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3 One Time Costs

a Ttems Number Needed | Cost Per Item “Total Costs

5 |Cooking Utensils 10 INR 500.00) INR 5,000.00
6 [Storage Containers 10 INR 200.00) INR 2,000.00
7 [Cooking Range and Oven 2| 1NR 10,000.00) INR 20,000.00)
8 [Chairs 4 INR 500.00) INR 2,000.00
9 [Tables 1] INR 1,000.00) INR 1,000.00
10 [Office Equipment (Computer & Printer) 1] 1NR 30,000.00) INR 30,000.00)
1

12 [Total One Time Costs INR 60,000.00)
13
¢ RecurringCosts 00000 00000000

Number of
e ot | ccalcoatea for | Tot Costs

15 one year)

16 [Office Supplies and Stationery INR 500.00) 12 INR 6,000.00
17 [Ingredients (Raw Material) INR 10,000.00) 12 INR 120,000.00)
18 [Packing Material and Costs INR 3,500.00 12 INR 42,000.00)

Marketing Material

19 |(Flyers/Brochure/Business Cards) INR 3,000.00 12 INR 36,000.00)
20 [Internet/Advertising INR 1,500.00 12 INR 18,000.00)
21 |Fuel Expenses for Delivery INR 2,000.00 12 INR 24,000.00)
22 [Building Rent/Lease INR 3,000.00 12 INR 36,000.00)
23 |utilties INR 1,500.00 12 INR 18,000.00)
24 [Salaries INR 7,000.00 12 INR 84,000.00)
2

26 [Total Recurring Costs INR 384,000.00]
27

3
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Money Management and Finances
Intel® Easy Steps

Money Management and Finances

Module 7
Money Management and Finances 
Description: Have you ever thought how much money you will need to set up a business? How much money do you think you will realistically make through the sales of your products and services? How will you keep track of your income (the money you take in) and your expenses (the money you have to pay out), and whether you make a profit? Careful planning and management of your money is an integral part of operating a successful business.  Business people use many types of financial tracking documents to plan and track their finances, such as Estimated Start-Up Costs, Cash Flow Statements, Balance Sheets, Inventory Tracking, Profit and Loss Statements and so forth.   These documents are designed to help you plan your expenses, predict your income, and help you achieve your financial goals.  In this course, you will prepare a few documents as an example of how technology can help you plan and track the financial success of your business. Even if you do not start or operate a business, these skills will help you manage your personal or family finances.  In this module, you will also learn how technology can help you communicate with others about your finances, and get valuable feedback from others.  
Activity 1: Understanding Startup Costs 

What are some of the things that you will require to start your business? How much do you think these items will cost?  Among the many things you will need to consider is the cost involved in starting and operating your business. Almost every business has to spend some money to set up the business, before it can start to make money. These costs are called Startup Costs. For smaller businesses, the startup costs can be minimal. However, if your business will need a place to operate, or if you need equipment or need to hire employees, you will probably have startup costs in areas such as equipment, salaries to the staff, furniture and rental of the office space. 

Step 1: Guided Practice 

Startup Costs Sheet 

How will you list and calculate your startup costs? You can use the startup costs sheet to plan your startup costs of both your one-time costs (costs which you spend once at the start of the business) and your recurring costs (costs you will spend on a periodic basis for running your business). You can also create charts from the information to present your startup costs visually. 

PLAN IT OUT

Develop a Startup Costs Sheet for your business idea, which will help you in identifying and planning your startup costs. Look at the following sample:
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Startup Costs Sheet Example

Imagine that you are starting your business. Think about the following questions and plan your startup costs sheet.

1.  List the one-time costs that are required to set up your business. 
Note: Since you may not know the correct amounts for expenses, enter the amounts based on assumption. 
	Expense Items 
	Number Needed 
	Price per item 

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


2. List the recurring costs that are required to set up your business. 
Note: Since you may not know the correct amounts for expenses, enter the amounts based on assumption. 
	Expense Items 
	Amount per month 

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	


3. What information would you want to display using the chart? Why?

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
TRY IT OUT

Follow the instructions to create a startup costs sheet with the aid of the Help Guide. 
A. TYPE HEADINGS TO YOUR WORKSHEET
1. Start the spreadsheet software, and open a new, blank worksheet. (See Help Guide, Spreadsheets Skill 1.1)
2. Type a worksheet title in cell A1.  Change the column widths or merge cells as needed. (See Help Guide, Spreadsheets Skill 4.1, 5.6 and 5.10)
3. In cell A3, type “One Time Costs” as the cost description heading.
4. Type “Items” in cell A4, “Number Needed” in cell B4, “Cost per Item” in cell C4 and “Total Costs” in cell D4 as column labels. (See Help Guide, Spreadsheets Skill 4.1)
5. Create a folder for the module and save your work in that folder.  Make sure you save your work after every couple of steps you complete.  (See Help Guide, Spreadsheets Skill 1.8)
B. TYPE INFORMATION TO YOUR WORKSHEET
1. In the empty cells below the headings, enter the Items, Number Needed and Cost Per Item information in columns A through C. Make sure you put each item in a different cell. Change the column widths as needed. (see Help Guide, Spreadsheet Skill 4.1,  4.2 and 5.6)
2. Repeat step 1 for the remaining items under one-time costs.
3. Save your work.  

C. INSERT FORMULAS
1. In the first empty cell under the column heading ‘Total Costs’, type a formula that multiplies the number needed with the cost per item. (See Help Guide, Spreadsheets Skill 7.5)
2. Apply the formula down the column to calculate this cost for the other items. ( See Help Guide, Spreadsheets Skill 7.11)
3. In the first empty cell below the last total cost information in column D, insert a Sum function that adds all the item totals in that column. ( See Help Guide, Spreadsheets Skill 7.1 and 7.3)
4. And in the empty column A cell to the left, type “Total One Time Costs” as the label for that new sum amount.  
5. Save your work.  

D. TYPE MORE HEADINGS 

1. In the first empty cell below the label total one-time costs information in column A, type “Recurring Costs” as the cost description heading.
2. Type “Items” in the empty cell in column A, “Expense Per Month Needed” in the empty cell in column B, “Number of Months” in the empty cell in column C and “Total Costs” in the empty cell in column D as column labels. (See Help Guide, Spreadsheets Skill 4.1)
3. Save your work.  Make sure you save your work after every couple of steps you complete. (See Help Guide, Spreadsheets Skill 1.8)
E. TYPE MORE INFORMATION 

1. In the empty cells below the headings, enter the Items, Expense Per Month and Number of Months information in columns A through C. Make sure you put each item in a different cell. Change the column widths as needed. (see Help Guide, Spreadsheet Skill 4.1,  4.2 and 5.6)
2. Repeat step 1 for the remaining items under recurring costs.
3. Save your work.  

F. INSERT MORE FORMULAS
1. In the first empty cell under the column heading ‘Total Costs’, type a formula that multiplies the expense per month with the number of months. (See Help Guide, Spreadsheets Skill 7.5)
2. Apply the formula down the column to calculate this cost for the other items. ( See Help Guide, Spreadsheets Skill 7.11)
3. In the first empty cell below the last total cost information in column D, insert a Sum function that adds all the item totals in that column. ( See Help Guide, Spreadsheets Skill 7.1 and 7.3)
4. And in the empty column A cell to the left, type “Total Recurring Costs” as the label for that new sum amount.  
5. Then, in the empty cell in column D, type a formula that adds up the total for one time and recurring costs. And in the empty column A cell to the left, type “Grand Total of Startup Costs” as the label for that new sum amount.
6. Save your work.  

G. SHOW NUMBERS AS CURRENCY 

1. Format the numbers in columns B, C and D so they look like money or currency. ( See Help Guide, Spreadsheets Skill 4.9)
2. Save your work.  

H. CHANGE THE LOOK OF WORKSHEET
1. Change the look of information however you wish. You might especially want to make the worksheet title, the column labels, the sub-total and the grand total information stand out. (See Help Guide, Spreadsheets Skill 5.1,5.2, 5.3, 5.8 and 5.9)

2. Try different alignment options to see which one makes the information look good.  If needed, make the columns wider. (See Help Guide, Spreadsheet Skill 5.6 and 5.7: To change the alignment of information within a cell or cells)

3. Save your work.  
I. NAME YOUR WORKSHEET 

1. Rename Sheet 1 with a name that describes the information in the worksheet. For example, ‘Startup Costs’. (See Help Guide,  Spreadsheets Skill 3.2)
2. Save your work.
Getting feedback from others will help you improve your work. Share your startup costs sheet with a few other participants and get their feedback. Make changes based on the feedback, if required. It is always a good practice to review your work before you share it with others.

Step 2: Self-Practice

Practice and improve your skills by completing the following activities in your spare time.

Startup Costs Pie Chart

Using the data in the startup costs sheet, you can create different charts to show the information visually and analyze the information. Look at the following example. Create a pie chart to compare the total one-time costs and the total-recurring costs for your start-up costs. This chart will help you in understanding whether the one-time costs or the recurring costs contribute more to the expenses of starting and running a business.   
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Startup Costs Chart Example
Activity 2: Understanding Cash Flow Considerations 
Operating a business involves continuous flow of money – of both money received and money spent on the business. Keeping track of the cash flow will help in understanding how much money has been spent on the business and how much money has been earned. Cash flow is a representation of the amount of cash generated and used by a business in a given period. Typically, knowing your cash flow will allow you to make projections and adjustments on your expenses. Cash Flow gives an indication of the financial strength of the business and how much cash it has in hand to spend. 
Step 1: Guided Practice 
Projected Cash Flow Sheet 
How will you plan and represent the cash flow for your business? How will you calculate how much cash you will have in hand to spend on your business? You can develop a projected cash flow statement that records the money you expect to earn and spend, and calculates the net amount that you will have for the given period. You can also show the expenses and income visually with a chart.  
PLAN IT OUT
Develop a Projected Cash Flow Sheet for your business idea, which will help you in understanding your income and expenses for a given period. Look at the following sample:
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Projected Cash Flow Statement

1
3

4 [Opening Balance INR 10,000.00  INR9,900.00] INR 14,300.00] INR8,950.00]  INR§,350.00]  INR 6,250.00[ INR 10,000.00
5

6 [Money Received

7 [Cash from sales INR 5,000.00] __ INR 4,000.00  INR'5,000.00] INR 7,000.00 _ INR 6,000.00] _INR 7,500.00] INR 34,500.00)
8 [Advance payments on Orders INR 2,000.00] __INR 1,000.00] INR 500.00] INR 1,500.00]  INR 2,500.00] INR 3,000.00| INR 10,500.00)
9 [Cash through Sale of Assets/Equipment INR 0.00 INR 0.00 INR 250.00) INR 0.00 INR 0.00 INR 0.00] _INR 250.00)
10 |Cash obtained through loans INR 6,000.00] _INR 10,000.00] INR 0.00 INR 0.00 INR 0.00 INR 0.00| INR 16,000.00)
11 [Interest eamed on investments INR 200.00) INR 200.00) INR 200.00) INR 200.00) INR 200.00) INR 200.00] INR 1,200.00)
12 |miscellaneous income ) INR 0,00 INR 1,000.00) INR 0.00] INR 1,000.00] _ INR 1,000.00] INR 1,000.00| INR 4,000.00
13

14 [Total Money Received INR 13,200.00] INR 16,200.00]  INR5,950.00] INR©9,700.00]  INR9,700.00] INR 11,700.00| INR 66,450.00
15

16 [Money spent

17 [Operating Expenses INR 5,000.00] __ INR 5,000.00  INR'5,000.00] INR5,000.00  INR5,000.00] _INR 5,000.00| INR 30,000.00)
18 [Administrative Expenses INR 2,000.00] _ INR 2,000.00]  INR2,000.00] INR2,000.00  INR2,000.00] _INR 2,000.00| INR 12,000.00)
19 [Equipment Expenses INR 1,000.00 INR 0,00 INR 1,000.00) INR 0.00 INR 0.00 INR 0.00] INR 2,000.00)
20 [Raw Material Expenses INR 3,500.00]  INR 3,500.00]  INR 2,000.00] INR2,000.00]  INR3,500.00]  INR 2,000.00| INR 16,500.00)
21 [Marketing and Packaging Expenses INR 1,500.00]  INR 1,000.00]  INR 1,000.00] INR 1,000.00] _ INR 1,000.00]  INR 1,000.00] INR 6,500.00)
22 |Loan Payments INR 300.00) INR 300.00) INR 300.00) INR 300.00) INR 300.00) INR 300.00] INR 1,800.00)
23 |Miscellaneous Expenses ( ) INR 0.00 INR 0.00 INR 0.00 INR 0.00 INR 0.00 INR 0.00 INR 0.00
u

25 [Total Money Spent INR 13,300.00] INR 11,800.00] INR 11,300.00] INR 10,300.00] INR 11,800.00] INR 10,300.00| INR 68,800.00
2%

27 |Net Cash Flow Received /(spent) -INR 100.00]  INR4,400.00] -INR 5,350.00] -INR 600.00]  -INR 2,100.00] INR 1,400.00| -INR 2,350.00
3

29 [Closing Balance INR 9,900.00] INR 14,300.00]  INR8,950.00] INR8,350.00]  INR6,250.00]  INR 7,650.00] INR 7,650.00)
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Projected Cash Flow Example
Imagine that you are operating a business. Think about the following questions and plan your cash flow sheet.
1. For which period do you want to create the projected cash flow statement? For e.g., monthly. quarterly, half-yearly, annual. 
________________________________________________________________________________________________________________________________________________________________________________

2. Identify and list all the sources from which you will receive money. Identify the amount you will receive on a monthly basis from these sources. 
Note: Since you may not know the correct amounts, write down the amounts based on assumption. The amounts may be fixed or vary each month, depending on the source.  
a. Earnings from sales of your products and services

b. Any advance payments you may have received on future sales

c. Cash received for selling any business assets or equipment 

d. Cash received through loans

e. Interest on business investments

f. Any other miscellaneous amounts 
	Income Source 
	Amount (in  local currency)

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	


3. Identify and list all the items for which you will have to pay money. Identify what amount you will receive on a monthly basis from these sources. 
Note: Since you may not know the correct amounts, write down the amounts based on assumption. The amounts may be fixed or vary monthly depending upon the expense.  
a. Expenses for running the business such as administrative, operating, raw material, equipment, marketing, packaging, and so forth. 
Note: You can refer to your Startup Costs Sheet to identify some of the expenses. 
b. Payments on loans, if any.

c. Any other miscellaneous amounts 
	Expense 
	Amount (in local currency)

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	


4. What information would you want to display using the chart? Why?
________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

TRY IT OUT
 Follow the instructions to create a cash flow sheet with the aid of the Help Guide. 
A. TYPE HEADINGS TO YOUR WORKSHEET
1. Type a worksheet title in cell A1.  Change the column widths or merge cells as needed.  (See Help Guide, Spreadsheets Skill 4.1, 5.6 and 5.10)

2. Add column headings to your worksheet. Type “Month 1” in cell B2, “Month 2” in cell C2, “Month 3” in cell D2, “Month 4” in cell E2, “Month 5” in cell F2, “Month 6” in cell G2, and “Half-Yearly” in cell H2 . (See Help Guide, Spreadsheets Skill 4.1)

Note: If you wish, you can add additional months to the columns.

3. Create a folder for the module and save your work in that folder. Make sure you save your work after every couple of steps you complete.  (See Help Guide, Spreadsheets Skill 1.8)
B. TYPE INFORMATION IN YOUR WORKSHEET
1. In the empty cell in column A, below the row 2 headings, type ‘Opening Balance’. Then in the cells directly below it, type ‘Money Received’ and the items for income. Make sure you put each item in a different cell. Change the column widths as needed.  (See Help Guide, Spreadsheets Skill 4.1, 4.2 and Spreadsheet Skill 5.6)
2. In the first empty cell below the last money received information in column A, type ‘Total Money Received’.
3. In the cells directly below it, type ‘Money Spent’ and the items for expense. Make sure you put each item in a different cell. Change the column widths as needed.  
4. In the first empty cell below the last money spent information in column A, type ‘Total Money Spent’. Then, in the cells directly below it, type ‘Net Cash Flow Received/Spent’ and ‘Closing Balance’. 
5. In the empty cells below the column heading ‘Month 1’, enter the information for the Opening Balance and the items under Money Received and Money Spent.  Make sure you put each item in a different cell. (See Help Guide, Spreadsheets Skill 4.1: To put words and numbers into a worksheet cell)
6. Enter the information under Money Received and Money Spent for the remaining months in columns C through G. 
7. Save your work.  

C. INSERT FORMULAS
1. In the first empty cell next to the heading ‘Total Money Received’ in column B, insert a Sum function that adds all the income or money received totals in that column. Apply this formula across the row to calculate the sum for the other months. Make sure you put each value in a different cell. Change the column widths as needed. (See Help Guide, Spreadsheets Skill: 7.1, 7.3 and 7.11)
2. In the first empty cell next to the heading ‘Total Money Spent’ in column B, insert a Sum function that adds all the expense or money spent totals in that column. Apply this formula across the row to calculate the sum for the other months. Make sure you put each value in a different cell. Change the column widths as needed. 
3. In the first empty cell next to the heading ‘Net Cash Flow Received/Spent’ in column B, type a formula to calculate the difference between the total money received and the total money spent. Apply this formula across the row to calculate the difference for the other months. Make sure you put each value in a different cell. Change the column widths as needed. (See Help Guide, Spreadsheets Skill 7.4 and 7.11)
4. In the first empty cell next to the heading ‘Closing Balance’ in column B, type a formula to calculate the sum of the opening balance and the net cash flow received/spent. (See Help Guide, Spreadsheets Skill 7.9)
5. In the empty cell below the column heading ‘Month 2’, type a formula that shows the value of the closing balance of the previous month.  For example, =B29. This will be the opening balance for the month. Apply this formula across the row to show the opening balance for the other months.
6. In the empty cell below the column heading ‘Annual’, type a formula that shows the value of the opening balance of the first month. For example, =B4. This will be the opening balance for the first month of the year.
7. In the empty cell beside the first money received information in column H, insert a Sum function that adds all the money-received totals in that row.  Apply this formula down the column to calculate the sum for the other items. Make sure you put each value in a different cell. (See Help Guide, Spreadsheets Skill 7.1, 7.3 and  7.11)
8. In the empty cell beside the money spent information in column H, insert a Sum function that adds all the money-spent totals in that row.  Apply this formula down the column to calculate the sum for the other items. Make sure you put each value in a different cell.
9. In the empty cell beside the net cash flow received/spent in column H, insert a Sum function that adds all the net cash flow received/spent totals in that row.

10. In the empty cell beside the closing balance in column H, type a formula that shows the value of the closing balance of the last month of the year.  For example, =M29. This will be the closing balance for the last month of the year.
11. Save your work. 

 D. SHOW NUMBERS AS CURRENCY 

3. Format the numbers in columns B though H so they look like money or currency. (See Help Guide, Spreadsheets Skill 4.9)

4. Save your work.
 E. CHANGE THE LOOK OF THE WORKSHEET
1. Change the look of information however you wish. You might especially want to make the worksheet title, the column labels, and the annual information stand out. (See Help Guide, Spreadsheet Skill 5.1, 5.2, 5.3, 5.8 and 5.9)
2. Try different alignment options to see which one makes the information look good.  If needed, make the columns wider. (See Help Guide, Spreadsheet Skill 5.6 and 5.7)
3. Save your work.  
F. NAME YOUR WORKSHEET 

6. Rename Sheet 1 with a name that describes the information in the worksheet. For example, ‘Projected Cash Flow’. (See Help Guide, Spreadsheets Skill 3.2)
7. Save your work.  

Getting feedback from others will help you improve your work. Share your cash flow sheet with a few other participants and get their feedback. Make changes based on the feedback, if required. It is always a good practice to review your work before you share it with others.
Step 2: Self-Practice
Practice and improve your skills by completing the following activities in your spare time.

Monthly Income and Expenses Line Chart
Using the data in the cash flow sheet, you can create different charts to show the information visually and analyze the information. Look at the following example. Create a line chart, which shows the total monthly income and the total monthly expenses. This chart will help you in understanding when your income will start to exceed your expenses and plan your finances better.    
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Cash Flow – Monthly Income and Expenses Line Chart Example 
Activity 3: Share and Discuss on a Skype Voice Call using the Send Files Feature

In addition to instant messaging, Skype offers many features for communication with your friends, colleagues and business associates. You can send files and have voice and video calls on Skype with individual contacts and groups. In this activity, you will share the financial spreadsheets and share feedback on a voice call with other participants in the group. Divide into groups as instructed by your facilitator. 
· The instructions given below are specific to a web site and may differ from other web sites. The site below is a suggested site only. You or the facilitator may select another web site to use for this activity. 

· To access the web site suggested below, you will need to register for the site. Before you set up an email account or register for any other external Web site, you must become familiar with some basic rules regarding Internet Safety. Please make sure that the basic rules of Internet Safety are reviewed before registering on any Web site (Refer to the Appendix – Internet Safety Guidelines).  
1.  Start the Skype application and login to your Skype account.

2. If the members in your group are not included in your contacts list, add them as contacts or accept contact requests sent by them.

3. Make a voice call to one of the group members and have a brief conversation. This will also help you in testing if the audio is working properly. 

· In your Skype window, go to the Contacts tab.
· Click the name of the person you wish to make the voice call. You will notice a chat window with the person’s name will appear.

Note: Before you make a voice call, check your audio settings. In your Skype window click Call | Audio Settings.

Note: Before you make a voice call, check if the person you wish to talk to is online. Usually, the online status of a contact on your list is indicated by a green check mark next to the contact’s name.
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· Click the Call button. You will hear the call ringing until the person answers the call.
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· Begin your audio conversation.

· To end the call, click End call.
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4. Create a new messenger group for your group members.
· In your Skype window, click Contacts | Create new group.

[image: image8.jpg]



· From the Contacts tab, select the contact you want to add in the group and drag it on the main chat window.
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· Repeat Step 3 for the people you want included in the group call. 

Note: You can add a maximum of 24 contacts in the group call.
· Click Save group in contacts. This opens a Save group window.
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· Type a name for your group in the box. 
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· Click OK.
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5. Share the Financial spreadsheets with the rest of the group.
· In your Skype window, go to the Contacts tab.
[image: image13.png]2 Contacts H O
qQ
| © soorsonTestsene

@ samn

gD





· Click the name of the person or the group you wish to send the file to. You will notice a chat window with the person’s or group’s name will appear.

Note: Before you send a file, check if the person you wish to send the file to is online. Usually, the online status of a contact on your list is indicated by a green check mark next to the contact’s name.
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· Click the + button in the chat window. Then click Send File. 
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· Browse and select the file you want to send. If you want to send multiple files simultaneously, hold the Ctrl key on your keyboard for each file you select. 
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· Or, in your Skype window, click Conversation | Send | File. Browse and select the file you want to send. If you want to send multiple files simultaneously, hold the Ctrl key on your keyboard for each file you select. Click Open to send the file. 
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· Click Open to send the file.
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· You will see a notification on the chat window with the file or files sent, whether the contact has accepted the files and the progress of the file transfer.  
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6. Receive the Financial spreadsheets sent by the other members in the group.
· When a contact or contacts, sends you a file or several files, you will see a notification in the conversation window. You will also see the orange notification against the contact’s name that sent you the file.
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· In the conversation window, click Save as to receive the file.  If you do not wish to save the file, click Cancel.
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· A Save window will pop-up. Choose a location where you want to save the file.
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· You will see a notification on the chat window with the file or files received and the progress of the file transfer. Once a file has been downloaded, you will see a notification File received next to the file.
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· To open the file, click Open file, or Show in folder.
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7. Share and discuss your financial spreadsheets. Provide feedback on the financial spreadsheets of others by having a group call. 
· Go to the Contacts tab and click on the group name that you want to call.
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· Click Call group.
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· You will hear the call ringing until any one of contacts first answers the call. 
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· Begin your audio conversation.

· You can also send instant messages to the group by typing in the conversation box. An orange icon indicates that you have received a message from other contacts.
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· To end the call, click End call.
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8. Sign out of your Skype account once you have finished the call. 

Self-Practice 

Practice your skills by completing the following activities in your spare time. 

1. Create a group for some contacts in your list. 
2. Make a voice call to a single contact and then add more people to the call. 
3. Share multiple files with a contact or a group. 
Activity 4: Using What I Learnt 

1. In this activity, you will discuss uses of the Spreadsheets software in a business scenario.  The software has many uses. For example, you  can use Spreadsheets for making

· Cash Flow Statements
· Profit and Loss Statements

· Inventory Sheets
· Sales Forecasts 
Think about other possible uses of Spreadsheets for your business.  Use the space given below to list your points.
____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
2. Think about possible uses of the products you created and the Skype features you used in your personal and professional life. Use the space given below to list your points.

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
3. Share the lists with your friends and note down any additional points. 

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

Skills Set Checklist 
Go through the checklist to review what you have learned in this module. 
	Skills
	Yes
	No
	Need Practice

	I can enter and edit text and numbers in a Spreadsheet.
	
	
	

	I can show numbers in different formats.
	
	
	

	I can perform simple calculation and apply a formula.
	
	
	

	I can reuse a formula in many cells in the same row or column.
	
	
	

	I can combine and merge cells.
	
	
	

	I can change the alignment of information in the cells. 
	
	
	

	I can format cells and change width of rows and columns.
	
	
	

	I can create chart and define chart type.
	
	
	

	I can save a Spreadsheet.
	
	
	

	I can change the font of words and numbers.
	
	
	

	I can change the style of words and numbers.
	
	
	

	I can make the words and numbers bigger or smaller. 
	
	
	

	I can show numbers as decimals and currency.
	
	
	

	I can add borders to cells, rows, columns and worksheets. 
	
	
	

	I can add background colour or shading to cells, rows or columns.
	
	
	

	I can rename a sheet.
	
	
	

	I can select several boxes or cells that are next to each other.
	
	
	

	I can send and receive files with contacts on Skype.
	
	
	

	I can make voice calls to contacts on Skype. 
	
	
	


Money Management� and Finances





Intel® Easy Steps








Copyright © 2011 Intel Corporation.





  Intel® Easy Steps        

          
All rights reserved                                                                                                                                       Version 3.0
Intel® Easy Steps
                                                                                                                                   Copyright © 2011 Intel Corporation.

Version 3.0
                                                                                                                                All rights reserved    
Copyright © 2011 Intel Corporation.





  Intel® Easy Steps        

          
All rights reserved                                                                                                                                       Version 3.0

