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Creating Sales Invoices

Spreadsheets have many business applications and this chapter will look at one

of their most important uses. Many businesses create their own invoices (sales
documents) and Microsoft Excel provides a medium for creating professional
invoices, even linking them to a stock inventory.

Entering the Labels of the Invoice

1 Start a NEW workbook and set the following initial formats:
e Widen COLUMN C to 26 characters.
e Widen COLUMNS D and E to 14 characters.

2 Enter the labels shown in the
indicated cells.

3 Change each heading to BOLD.
Remember, you can hold down
the CTRL key to select multiple

cells.

A B c D B F
i | 4 CENTRE cells A8 to C8. and
1 RIGHT ALIGN cells D5 to E18.
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Adding Borders

Borders need to be placed around relevant sections of the invoice.

.','f_!:!..| " = Bookl - Microsaft Excal

‘—?f Hame Insart Page Layout Formulas Data Reyiew Wew =dd-lne

# Calibfi 1M~ A= —E~1|§1‘| = General *
Paste o | b e ] s ====E 5% 183
Clippoard i W Borders [ _ Mumbes
e g = »
i t Top Border : I ( . .
El | —_— 1 Highlight cells A8 to E15 then
2 | | Bignt Border click on the arrow next to the
i - ilj:‘”:ir < BORDERS icon in the HOME tab
All Borders.

5 soldTo: SRR EES Y Date: of the RIBBON and select ALL
& Thick Box Border BORDERS

t i EBottom Double Border Es =

2 aty Code : it Price

g - Thick Bottom Border
.I.{I T Top and Bottam Bardet
L'L T Top and Thick Bottom Border
]_2 ; Top and Double Bottom Border
1:3 Draw Borders

14 t’j Draw Border
5 #3  Dtaw Border Grid

l-ﬁ- ‘A Frase Bardar Fh-TDtaI:

2 Highlight cells D16 to E18 and set
their BORDERS to ALL BORDERS
by clicking on the BORDERS icon.
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Cipnowrd T | ¢{ Borders |5 wme| 3 Set the border of cell E5
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= i - to OUTLINE by setting the
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1] ' [ LeftBorde | .~ BORDERS icon to OUTSIDE
2 L] Right Border
3 BORDERS.
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Shading the Table Headings

(Ca) ™ e A = Bookt - Microsoft Excel
- Home Insart Page Layout Formuitas Data Review View 2dd-lne
Calibr il £ R ' = = = General
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Clipboarg ™ Faot Mmbes L}
= d Highlight cells A8 to E8 then
- - - : click on the arrow next to the FILL
2 iy COLOUR icon in the HOME tab and
a LR EsuEm select a LIGHT BLUE colour.
; el b ;_10re Calars...,
7
8 Qty Code Description

Creating the Company Title

The company’s name needs to stand out from the rest of the invoice, although
it should not be too overbearing. We will use WordArt in this case. We can also
include a graphic or create a company logo.
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T '_—*_c_““ . . : .| 1 Open the INSERT tab of the
1 RIBBON, click on the WORDART
; icon and select a blue style.
% Skl To: n:n:i |
| L_.mi_ll..m.__dm_.l_.mm_.mti Av&
I'I'ﬁ;,"-l ™ R A ookl - Microsaft Excel
—:H/ Hame Insart Page Layout Formuitas Data Heview
'* -Calibri |Bodyl = 16 - Ve
e |12 1D + | |2 Inthe WordArt frame enter:
Cippoerd . P - Maryanne’s <enter>
Rectangle 1 il |
T : = = SuperMart
= L Moty T l Click on the WordArt frame’s
3 | '] Superia - ']"(" border and, in the HOME tab, set
e g e the FONT SIZE of the TEXT to 16
5 POINT and the ALIGNMENT to
3
8 aty Code Description Unit Price LEFT.
9
NOTE: You can add some WordArt Effects and Styles to the text if you
wish.
I'I'ﬁ;,_"-l ™ R A Bookl —'Microzaf Excal
—‘—d"{ Hame Insart Page Layout Formutas Data Review
! ‘* Calibri Body] = |16 = 1A &7| 15 §§||%§;| =y
e B2 0B A E=E (Y
Cppoerd /] P Algnment 3 Move the WordArt text to the top
REC:'”E’E . — £ |C - left corner of the sheet. You can
1 diartanng's | - use the arrow keys to nudge the
j% supsrMart < text into place.
a e iy
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Entering the Calculations

13

To complete the invoice we need to enter some formulas so that calculations can be

conducted by the invoice.

A Initial Settings

1  Carry out the following formats:
¢ Cells A9 to B15 to CENTRE.

e Cells D9 to E18 to CURRENCY with 2 decimal places.

"-EE‘-I| ™ A * Bookl - Microsaft £
-j/ Home Insart Page Layout Formuitas Dats. Review View 2dd-Ins
‘_* Calibn -1 =A== §||§;"| = Currency
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Cppoard ™ Fang (F] Alignment
' 09 - fe| 12,9

A B c
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4

5 'Sold To:

6

¥

8

| 2 3167 |Sun Glasses 512.90
10

11

B Calculating the Amount

The AMOUNT is the UNIT PRICE times the QTY, but we don’t want anything
displayed until an item is entered. An IF formula can be used to achieve this.

2 Before entering the formulas some
test data will need to be entered.
Enter the data in the indicated

cells.

t D.,'I = A = ookl - Microssft £
(T
it Home Insart Page Laynut Formuitas Data. ReyEw Wlew Add-Ine
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g | 2 316 Sun Glasses 512.90 $25.80
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1 Position the cursor at cell E9 and

enter:

= IF(B9<>"",A9*D9,0)
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