X v % [ﬁ
B 7 U-|A A= | $ % » o 3% Delete - | [§]~
Y 123 Sort & Find &
- A - 8 5% - | Brormat~ | @+ Fifters select-
Font [} Alignment [ Number F Cells Editing
Clear the contents of cell B8. 87 - £ v
| =
| -
i
[ 1
! 2 | 444 Neverland Road
3 Seattle, WA 98117
4 206-555-1111
5
| . Pet Sitting Invoice 1
Owner Name: | 1 Departure Date:
8 | PetName(s): |Toothless, | Return Date: 12-Jun
9 )
Clear the contents of cell B8. L
Total Time
| of Week Dat Time Out Extra Charges
.. scoop, play, walk, TLC) (Minutes)
1; Monday 61015 Cleaned Litter Box & Feeding | 12:00 PM|  1:00 PM 60
:113 Tuesday 611715 Cleaned Litter Box & Feeding | 12:00 PM|  1:00 PM 60
211: Wednesday 612115 Cleaned Litter Box & Feeding | 12:00 PM| 1:00 PM 60
[l 17 ites: : Subtotal extra charges '
M 4 b M Pet Sitting Invoice ;¥ 4] i ] » 1]

Ready | 33 | _ _ |E@@ e O——0—®
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MS Office 2010

wny I_u‘lnde} - Microsoft Excel

Home Insert Page Layout Formulas Data Review View Acrobat

Tahoma v 10 = %] S General || A S=lnsertr X v % ‘:ﬁ
= B~

3* Delete -
Paste Styles Sort & Find &

= %8 5% -+ | [EdFormat~ | 2~ Fiter~ Select~
Clipboard 1u | Alignment [ Number Cells Editing

Clear the contents of cell F7.

444 Meverland Road
Seattle, WA 98117
206-555-1111

Pet Sitting Invoice

Owner Name: Departure Date:
Pet Name(s): | Blnbesm P

Clear the contents of cell F7.

Services Provided (feed, Total Time
Time In | Time Out
scoop, play, walk, TLC) (Minutes)
Cleaned Litter Box & Feeding | 12:00 PM|  1:00 PM 60

Day of Week = Date

Menday 6/10/15

Cleaned Litter Box & Feeding | 12:00 PM|  1:00 PM 60

Tuesday 6/11/15

Wednesday 612115 Cleaned Litter Box & Feeding | 12:00 PM| 1:00 PM 60

17 Notes: Subtotal extra charges
W 4+ M| Pet Sitting Invoice . £J [14] i » [

R ey m—

mg}aiﬁily Mode] - Microsoft Excel
Home Insert Page Layout Formulas Data Review View Acrobat

e 7 = Q,
|| = E%Eﬂ Custom - S=lnsertr X v %
== s g

A = F* Delete ~
B Sort & Find &
P -0 ;00 ~ | EiFormat~ | 2 Fitter~ Select~

Clipboard 1u | Alignment [ Number Cells Editing

Paste

Clear the contents of cell F8.

444 Meverland Road
Seattle, WA 98117
206-555-1111

Pet Sitting Invoice

Owner Name: Departure Date:
Pet Name(s): Return Date: |

L
y il Clear the contents of cell F8.
Services

Day of Week Date play, walk, TLC) nme 1 | nme vuc (i )

Cleaned Litter Box & Feeding | 12:00 PM|  1:00 PM 60

Menday 6/10/15

Tuesday 611715 Cleaned Litter Box & Feeding | 12:00 PM|  1:00 PM 60

Cleaned Litter Box & Feeding | 12:00 PM| 1:00 PM 60

Wednesday 6/12/15

17 Notes: Subtotal extra charges
W 4+ M| Pet Sitting Invoice . £J [14] i » [

EEER I ———C
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MS Office 2010

mg}aiﬁily Mode] - Microsoft Excel
Home Insert Page Layout Formulas Data Review View Acrobat
Arial v 10 = %] SN || A S=lnsertr X v % ‘:ﬁ
% 3* Delete - E -
Styles Sort & Find &

= %8 5% -+ | [EdFormat~ | 2~ Fiter~ Select~
Clipboard 1u | Alignment [ Number [P Cells Editing

Paste

Clear the contents (not the
formulas) of cell range B11:E16.

444 Meverland Road
Seattle, WA 98117
206-555-1111

Pet Sitting Invoice

Owner Name: Departure Date:
Pet Name(s): Return Date:|

Day of Weel et Clear the contents (not the formulas) of cell range B11:E16. }}B"}s

y.
Monday 61015 Cleaned Litter Box & Feeding [ 1200 PM[1:00 FM 60

Tuesday 61115 Cleaned Litter Box & Feeding | 12:00 PM|  1:00 PM 60

Wednesday 612115 Cleaned Litter Box & Feeding | 12:00 PM| 1:00 PM 60

17 Notes: Subtotal extra charges
W 4+ M| Pet Sitting Invoice . £J [14] i » [

R ey m—

Wﬂy Mode] - Microsoft Excel

Home | Insert Page Layout Formulas Data Review View Acrobat
-l - z%]_ 5S¢ Date "I A S=Inset~ X - % [ﬁ
E ' $ -~ % % Delete ~ E'
Select Clear. = o WA || Erema- [ e

Mignment | Number & Cells [N\ Editing
f,| 6/10/2015 | Select Clear. |
C E | G

444 Meverland Road
Seattle, WA 98117
206-555-1111

Pet Sitting Invoice

Owner Name: Departure Date:
Pet Name(s): Return Date:

Services Provided (feed,
scoop, play, walk, TLC)
Cleaned Litter Box & Feeding 1:00 PM

Day of Week Date Time Out

Monday 6/10/15

Tuesday 61115 Cleaned Litter Box & Feeding 1:00 PM

Wednesday 61215 Cleaned Litter Box & Feeding 1:00 PM 60

|Sut:ntotal extra charges
4

M v [
Average: 6/24/38 Count12 Max 61215  Sum: 5/646 o ooow (=0 (+) |
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Select Clear Contents.

Change the Color of the Dog.

MS Office 2010

it - P ting invaic wny Mode] - Microsoft Excel ‘ - =
Home | Insert Page Layout Formulas Data Review Wiew Acrobat & = [g]
= X Arial = Date - S=lnsertr X v %
B \ A by
Ea- B 1 $ -~ % 3% Delete - | [§]~
Paste el Styles Sort & Find &
54 : %9 3% - | EFormat+ - Filter = Select ~
Clipboard 1u Font T | Alignment [ Number [P Cells &2 Clear All
B1l - (- fe | 6/10/2015 %5 Clear Eormats [d
4] A B C D E Clear Contents H =
Comments
: Select Clear Contents. !
1 Hyperlinks
2 | 444 Neverland Road =2 Re erlinks s n the
3 | Seattle, WA 98117
,g_a_ 206-555-1111 The formatting and comments are
5“ not cleared.
¢ | Pet Sitting Invoice 7
?: Owner Name: Departure Date:
8 | PetName(s): Return Date:
g |
Services Provided (feed, Total Time
of Week Date Time In | Time Out Extra
10 [ scoop, play, wak, TLC) (Minutes) -
1; Monday 61015 Cleaned Litter Box & Feeding | 12:00 PM|  1:00 PM 60
13 Tuesday 611715 Cleaned Litter Box & Feeding | 12:00 PM|  1:00 PM 60
1; Wednesday 6112/15 Cleaned Litter Box & Feeding | 12:00 PM| 1:00 PM 60
17 Notes: Subtotal extra charges el
W 4+ M| Pet Sitting Invoice . £J [14] i ] » [
Ready Average: 6/24/38 Count 12  Max6/12/15  Sum: 5/6/46 3 00w O——0—(#) |

wny I_u‘lnde} - Microsoft Excel

Home Insert Page Layout Formulas Data Review View Acrobat

Date || A S=lnsertr X v % ‘:ﬁ
$-% 3% Delete + | [§]~

Paste S styles Sort & Find &
%5 5% - | [EIFormat~ | B Fifier~ Select~

Clipboard 1u | Alignment [ Number [P Cells Editing

444 Meverland Road
Seattle, WA 98117
206-555-1111

Change the Color of the Dog.

Pet Sitting Invoice

Owner Name: Departure Date:
Pet Name(s): Return Date:

Day of Week Time Out

Menday

Tuesday

Wednesday

i._;ubtotal extra charges

[ » ]

EEER I ———C
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Select the Picture Tools: Format
tab.

Select Color.

MS Office 2010

ility Mode] - Microsoft Excel
Home Insert

&

Ba-| B 7 U

Page Layout Formulas Data Review View Acrobat

ji Select the Picture Tools: Format tab.

Paste atyles Sort & Find &
=4 | @& A » %6 5% - | [EIFormat - | B Fifter - Select~

Clipboard 1a | Alignment | Mumber | Cells | Editing

Picture 48

A

444 Meverland Road
Seattle, WA 98117
206-555-1111

Pet Sitting Invoice

Owner Name:
Pet Name(s):

Departure Date:
Return Date:

Day of Week Time Out

Menday

Tuesday

Wednesday

i._;ubtotal extra charges
4 M

Microsoft Excel

Home Insert Page Layout Formulas Data Review View Acrobat

% Corrections * Z - | GhBring Forward [ERd

[ Send Backward ~ [~
Remove = = 5
Background : o * « B2~ | HfselectionPane kv i3 153

P Styles | Arrange Size

IETES

A

444 Meverland Road
Seattle, WA 98117
206-555-1111

Pet Sitting Invoice

Owner Name:
Pet Name(s):

Departure Date:
Return Date:

Day of Week Time Out

Menday

Tuesday

Wednesday

i._;ubtotal extra charges
4 M
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Select a Red color.

Save as: a Template.

MS Office 2010

ility Mode] - Microsoft Excel

Home Insert Page Layout Formulas Data Review View Acrobat

& Corrections = H Z -  CherngForward = |2~ @_ 57 14z

—”-g %Eolm' . Q- [ Send Backward E'

Remove
Background Recolor

Picture

% More Variations
Lf Set Transparent Color
% Picture Color Options...

Services Provided (feed,

of Week
= Pate | " ccoop, play, walk, TLC)

Menday

Tuesday

Wednesday

i._;ubtotal extra charges
4

Microsoft Excel

Home Insert Page Layout Formulas Data Review View Acrobat

Z -  CherngForward = |2~

Save as: a Template. }
B g Coror

Q- [ Send Backward ~ [~

=]
Remoue k Quick =y ea
Background | | ArtisticEffects - 987 | styles - BRv | By SelectionPane 2k~ o 153
Adjust | Picture Styles 1 | Arrange Size

IETES

Picture 48 ( % |

C

444 Meverland Road
Seattle, WA 98117
206-555-1111

Pet Sitting Invoice

Owner Name: Departure Date:
Pet Name(s): Return Date:

Day of Week Time Out

Menday

Tuesday

Wednesday

i._;ubtotal extra charges
4
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MS Office 2010

File name:  [E88EE invoice |

Save as type: [E)(cel Workbook (*xlsx)} 5.
Authors: | . Tags: Add a tag [ Click to view the Save as opt‘lons./H

Click to view the Save as options. @ Save Thumbnail

> Browse Folders

Seattle, WA 98117
206-555-1111

Pet Sitting Invoice

Owner Name: Departure Date:
Pet Name(s): Return Date:

Day of Week Time Out

Menday

Tuesday

Wednesday

i._;ubtotal extra charges
4 M

File name:  MBL1_Pet-sitting inveice_FLaxlsx

Save as type:

Excel Workbook (*.xlsx)
Excel Macro-Enabled Workbook (*xlsm)
Excel Binary Workbook (*.xlsh)

Excel 97-2003 Workbook (*.xls)

The file extension .xItx means Sreeauml| The file extension .xitx means template. |
> Browse Folders eb Page (* htm:™.
template. R

Authors:

Excel o-Enabled Template (*xltm)

Seattle, WA 981 Eycel F
206-555-1111  Tet| Select the Excel Template item. ]

Select the Excel Template item. ol e
voa. | AML Spreadsheet 2003 (*xml)
Pet Sittinmicrosoft Bxcel 5.0/85 Workbook (*xis)
. C8V (Comma delimited) {*.csv)
Owner, Name: Formatted Text (Space delimited) (*.prn)
Pet Name(s): | Teqt (Macintosh) (*.txt)
Text (MS-DOS) (*bxt)
CSV (Macintosh) (*.csv)
Day of Week sy (M5-DOS) (*.csv)
DIF (Data Interchange Format) (*.dif)
SYLK (Symbolic Link) (*.slk)
Monday Excel Add-In (*xlam)
T Excel97-2003 Add-In (*xla)
o Tuesday PDF (*.pdf)
——— XPS Document (*.xps)
OpenDocument Spreadsheet (*.ods)
|

Wednesday

I
i._;ubtotal extra charges
4 M
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MS Office 2010

i—‘ v“ .. %« AppData » Roaming » Microsoft »
= =

Templates »

= =

File name:  MBL1_Pet-sitting inveice FLxlte

Save as type: [E)(cel Template (*.xlb)

Authors: |

' Browse Folders

Click Save.

444 Meverland Road
Seattle, WA 98117
206-555-1111

Pet Sitting Invoice

Owner Name:
Pet Name(s):

Tags: Add atag

Departure Date:
Return Date:

Day of Week

Time Out

Menday

Tuesday

Wednesday

HNotes:

i._;ubtotal extra charges
4

Il ] » ]

Home Insert Page Layout

Formulas

EEERC———

mpatibility Mode] - Microsoft Excel

Data Review WView Acrobat

2~
—

- @D~
Remove Quick

Close the
- e
Background | Artistic Effects 'H' Styles - %‘

Template.

Adjust Picture Styles |

&k Bring Forward = |3~ @_ 5] 14z

O send Backward - [gj-
I%Selecl:iun Pane Sk

Crop = 153

Arrange Size

Close the Template.

Picture 48 ( % |

444 Meverland Road
Seattle, WA 98117
206-555-1111

Pet Sitting Invoice

Owner Name:
Pet Name(s):

Departure Date:
Return Date:

Day of Week

Time Out

Menday

Tuesday

Wednesday

HNotes:

i._;ubtotal extra charges
4

[ » ]

EEER I ———C
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MS Office 2010

Create a workbook from a
Template you created.

Open your template.

Select My templates.

Pl = roso (Ct

‘ =

I Home | Insert Page Layout Formulas Data Review Wiew Acrobat & = [g]

= = G | - o Salnsert T
Open your template. %] = eners Ay || ETInse ﬂ \‘.ﬁ
= A IR T 3% Delete + | [§]~ ’
B 0 5o e Sort & Find &

~=r
=4 clpa- A= - | EFormat~ | 27 Fitterr Select~
Clipboard 1a | Font [ Alignment | Mumber [P | | Cells | Editing |

A

Paste

a1 - &

GIREBIRIEIE v (v < e uvlaiwib|e
il

&

18

W 4 » M| Sheetl ~'Sheet? ~'Sheet3 ¥J [14] il | » [

Ready B[O & 100 (-——0—() |

Home Insert Page Layout Formulas Data Review View Acrobat

Available Templates Blank workbook

. Save as Adobe PDF

E Open

[ Qose ) quirl

€ + f} Home

|+

Info

Recent

Print
Save & Send

Help

|ﬂ Options

B9 Exit

Blank
workbook

Recent Sample
templates templates

¥

My templates

New from
existing

Oi Select

My templates. . £

Analysis

Annual Any Year

3l

d
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MS Office 2010

Home Insert Page Layout Formulas Data Review View Acrobat

m Save

Save As

The New dialog box opens. ]

o saveas New . . -

[£5 Open Personal Templates

£ Close (] (xl (=]
=] (@] | &

Info Preview

Select the M6L1_Pet-sitting o BT ot
invoice FL.xItx. Eecent ==l Select the M6L1_Pet-sitting invoice_FL.xItx.

The New dialog box opens.

Vehide service

record XLT Preview not available.

Print
Save & Ser|

Help

|ﬂ Option:

B9 Exit

Home Insert Page Layout Formulas Data Review View Acrobat

m Save

Save As

Available Templates
&1 Saveas rNew . . -
[£5 Open Personal Templates
. 50 -
Click OK. e

Info College Education
comparison,.,  credits ...

Recent @

Vehide service
record XLT

Pet-sitting Preview

invoice.xdt

Print

Save & Sen||

Help

|ﬂ Option:

B9 Exit
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The file does not open as a
template file, it opens as a
standard .xlsx file.

Enter Owner Name, Pet name,
Departure Date, Return Date
information.

Fill in cell range B11:E16

Save the file as
M6L1_myinvoice_FL.xlIsx.

Home | Insert
& Arial
El E3- B 7
Paste y

Clipboard 1u

vli0 -~ E%] 5 Date

MS Office 2010

Microsoft Eucel‘ -

Page Layout Formulas Data Review View Acrobat

S=lnsertr X v % ‘:ﬁ
§ - o 3% Delete - | [§]~

Styles Sort & Find &
P -0 ;00 ~ | EiFormat~ | 2 Fitter~ Select~

Alignment [ Number Cells Editing

444 Meverland Road

Seattle, WA 98117
206-555-1111

Pet Sitting

Enter Owner Name, Pet name, Departure Date, Return Date information.
Fill in cell range B11:E16

Owner Name:
Pet Name(s):

Departure Date:
Return Date:

Day of Week

Time Out

Menday

Tuesday

Wednesday

i._;ubtotal extra charges
4

[ » ]

Home Insert

EEER I ———C

Microsoft Eucel‘ -

Page Layout Formulas Data Review View Acrobat

Information about M6L1_Pet-sitti...

:" T' Save the file as M6L1_myinvoice_FL.xlsx. 1

[i5 Open
£ Close

Recent

MNew

Print

Save & Send

Help
|f_f] Options

B9 Exit

I > pen, copy, and change
any part of this workbook.

Protect

Workbook ~ Properties =
s

Size

Title
Prepare for Sharing Tags
Before sharing this file, be aware that it Categories
contains:

Check for
Issues~

Document properties, printer Related Dates

path, author's name and related
dates

Last Modified Today, 9:32 ...

g Created 4/2/2002 6:1...
Content that pecple with =t

disabilities find difficult to read Last Printed

5/10/2004 8:...

Related People
Versions Authar

@ ) There are no previous versions of

this file,

Add an aut...

Manage Last Modified By

Versions = Show All Properties
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Click Save.

All Done!

MS Office 2010

File name:  MBL1_mylhvoice FLxlsx

Save as type: [E)(cel Workbook (*xlsx)}

Authors: |

Save Thumbnail

. Browse Folders

Tags: Add atag

( Click Save.

Seattle, WA 98117
206-555-1111

Pet Sitting Invoice

Owner Name:  Your Name
Pet Name(s):

I Deé_!!rture Date:

Return Date:

Day of Week

Time Out

Menday

Tuesday

Wednesday

i._;ubtotal extra charges
4

Il ] » ]

Home Insert Page Layout Formulas

EEERC———

licrosoft Excel -

Data Review WView Acrobat

Tahoma v 10 = E%] S General || A S=lnsertr X v % ‘:ﬁ
= — B~

$ - % F* Delete ~

-

Paste
B

Clipboard 1| P Alignment T |

.0
K1)

444 Meverland Road
Seattle, WA 98117
206-555-1111

Pet Sitting Invoice

Owner Name:  Your Name
Pet Name(s):

Styles Sort & Find &
E ~ | EiFormat~ | 2 Fitter~ Select~

diting

All Done!

I Deé_!!rture Date:

Return Date:

Day of Week

Time Out

Menday

Tuesday

Wednesday

Hotes:
W 4 » M| Pet Sitting Invoice . ¥J

i._;ubtotal extra charges
4

Il ] » ]

Ready |

EEER I ———C

Page 41 of 41



