Creating Sales Invoices

14

Chapter

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 BLANK WORKBOOK and set the following initial formats:

Widen COLUMN C to 26 characters.
Widen COLUMNS D and E to 14 characters.

D E F G H ‘

1| (
2| 2 Enter the labels shown in the
j | indicated cells.
5 |sold To: Date
6 il
? il
8 Qty Code Description Unit Price Amount
a
10 |
i 3 Change each heading to BOLD.
13| Remember, you can hold down the
1‘; CTRL key to select multiple cells.
16| Sub-Total:
17 | GST:
18_ TOTAL:
A B € D | I
S 4 CENTRE cells A8 to C8 and RIGHT
2 | ALIGN cells D5 to E18.
3
>
5 1Sold To:
6
8 Qty Code Description Unit Price. Amount
]
10
11
12
13
14
16 Sub-Total:
17 _ GST
18 TOTAL:
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Learning Microsoft Excel 2013

Adding Borders

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

H % & 0O b Boolk3 - Excel
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW
“D d Cut Calibri -l AR =2 - EeWapTed General -
5 E® Copy - et e [
a:te % Format Painter I u-H-s & A === E=E= Merge&CentEr S -% 2 %51
Clipboard ] Fi Borders ignment F} Mumber F]
Bottom Bord
AB ¥
Top Border
A B . . .
; e 1 Highlight cells A8 to E15 then click
| Right Border
2 | S on the arrow next to the BORDERS
3 = . .
1 F AllBorden icon in the HOME tab of the RIBBON
5 soldTo: DR and select ALL BORDERS.
6 | [+] Thick Box Border
;Br aty ? i Bottom Double Border
9 I G i Thick Bottom Border
10 Top and Bottom Border
11 Top and Thick Bottom Border
12 | & Top and Double Bottom Border
= Draw Borders
14 S
15 [ Draw Border
16| D' Draw Border Grid 1
17 # Frace Border

E - D 5 Book3 - Excel
HOME | INSERT  PAGELAYOUT  FORMULAS  DATA  REVIEW  VIEW
e % Cut Calibri -l AR T=E $- EfWapTet General -
Paste EE G & = == & = = .0 .00
= ¥ ormat Painter |IBM T U * - DA === E3E EMegeliCenter - | $ - % Gl
Clipboard ] Font ] Alignment F} Mumber )
D16 > fe || Sub-Total:
A B C E | m 8
ol 2 Highlight cells D16 to E18 and set
2 | their BORDERS to ALL BORDERS by
3 0 .
2 clicking on the BORDERS icon.
5 SoldTo: Date:
6 {
7
8 Qty Code Description Unit Price A’mount
9
10 / |
1 / ||
12 / |
13 / ||
14 / I
15 I
16 sub-Total:] |
17 GST:
18 TOTAL: *
19
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H ©- O = Book3 - Excel
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW

"D d Cut Calibri -l AN S== ¥+ EfWapTet General -
E@ Copy ~

Pajte % Format Painter B I U-~- = B Merge & Center - | § - 9 9
Clipboard 7l Font

Es al £ BORDERS by clicking on the ALL

| A B c D BORDERS icon.

1

2]

3 4

4

5 |So|d To Date:l |

-

4]

=

8 Qty Code Description Unit Price Amount

9

Shading the Table Headings

E - D = Boolk3 - Excel
HOME INSERT PAGE LAYCOUT FORMULAS DATA REVIEW VIEW
‘E E}gcm Calibri T a s == g- Sy
e o fllru- B PBes =l= == Highlight cells A8 to E8 then click on
e ront | Theme Colors wag] the arrow next to the FILL COLOUR

i i oy 7 icon in the HOME tab and select a

| a | 8 | : II .| LIGHT BLUE shade.
L & I ®
2 | dard Colors
2| EEEEN
4 | ﬂo Fill
5 |SoldTo: w¥ More Colors...
(5}
-
8 | Code Description Unit Price Amount
a

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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=
HOME

| 1 Open the INSERT tab of the RIBBON,

Mr:'
click on the WORDART icon and
select a blue style.
H ©- 0 5 DRAWING TOOLS Book3 - Excel
HOME IMNSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW FORMAT
"D ?’C”t Calibri (Body) ~[16 ~|A A = = = &~ Nrap Text
g CD -
Pav'JtE IaFo::at Painter BaS 2Rl S H - 3N ‘ 2
S e i o5 aemene | 2 1IN the WordArt frame enter:
Rectangle1 ~ f Maryanne’s  <enter>
| A | 8 | =5 | SuperMart
= [ rv’larvamwe's]_ ) )
2 [ supermart Click on the WordArt frame's border
4] : : and, in the HOME tab, set the FONT
£ SIZE 16 pt and the ALIGNMENT to
7 LEFT.
8 Qty Code Description Unit Price Amou|
9

NOTE: You can add some WordArt Effects and Styles to the text if you wish to.

H - O =
HOME IMNSERT PAGE LAYOUT FORMULAS DATA
i - —
& Jb Cut Calibri (Body) - |16 « A & — = —
: EE) Copy -
aste o | B " - ==
- ' Format Painter B I U 7 ) L e —
Clipboard ] Font ]
Rectanglel ~ fe
A B

i[ Maryanne's |
| Supermart

"

DRAWING TOOLS Bool3 - Excel
REVIEW VIEW FORMAT
-
sigment | 3 Move the WordArt text to the top

left corner of the sheet. The arrow
keys can be used to nudge the text
into place.

Sold To: Date:|:|
Qty Code Description Unit Price Amount
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