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 Excel Versions

A o I

I'll be teachlng from the Mlcrosoft 365 versmn of Excel, and notmg any
differences or limitations in the legacy versions of Excel. References to | Home Insert  Page Layout
Excel 2013+, Excel 2016+, and so on mean a feature is available in all o
[ A Cut R
subsequent versnons, mdudmg Mlcrosoft 365 ) : Calibri

' B I U-
The Future of Excel Legacv Vers:ons ¥ Eqrmat Painter
I demonstrate each technique at

least twice, first by way of
numbered steps in PowerPoint,
and then in Excel.

£ WO N

Microsoft 365 Perpetual Licenses

(Formerly Office 365) Pay once for the software to
Subscription-based version of Microsoft || use on a single computer. No
Office, which includes Excel. Use the new features added until you
software on multiple devices, new buy a new license. Includes

calculation engine, eervices and more Excel 2019 Handouts include PDF of today S
fea:cures are rgllmg ogt that will Excel 2016 presentation along with an example

dramatically set this version apart from Excel 2013 workhook that contains most

past Excel versions. Excel 2010 examples I'll teach from as well as
www.microsoft365.com Excel 2007 and earlier related articles.

Email ask@davidringstrom.com if
you haven't received the handouts.
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| sheet1 | @ — — ‘ ‘ — - | Related Articles |
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Bookl - Excel 02 David Ringstrom DR

File Home Insert Page Layout Formulas Data Review View Help 1= Share =7 Comments

[fl’j & Calibri General « | [ conditional Formatting ~ EHInsert ~ 0 g
v v 0 B Format as Table ~ 2% Delete ~ .
Paste EE $ % 9 i Editing Ideas

S A &0 .00 2 Cell Styles ~ Fiet] Format ~ v

Clipboard IS Number [ Styles Cells Ideas

M
>

ach "box" is referred toas a cell and has a
Depending upon your Excel version, workbooks unique "address" comprised of the cell's
start with 1 or 3 worksheets. You can add dozens, | | column letter and row number. An address
perhaps hundreds of worksheets, but if you reach can be identified two ways: (1) the frame
that point, you're probably using the wrong tool. | | color of column letters and row numbers

‘ ~ | (in this example, green), and (2) the Name
box (in this example, Al).
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/ aving Excel Files

0\ut056ve o Excel spreadsheets can be saved in 27 different formats,

:@ Homp: et PAgelaelt  FoimbEs od but initially, you'll primarily use the following 3:

e .xlsx - Excel 2007 and later

e .xIsm - Macro-Enabled Excel 2007 and later (only use this

@ format if you're saving a file that already contains macros).
S ave AS e .pdf - You can create .pdf versions of files from Excel's

Save As dialog box.

<l

— Documents
Recent ~\
HEw O 3 }
"Frcel Workbook (*xisx) 7 v || [Zsa
6 OneDrive More options...
E\ This PC Use the Browse button (or Computer button
= in Excel 2013) to display atraditional Save As Date modified
A= dialog box, which appears after step 2 in T
@ fdda Excel 2010 and earlier.
,' Jffice Templates 1/8/2019 7:49 P
rowse”
[ ] snagit 1/6/2019 9:28 P
Fmnlovee | ist.xlsx 3/15/2019 2:06,
htma
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Working within a Cell

AutoSave 2~ = Bookl - Excel 0 David Ringstrom DR 3l - O X
File Home Insert Page Layout Formulas Data Review View Help 5 Share = comments ©
r ‘,’ & " | Calibn i M = = = 4 || Genera = B } jo, ‘ /4
—~ = = A =E=E=E t oL 9 BT Dl ,
L) B I U A A = = = ! > - o Editing
B | e | =EE 2 9 7 e Format~ |~
Cliphoard 1§ Font b1 Alignment Number @—k
= i Most of Excel's commands are disabled when
Al . — Laterest :
1 = you're editing a worksheet cell. These features

Type the word Interest but
@, ~__ don't press Enter, just pause.

A B

are enabled again once you press Enter or Tab.

A

1 |Interest
>

| InteresEN
N\
3

The vertical bar indicates that

1‘knterest
5

4
you're "in" a worksheet cell as
opposed to "on" aworksheet.

Press Enter to leave the cell.

O 0 ~N U

b b
P ]

region

The cursor moves down to the

next row when you press Enter.

Alternative: Press the Tab key to
move the cursor to the right.
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Entering Text into Worksheet CeIIs

- B C H I

|'lnterest_| { Formula bar. J‘

Four ways to edit a cell:
1. Click into the formula bar above the worksheet.
2. Double-click on the cell you wish to edit.
3. Press F2 within the cell you wish to edit. ;
|4. Navigate to a cell and type over the contents. r

A | 8 | © | D

nter a number in cell B1
and then press Enter.

1
2
3
4.
5:
6
7
8

| Sheetl

Interest Rate

1 1 |Interest Rate 1 |Interest R| 0.0525
2| |Term 2 |Term 2 |Term
3 }Principal 3 |Principal 3 fPrincipal
- [Payment - iPayment 4 Payment
2 ] 5 | By default text entered into a ..until something is entered in the |

1 6 | cell will oveﬂap adjacent cells adjacent cell. The contents of cell

" Type cell contents as shown. ]1 7 | inagiven row as needed... A1 are still present, but no longer

8 | 2 BN - - — entirely visible. Any cell can
g | o 5 contain up to 32,000 characters.
10| 10| ' ' -

Sheet! | (¥ | Sheet! |
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Managing Column Widths

File( 1 @ Insert 3 3 Share 3¢
q&r
—-ﬁ A | | Calibri & Hlnsert ~ > v v~ (6
bop 2~ | BT U » ( 3\;0&5 g~ P~ T'JAIternative: Right-click on a
> & B e et &~ column (make sure to to
Lot Styfes Cell Size right-click on the worksheet
. B | 1N J T Row Height... frame as a different menu
1||Interest 0.0525 =
5 | = i AutoFit Row Height appears for worksheet cells.
3||prk 2 D > Clear C
! Column Width... Clear Contents
4
5 AutoFit Column Width Format Cells...

Hide

Column Width / 8 X
Columnwidth: B2 )
Cancel

You can also select two or
more columns at once and use

any of these techniques to |
resize multiple columns.

'payment]_ Alternatives: Position cursor to the right of a
column and double-click, or hold down the left
mouse button and drag to the left or the right.

1
2 4
3
4
s 4
6 4
7 4
8 4
B

(1t
(=]

| Sheetl |
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Formatting Percentages

Calibri

|

Select cell B1.
Clipboard

A . c
1 |interest Rat

2 |Term
3 |Principal

lnterest Ratd

aerm

Alternative: Type the number
including decimal places and
percent sign to enter and format
in one step. This only works in
blank cells that don't have a
number format assigned yet.

Bookl - Excel

Click the Percent Style button to
format one or more cells as percent.

Click Increase Decimal twice
to add two decimal places.

- Excel

Alternative: Click the Number W
Format button to display the
Format Cells dialog box.

hfma

region

o iy rmatting > Table~ S
Number Styles

{l me what you want to do

o DE

1 Alternative: Click this arrow
1 in the Number section of
the Home menu.

Currency
$0.05

Accounting
§0.05

Short Date
1/0/1500

Nuance: in Excel Percent
means no decimals, while
Percentage includes decimals.

Format Cells

Alignment Font Bordei

Categary:
| General | Sample

Perc
5.25%

1 Fraction
/2 0
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Formatting Numbers

A B
AutoSave .Cm L ~ = Bookl - Excel == 4
0 7 = 6 |Accounting  $ 30,000.00
s @ Insert  Page Layo%w”’The Accounting Format adds a dollar || 7 {“Ue"®Y Z30:000:90
| I -
LD —— sngn commas, and two decimal places ‘(Z/ . =
e 10| The Accounting Format
aste B s ! " .
5 & BT L= | erge & Center 11| | aligns dollar signs at the left,
Clipboard. 15 Font 4\ 12 versus Currency format that
| A .8 | € T Optional: Click Decrease Decimal twice 12, places dollar signs adjacent
| A 0, 3 |
1 |InterestRaia  5.25% to remove unwanted decimal places. | to the number. )
{ 2 Q 15 | ~
2 Term 46 !
3 |Principal " e
d A | B | € | : Bookl - Excel Bookl - Excel
1 }Interest Rate 5.25%
2 jTerm 48 View Help Data Review View Help
| 2 %
3_|Principal $30,000 General «| | [l Conditional Formatting ~ v =
5 jayment =

Alternative: Type dollar signs
and/or commas when entering
numbers to enter and format as

Currency in one step (assuming cell
has no existing number format).

= | Sheetl | )

% Format as Table ~
Cell Styles ~
The Comma Styles button

3 also automatically adds two | X
decimal places.

& -
Choose General from the
E Number Format list to

remove number formatting
from one or more cells.

$ ~ %

)
T
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Formatting Worksheet Cells

A B
iInterest Rate 5.25%

Term

Principal 30,0( ,

% Update spreadsheet to include all of

, Payment this text, and then select cells A6:E6. e

| 7 lipboard

E— , — |6
payment # Date Interest PrinCipal Balance ,D ternative' click a formatting icon

i again to turn that format off.

Click the Undo command (or press

1\ Ctrl-Z) if you make a mistake.

| = ey
Paste — 7

- 2 Format Painter

| | |
| Sheetl | Sheet2 | Sheets | (%)

4 |Payment

Click the Center command to center =
6 m;t

Fle  Home  Insert  Pagelayoul text within the cell. Many commands

LK cut = do not have keyboard shortcuts. 7) N\

L 1y cony Text is bolded, underlined, and
(3 Copy A [ S i
S O-A~ | = _ = 3= EMegead 1d centered withinthe column.

& Format Painter
11

Date Interest Princi
NS

g Click the Bold icon Click the Underline j'F Aggnmem 12|

;1 | (or pressCtri-B). icon (or press Ctrl-U).
14

2 ;Term = — =
3 |Principal | Sheetl Sheet2

hfma 1
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/
Copying Formulas

A B & ——=nr o | A | B

f ' : ‘ Excel shows the formula z ‘
0, 0,

| Interest Rate 5.25% result when you press Enter. | Interest Rate 5.25%

Term 48 Optional: Double-click the ‘Term 48

Principal 30.000

| Principa 30,000 cell to edit the formula again. Xt

:Paym 1 1
' Type a 1incell A7.] > =A7+1

Payment # Date

. Payment

Payment # Date Inte

YN YA W N
D00 N OV LA W N

| Sheetl | Sheet2 | .. (¥ | Sheetl | Sheet2

2\ A

4 N/ Enter this formula in cell A8. 4Yayment
5 || Formulas always begin with | § 575 . the Fill Handle in cell
6

an equal sign.
6| A8 down through cell A54. el Excel copies the formula down

7 [ 1 i ' and creates a series of numbers.
=A7+1 =A7+1 [
g —— !

=A53+1

10

" !

| Sheetl | Sheet2 | .. | Sheetl | Sheez | .. @ | Sheetl | Sheet?

hfma
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/
Entering Dates

.
7

:
g.
10|
11|
12|

13|
14|

15|

16 |

region

A B C D

1]
2 4
3 4
4 4
s 4
& !
>

:

9 4

. Payment #

\

Date Interest . Principal
W 1/1/20

1/1/2020

Enter dates in m/d/yy
format. You can enter a date
as 01/01/2020, 1/1/2020, or
1/1/20. if you enter 1/1 and

press Enter Excel adds the
current year.

B C D

Do not include an equal

sign otherwise Excel will

perform division instead
of returning a date.

1/1/2020
=2/1/2020

1
2
3
4 |
S.
6
7
8
9

W o S O s W

[ 2 NG c | o
P sestRate  5.25%
\y“Enter a second date, select
Prl cells B7:B8, and then double-
click the Fill Handle.
Payment# Date érest Principg
3
a
5
4LA B £ D
““Excel creates a series of dates
| down the column and stops
' 1 when it finds a blank cell in the
preceding column.
payment # | Date LAntere Princip
1| 1/1/%490
2| 2/1/2020
3| 3/1/2020
4| 4/1/2020
5| 5/1/2020

A ‘ B C D

| Payment # Date Interest Priirncrirpa

Dates in Excel are serial number
representing the number of days
since January 1, 1900. You may
sometimes inadvertently lose the
date format. ,
. /
Bookl - Excel

B9 Q-

File

Home Telluge what you want to

General
No specific for

12 of 22
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~Calculating Our Loan Payment

B4

A

1 U‘ntéﬁrest Rate 5.25%
2 .Term 48

3 |Principal '1 30,000.00
4 |Payment A
5 |

x

6 . Payment # Date

Interest

1 1/1/2022

/1 /07

| Car Payment |

1 |Interest Rate 5.25%
2 Term 48
3 Principal 30,000.00

4 |Payment I,BZ,BS) i

=PMT(B1/12,B2,B3)

E: E

The formula appears in the
formula bar as you build it.

T

7)
Unterest rates must match the basis

Pri Function Arguments

PMT

e

of the term, which in this case is in
months, so we divide by 12 here.

-694,2813825

constant interest rat

Help on this function

hfma

region

t payments and a constant interest rate,

t value: the total amount that a series of future payments

Cancel
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Excel's Order of Operations

- B

InterestRate  5.25% ' 5.25% A ' - '
Term 48 Term 43 “/=100 0..03
Principal 30,000 Principal 30,000 10021 |=100+7*0.03

\Payment {$694.28) |Payment (5694.28) 351 |=(100+7)*0.03 I

| Payment# Date Interest Princip Payment # Date Interest Priocinal Balagce

1/1/2020  131.25 1/1/2020[_131.25] =(B1/12)*B3
2/1/2020  [_g1/12*B3| 2/1/2020 /\
3/1/2020 '

3/1/2020 You can include parentheses in this
4/1/2020 4/1/2020| calculation but they're not necessary since |
5/1/2020 5/1/2020 no addition or subtraction is occuring.
6/1/2020

6/1/2020 T T T
7/1/2020

7/1/2020
8/1/2020 8/1/2020
9/1/2020

9/1/2020

10/1/2020 10/1/2020
11/1/2020 11/1/2020 Excel's Order of Operations:
12/1/2020 12/1/2020 1. Parentheses

1/1/2021 1/1/2021 2. qu?o_nents

2/1/2021 2/1/2021 3. Dlv1§|o.n .

3/1/2021 3/1/2021 4. Multiplication

4/1/2021

4/1/2021 5. Addition
| Sheetl |

W 0 SN Oy ;s W N

1
2
3
4
5
6
7
3
9

W o N O U b w N

ot
(=}
=t
o

[
[
[y
[

Tl il el
Lo w N
Ll el el
0 obh w N

[
(=]
[
(=1}

5/1/2021 6. Subtraction

[
P N

hfma

region 1
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Use F4 to Toggle A

bsolute References

F

G

H

Excel sometimes, but not always,
adopts the number format of other
cells that you reference.

G_

H

Excel changes the cell references
to the payment amount as the
formula is copied down.

| A | & | ¢ D
1 |Interest Rate 5.25%
2 Term 48
3 |Principal 30,000
4 |Payment {S694.28)
5 | V
6 Payment# Date  Inter
7| 1 1/1/2020 131, :{;ﬁl
8 | 2\ 2/1/2020
9 3 3/1/2020
10 | 4 4/1/2020
| Sheetl | (+)
| & | B | € D E
1 |Interest Rate 5.25% 3\
2 Term 48
3 |Principal 30,000
v "Zs‘\Payment (S694.28)
Drag the formula down. st | Ralanc
e 6563.03) |=-B4-C7
g | 2 2/1/2020 ‘00" |=-B5-C8
9 | 3 3/1/2020 svALUE!" |=-B6-C3
10| 4 4/1/2020 ] =07 10|
(+)

| Sheetl |

hfma
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><«ﬁ,
B Gl n

E

Select cell B4 in the formula bar and
press F4 (or Cmd-Tin Excel for Mac)
to create an absolute reference.

1/1/20201

Date _Interest Principal ,k
131.25 =-$B$4-C;|_

2/1/2020
3/1/2020
4/1/2020
5/1/2020

B

L5, RS <R VE RN S R )

48
| 30,000
| (5694.28)

Date

5.25%

yre—

=-B4-C7]

=-SBS4-C7

|=B3-D7

Interest Princip

| 1/1/2020
| 2/1/2020
| 3/1/2020
10| 4/1/2020

1
2
3
4
5.
5
7
8
9

131.25 $563.07

| Sheetl | @

e
29,436.97
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/

Copying F

‘L_l
S |

8

:Interest Rate
|Term
|Principal
|Payment

: Payment #

W 00 N O U B W NI e

5.25%

48
30,000
($694.28)

Date

Interest Princip

1/1/2020

3/1/2020
a alihmo
Sheetl

131.25)S 563.03

| $128.79

hfma
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131.25 S 563.

|=E7*3$BS1/12 |

|E»

Book1 - Exc

WO 0 ~ O U s W N e

Lt
=

ormulas

A

jlnterest Rate ‘
Term
|Principal
:Payment

' Payment #

B —
5.25%

48
30,000
($694.28)

Date

1/1/2020
2/1/2020
3/1/2020
a1 /7m0

Sheetl

A

|interest Rate
|Term

\Principal
Payment

‘ Payment #

B

5.25%

4s
30,000
(5694.28)

Date

$131.25
$128.79

Interest Principal Balance

1/1/2020
2/1/2020
3/1/2020
4/1/2020

| Sheetl |

$131.25 $ 563.0
$128.79 S 565 5

$29,436.97

L5 28, 8714770
i.
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Verifying Our Work

A

| Payment#  Date

B

C

D

E

Interest

Principal

Balance

A

: Pavlﬁént# .

W N B W N

1/1/2020

2/1/2020

$128.79

$565.49

$28,871.47

3/1/2020
4/1/2020
5/1/2020
6/1/2020
7/1/2020
8/1/2020
9/1/2020

| Sheetl |

B

-

C

D

1)

Select cells C8:E8, and then

double-click the Fill Handle.

" ‘s ‘s

E

Date

Interest

Principal

Balance

hfma

region

0N O B W N

1/1/2020

$131.25

$563.03

$29,436.97

2/1/2020
3/1/2020
4/1/2020
5/1/2020
6/1/2020
7/1/2020
8/1/2020
9/1/2020

| Sheetl |

$128.79

$126.31
$123.83
$121.33

$118.83

$116.31

$113.78

$111.24

@

$565.49
$567.97

$570.45 $21

557295

$575.46  §;

$577.97
$580.50

1$583.04

 $28,871.47

.4

Excel copies the formulas
down. Press Ctri-Down.

DL S 2
$667.53  $5,446.48
$670.45 $4,776.02
$673.39  $4,102.64
$676.33  $3,426.31

The ending balance should
be zero. Press Ctrl-Home.

5.25%

48
30,000
($694.28)

The cursor retums to cell A1
when you press Ctrl-Home.

$25,426.17 |
$24,843.13 | -

2 2/1/2020 S128.79 | 5565.
3 3/1/2020 $126.31 $567.9
4 4/1720 $123.83 $570.4
| Sheetl | (&
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- AutoSum Feature

A B . Bookl - Excel
|Interest Rate 5.25%
Term 1 A9 ,
Double-click the A ; @6\ & B, Trace Precedents &

bottom of cell A6. . i
- . AutoSum also appears xcel displays ####H## because the

Date  Interest Principl o op o pog any columns are not wide enough to
1/1/2020 $131.25 $563.0 ittt display the entire number.
2/1/2020 $128.79 $565.4 [—_ < I ‘

4/1/2020 $123.83  $570.4 IHHHHH !

| Sheetl | @ |=suM(c7:C54) | |=Sum(D7:D54) |

Data Review View

W o SN O U W N

B C D

Eﬂ 43 7/1/2023 $ 17.95 $ 676.33 §°  $3.02 _ $691.26
| .29 £ $3,325.51 | $30,000.00

‘ p £ |=SUM(C7:C54) [=SUM(D7:D54
bottom of the column. j , ( L

Double-click the right-edge of columns
C and D to widen the columns to
display the entire number.

The cursor moves to the

hfma 1
8 of 22
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Freeze Panes Feature

B C
20| 8/1/2001  $8256 ¢ InterestRate  5.25%
21 9/1/2021  $79.88 ' % 2 |Term a8
22 10/1/2021  $77.19 . A — 13 Principal 30,000
23 11/1/2021  $74.49 c | o ZT7 | 4 |Payment ($694.28)
12/1/2021  $71.78 S| switch | MacroslleS: |
/1/2022 $69.06 ‘ 4 Windows ~ - 6 \ Payment # Date  Interest

It's easy for data to blur o ‘ ' - 1‘1372021 $82.56

T

when you don't freeze ¥ hs slect Rows 1 through 6 are now

column headings on-screen. Freeze TopR ROW always present on screen.
Keep the top row visible while scrolling through
the rest of the worksheet.

Freeze First Column
é\ A B C Keep the first column visible while scrolling

select the cell jUSt below the ‘hxough the rest of the worksheet.
rows (and optionally to the right
of any columns) that you wish to
always remain on-screen.

Unfreeze Panes if you
wish to undo the action.

E"{E Freeze Panes ~ Y

©—— T ' : freeze Panes "
] y E Unlock all rows and columns to scroll
2 2/1/2020 3 i

~~_through the entire worksheet.

3 3/1/2020 . 1 Freeze Top Row

4 4/1/2020 ; - Keep the top row visible while scrolling
! through the rest of the worksheet,

hfma
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/

Instant Amortization Schedule

n & W N

1)

Right-click any
worksheet tab.

10 |
Sheetl

EE' Delete
E’ Rename
Move or Copy...
E View Code
| E:: Protect Sheet...

Tab Color >

Hide

Insert
Generake Spreadsheet Solutions
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Excel for Mac: Choose File, New
from Template, and enter
amortization into the Search field
in lieu of steps 1-5.

& &

Billing Blood Pressure

Statement Tracker

- |

Expense
Report

Templates on Office.com
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1 iLoan Amortization Sched

Loan a

Annua! intere

Loan period i

Number of payments p
Start date

Opticnal extra pay

Lender name::

Payment Date

Beginning Balan

Excel adds an amortization
schedule to the workbook.

Loan Amortization Schedul
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 Using Excel Templates
AutoSave PERSONAL ~

A\
4
Home Insert Draw  Page Layo N eW &J Double-click any template from the list, or

search a more comprehensive set of templates

| athttp:/templates.office.com. Use the search

N eW € Back ‘ Budget term NCAA there to locate a college basketball
—_— tournament bracket template.

Budget

Sug 3 N\ ’ oo i

ype a search term
and press Enter Personal monthly budget 57 Monthly company budget

NAYIA + JADOY
TIE THE XNOY

Take a tour
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Thank you for attending!

I'm happy to hear from you. In particular let me know if you did not
receive the handouts for this presentation.

David Ringstrom, CPA
L) ask@davidringstrom.com
] www.twitter.com/excelwriter
] www.linkedin.com/in/davidringstrom

Is there something you were hoping to learn today but didn't?
Please let me know. You can ask me anything about Excel.
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