Creating Sales Invoices

Chapter

14

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:

«  Widen COLUMN C to 26 characters.
«  Widen COLUMNS D and E to 14 characters.
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2 Enter the labels shown in the
indicated cells.
Sold To:
Qty .Cnde Description Unit Price Amount

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

Sub:Total:
G5T:
TOTAL:

— 4 CENTRE cells A8 to C8 and RIGHT

Code

ALIGN cells D5 to E18.

Unit Price Amount

Description

Sub:Total:

TOTAL:

© Guided Computer Tutorials 2011 14-1



Learning Microsoft Excel 2011

Adding Borders

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

@ Excel File Edit View Insert Format Tools Data Window #$ Help

| # Home | Layout | Tables | Charts | SmartArt | Formulas | Data | Review

= Edit __Fn_m : Alignment : Number
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BORDERS.

Inside Borders

Inside Horizontal Border
Diagonal Down Border
Inside Vertical Border

Diagonal Up Border

| File Edit View Insert Format

1 Highlight cells A8 to E15 then click
on the BORDERS icon in the HOME
tab of the RIBBON and select ALL

| @ Home | layout | Tables | Charts | SmartArt | Formulas | Data | Review
 Edt __Fn_m ! : : Alignment I Number
- EI Fill = fiCaIihrl (Body) |v||12 |v||AA!Av| EE|Ei.ﬂx' | g.)\h"rapTextv ;i_(ienaral
e G- [Bl1IU| Bd A EE

Dls i @ © [ fe| suboml: 2 Highlight cells D16 to E18 and set
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8 Qty Code Description unitPrice] /  Amoght

9
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11 / I

12 / |

: /]

15 / I

Sub:Total:
A 4
TOTAL: .
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their BORDERS to ALL BORDERS.
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__® Excel File Edit View Insert Format Tools Data Window $ Help

| A e Layout | Tables | Charts | SmartArt | Formulas | Data | Review

Edit an.t Alignment Number

- EIFEII v ICalll:lrl (Bady) | ||12 | |AA|Av| iE. ﬁ I.bc'|E|JWrapText- 'General
Fase 0“""7 B LU D=4 = =55 3 Setthe border of cell E5 to ALL

- — — BORDERS using the BORDERS icon.
i: | | | !
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] aty | Code | Description [ Unit Price| Amount|

9 I |

Shading the Table Headings

_® Excel File Edit View Insert Format Tools Data Window $ Help
o0 Ej-w:srmkx

nghllght ceIIs A8 to E8 then click on
the arrow next to the FILL COLOUR
icon in the HOME tab and select a
LIGHT BLUE shade.

Layout | Tables | Chans

an.t
- E'Fill - |calibi Bogy) |12 |~ |AA.Av =
e e~ [BII U] M) S RET )
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| # Home

- Standard Colors
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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.

1 Display the INSERT menu and select WORDART.
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Wil &
L3

2 In the YOUR TEXT HERE frame, enter:

5 (o () () (=) [ o2 - T2 o A A‘i>é Maryanne's  <return>
T — i SuperMart
H i .. | Click on the frame border and select
- ~—— | Maryanne s, |
= SuperMart

n 1 E | ST Y

3 Open the HOME tab, highlight the
text and set the FONT SIZE to 16

i e POINT and the ALIGNMENT to LEFT.
= = . } e ._J ‘ I Ot Boemat r-l:-n Aa-
. ﬂm:l. _‘.._1:9 !x: (7] I = -  —h (] i i K L o W ] (i r.:r'
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l NOTE: You can add some text Effects and Styles to the text if you wish. l

8  Excel File Edit View Insert Format Tools Data Windo
0686
| # Home Layout | Tables | Charms | SmarArt | Formulas - :
— = e | 4 Move the WordArt text to the top
- e - [cabisoy [-[16 [+]|AslAr |[S|=|=liber|§  |eft corner of the sheet. The arrow
. s  FIENET A [ = —
= ?fw-l—'-_—e ; ,_J', ||—' L : keys can be used to nudge the text
ectangle | (L < .
[ A _T & | e into place.
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