Excel spreadsheet creation

1. Open Excel 

2. Create Your title Merge your cells appropriately by selecting the cells that you want to merge and then right clicking go to format cells and check the check box for merge Cells.

3. Create your parts list including all of the major components of the computers you will be building in cells A,4 though needed cells. 

4.  Place the price of the components in the appropriate column lining up with the component. 
5. After imputing your prices use the sum function to calculate the cost of the single computer.

6. Calculate the volume discount and customer savings. 
Flyer Steps

1. Open word click on file then new document. One the right hand side of the screen click on Templates from Office Online link. 

2. Browse through the list of templates for flyers and choose one to use for your flyer.

3.  Once you have your template you can begin organizing your flyer with your data. 

4. To insert your Excel Document first create a text box then go to the insert menu and select object. Select the create from file tab. Select your excel document.

5. Resize your excel document as necessary using the sizing handles. 

