
Lesson 3 M ak ing Calcula tions

Les s on Topics
Using Operators to Make Calculations

Filing Practice

Les s on Objectives
At the end of the lesson, you will be able to:

Use the addition, subtraction, multiplication, and division
operators to enter calculations;

Save and open documents.

Student Files Used
You will not use any files from your student folder.

Student Files Crea ted
You will save the following new files to your student folder:

School Costs

Take Home Pay

Payroll

Party
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Using
Operators
to Make
Calculations

Excel uses operators to add, subtract, multiply, and divide. Below
are the most common operators. You have already used the first
two in your formulas.

+ adds * multiplies
– subtracts / divides 

Using
Addition

You are going to practice adding numbers by typing a worksheet of 
expenses. You are also going to learn to use a variety of methods,
including the ARROW keys,  to enter values and text.

1. You are going to open a new workbook.

Verify that a new workbook is on the screen — on
the title bar will appear Book1, Book2, etc. If 
there is another name, click the New button  
at the left of the Standard toolbar.

A new workbook appears.

2. If necessary, maximize the workbook.

3. First, you are going to type the text.

Go to A2.

4. Type COSTS and tap the ENTER key.

5. In A3, type Tu i tion and tap the DOWN ARROW key.

Notice how Tuition was entered in the cell.

6. In A4, type Books and tap the DOWN ARROW key.

7. In A5, type Other and tap the UP ARROW key un til
you are in A1.

8. Go to B1.

9. In B1, type Su san and tap the TAB key.

10. In C1, type John and tap the TAB key.

11. In D1, type Ju dith and tap the LEFT ARROW key
un til you are back to B1.

12. You are going to center the text in B1, C1, and D1.

B1 should be the active cell.

13. Click the Center button.

14. Go to C1 and click the Center button.
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15. Go to D1 and click the Center button.

16. Go to B3 and enter the following values in your
workbook. Don't type any commas. You will do
that a little later.

Now that you have typed the text and values, you are going to
enter the formulas in row 7.

1. Go to A7.

2. Type To tal and tap the TAB key.

3. In B7, type this formula: =B3+B4+B5

4. Tap the TAB key.

5. In C7, type this formula: =C3+C4+C5

6. Tap the TAB key.

7. In D7, type this formula: =D3+D4+D5

8. Tap the ENTER key. Row 7 should have these
values:

9. When finished, change some numbers and watch
the results change.

Saving a
Document

You are going to save your workbook and name it School Costs. Be
sure you have followed the instructions on page viii to copy the
student files on the CD that comes with this manual. When you
copied the files, a folder was created on the hard disk named
C:\FLS Excel2003 Student Files. This is the location where you will
be opening and saving files throughout this course.

1. On the File menu, choose Save. 
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2. The Save As dialog box appears.

3. Click anywhere in the Save in drop-down list box.

4. In the list that appears, click the item with C:. You
can ig nore any text such as Lo cal Disk that pre cedes 
it.

Notice C: in the Save in box. In the list is the contents
of C:, which is the hard disk.

5. Double-click on FLS Excel2003 Student Files.

The Look in box should have FLS Excel2003 Student
Files. These are the files that were copied from your
CD and this is where you will be saving all new files 
you create.

6. Change the contents of the File name text box to:
School Costs

7. Click the Save but ton.

Your document has been saved. Notice its name on
the Title bar. It is in two places — in memory, which
is the version on the screen, and on the hard disk in
a folder named C:\FLS Excel2003 Student Files.

Note: When you save a doc u ment, you 
can also click the Save but ton  
on the Stan dard toolbar or use the key board
com mand, CTRL/S, which is prob a bly the eas i est
method. The first time you save a doc u ment, you
can use either the Save or Save As com mand on the
File menu. Both will pro duce the Save As di a log box 
which lets you name a doc u ment and in di cate its
lo ca tion. Af ter the first time, the Save com mand is
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used. (The Save As com mand can also be used when
you want to save the doc u ment to an iden ti cal copy,
but with a different name.)

Note: To learn more about sav ing and open ing files,
see the FLS manual, Word 2003 Be gin ning and Be yond.

Using
Subtraction

You are going to create a worksheet that uses subtraction.

1. You are going to keep the document School Costs on
the screen and open a new document on top of it.

Click the New button.

Notice the new workbook. As stated, Excel numbers
new workbooks, Book1, Book2, Book3, etc. until you
save the workbook and give it a permanent name.

2. Type the following worksheet. The text Jan, Feb,
and Mar is right-aligned. The other text is
left-aligned, so you do not have to use an
Align ment button.

3. In B8, type the formula =B3-B4-B5-B6 to sub tract
the taxes, in sur ance, and other ex penses from the
wages. Do not for get to be gin with an equal sign
(=) or Ex cel will think that it is text.

4. Enter a similar formula into C8 and D8. When
finished, row 8 should have these values:

5. Change some of the original numbers and watch
the results of the formulas change.

6. You are going to save the workbook.

This time, use the keyboard command CTRL/S
(Hold down the CTRL key and type S).
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The Save As dialog box appears.

7. Verify that FLS Excel2003 Student Files ap pears in
the Save in box.

8. Change the contents of the File name text box to:
Take Home Pay

9. Click Save.

Using
Multiplication

You are going to create a worksheet that uses multiplication.

1. Click the New button.

2. Type the following worksheet. The text on top is
right-aligned. The text on the left is left-aligned.

3. This time, you are not going to wait until you finish the
workbook to save it. You are going to save it now and
name it Payroll.

Use CTRL/S.

The Save As dialog box appears.

4. Verify that FLS Excel2003 Student Files ap pears in
the Save in box.

5. Change the contents of the File name box to: Pay roll

6. Click Save.

Notice Payroll on the Title bar. The workbook has
been saved.

7. In B6, type the formula =B3*B4 to mul ti ply the
hourly rate by the num ber of hours worked.

8. Write a similar formula for C6 and D6. When
finished, row 6 should have these values:
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9. Change some numbers and watch the results of the 
formulas change.

10. Use CTRL/S to save the changes.

Your changes are saved. The Save As dialog box did
not appear, because you already named the
workbook.

Using
Division

You are going to create a worksheet that uses division.

1. Click the New button.

2. Type the following worksheet. Both the text at the
top and on the left are left-aligned.

3. You are going to save the workbook before continuing.
You will name it Party.

Use CTRL/S.

4. Verify that the file will be saved in the student
folder.

5. In the File name text box, type: Party

6. Click Save.

Notice Party on the Title bar. The workbook has
been saved.

7. In B6, type the following formula to divide the
number of cookies by the number of children:
=B3/B4

8. Type a similar formula for C6 and D6. When
finished, row 6 should have these values:

9. Change some numbers and watch the results of the 
formulas change.
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10. Use CTRL/S to save the changes.

Your changes are saved. The Save As dialog box did
not appear, because you already named the workbook.

File Menu
Practice

For practice, you are going to close the four documents you saved
during this lesson. You will then open them, make changes, switch
between them, and close them again.

Viewing a List 
of Open
Workbooks

You are going to view a list of all open workbooks. Notice the open 
windows on the Taskbar. All four workbooks are listed, either in
four separate icons as below or as a single icon with the number 4.

1. Click the Window menu.

Notice the same open workbooks. There may be
more than the four that you saved. The active
workbook, the one on 
top of the other 
workbooks on the 
screen, has a check 
mark next to it.

2. Click anywhere in an 
open area of the screen to close the menu.

Closing
Workbooks

You are going to close all the workbooks.

1. Click the Close button.  
Be sure you click the document close 
button, not the application close button.

If there are changes to be saved, the following
alert box will appear asking if you want to save
them. 

Click Yes. If all changes have been saved, this alert 
box will not appear.
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2. Do this for all open workbooks.

3. If there are still workbooks on your screen, close
them. There is no need to save the changes, so
when asked, you can click the No button.

When all documents are closed, only the application
window remains open.

Opening
Workbooks

You are going to open the same workbooks.

1. Click the File menu and choose Open.

2. Verify that FLS Excel2003 Student Files is dis played
in the Look in box.

3. Find School Costs on the list and click on it to
high light it.

4. With School Costs high lighted, click the Open
but ton.

School Costs has been opened. It is in two places — in 
memory (the version on the screen) and on disk.

5. Change one of the values so there will be a change
to save later on.

6. Click the File menu and choose Open.

7. Find Take Home Pay and click it to high light it.

8. With Take Home Pay high lighted, click the Open
but ton.

Take Home Pay is open.

9. Change a value so there will be something to save
later on.

10. Click the File menu and choose Pay roll.

11. Click the Open button.

Payroll is open.

12. Change a value.

13. Click the File menu and choose Party.

14. Click the Open button.

Party is open.

15. Change a value.
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Switching
Between
Workbooks

Notice once again that all four workbooks are listed on the Taskbar.

1. Click a workbook button on the Taskbar and notice 
that the workbook of the button you clicked
became the active workbook.

2. Click the Window menu and notice the open
workbooks. The active workbook has a check mark 
next to it.

3. On the Window menu, click another workbook
name and notice that it becomes the active
workbook.

4. Change a value in the active workbook.

5. Close all the workbooks. For the workbooks that
have unsaved changes, an alert box will appear.
Click Yes to save the changes. 

This is the end of Lesson 3. Feel free to work on any of the
workbooks you used for this lesson. Remember that throughout
this course, files are never used in subsequent lessons, so do not
hesitate to alter them. 

End of Lesson 3
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