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INTRODUCTION AND OVERVIEW .

Welcome to TeachUcomp, Inc.'s Mastering g
Made Easy™ for Lawyers CPE Edition v.2.0 tutor@ he
purpose of this class is to show the many ects of
Microsoft Excel that are used in the legal ession.
This class also requires advanced kno e of the
Microsoft Excel program. Therefore, it is@commended
that you familiarize yourself with % content of
TeachUcomp, Inc.’'s Mastering Excel Easy tutorial,
which is included within this pro ; prior to learning
the CPE (Continuing Professional Education) part of the
tutorial that is included withi '&s manual and which
focuses on aspects of the m used by lawyers.

This class takes the edge that has been put
forth in the Masterin el Made Easy course and
applies that knowledgesspecifically to tasks that are
common when usin el in the legal profession.
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CHAPTER 38-
USING ONLINE TEMPLATES

38.1- DOWNLOADING TEMPLATES FROM OFFICE.COM

38.2- SAVING A TEMPLATE

38.2- CREATING NEw WORKBOOKS FROM SAVE

N
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USING ONLINE TEMPLATES

38.1- Downloading Templates from Office.com: Q

Microsoft Excel allows you to download templates from Office.com if you are using@)soﬂ Excel
on an internet-connected computer. There are many templates available for legal professio that allow
you to manage and record time, record consulting on projects, and many other useful S. In this lesson
we will examine how you can connect to Office.com to search for templates that download and
save to your computer for use within your law firm.

First open Microsoft Excel. Then, if using Excel 2013:2010, click the “FileZ hin the Ribbon and
then click the “New” command shown at the left side of the backstage vie % will then display the
templates that are available in the area to the right. There are thousands plates available for your
Microsoft Office products, so you will need to search for the types of tem Sethiat you want to use. To do
this, click into the search box and then type a keyword of your choosing,f e search box. Then click the
“Start searching” button at the right end of the text box, or press the © y on your keyboard, in order
to display the results of the template search in the area below the sear

To download a template, simply click on it once to select i
the template appear. If you decide that you would like to do @‘ this template, then click either the
“Create” button in Excel 2013 or the “Download” button in Excel 20%€ to download and create a copy of this
template on your computer.

The template will then open within Excel, where you@dit and customize it as you wish by adding
your own content to the structure provided.

4

38.2- Saving a Template:

You can then save a downloaded templa (Qe templates folder within your computer so you will
not need to download it again in the future. iS, ensure the template is displayed onscreen and then
click the “File” tab within the Ribbon. T the “Save As” command shown at the left side of the
backstage view within the template file. Excel 2013, then click the “Computer” choice to the right of
the command list. Then click the “Brov% on that appears in the area to the right.

In all versions of Excel at thi Intthe “Save As” dialog box will appear. You can then select either
the “Excel Template” or “Excel Mac@abled Template” choice from the “Save as type” drop-down at the
bottom of the “Save As” dialog oox. The difference between the choices depends on whether or not the
template contains macro codingWithin the file. If you want to save a template that contains macro coding,
you must use the “Excel Mag % abled Template” choice.

When you make thiS Selection, Excel should change the folder to which it will save the template to
the default templates folder Within your computer. Be sure to save the template into this folder that Excel
selects so that Excel wiIWe able to find and display the template choice in the future when you go to create
a new workbook ba n the given template in the future. Then enter the name that you want to give to the
template by typi i@ the “File name” text box. Then click the “Save” button within the “Save As” dialog
box to save the te to your computer. You can then close the template file displayed within Excel

In the sson within this chapter you will examine how to create a new Excel workbook from the

template @ ved to your computer.
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USING ONLINE TEMPLATES

38.3- Creating New Workbooks from Saved Templates:

\’
In the last lesson within this chapter, you learned how to save a template to your (@‘ter. In this

lesson, you will learn how to create a new workbook from the template that you saved to you puter.
To create a new workbook from a saved template, select the “File” tab in the I@n and then click

the “New” command at the left side of the backstage view.
If using Excel 2013, then click the “PERSONAL” category that is displayed neath the “Search
box” in the area to the right to display the personal templates that you have say, our computer within

Excel 2013. These templates will then appear within the templates area belo can then click on the
name of the template that you want to use as the basis for your new Excel v@aok to create a new copy

within Excel.

If using Excel 2010, click the “My templates” icon in the area to t underneath the “Available
Templates” section in order to open the “New” dialog box. Here you shauld your template listed on the
“Personal Templates” tab. Click the template to select it, and then ¢ e “OK” button to create a new

workbook based on the selected template.
You can then add your own data to the new workbook yo @ e created and save it as you normally
would. Note that the changes made to the workbook do not chan@g the original template from which the

workbook was created. Q
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ACTIONS-

USING ONLINE TEMPLATES , E\é .

DOWNLOADING TEMPLATES FROM OFFICE.COM: Q

1. If using Excel 2013:2010, click the “File” tab within the Ribbon and then click the @' command
shown at the left side of the backstage view to display the available templates in the area e right.

2. To search for templates, click into the search box in the area above the template sl%and then type a
keyword of your choosing into the search box.

3. Then click the “Start searching” button at the right end of the text box, or press

keyboard, to display the results of the template search in the area below the

To download a template, click it to select it and view a description and revie template.

5. Then click either the “Create” button in Excel 2013 or the “Download” bu Excel 2010 to download

and create a copy of this template on your computer.
6. The template will then open within Excel, where you can edit and@ze it as you wish by adding

Enter” key on your
OX.

»

your own content to the structure provided.

DOWNLOADING TEMPLATES FROM OFFICE.COM:

1. Ensure the template is displayed onscreen and then clic “File*tab within the Ribbon.

2. Then click the “Save As” command shown at the left sidejof backstage view within the template file.

3. If using Excel 2013, click the “Computer” choice to ht of the command list and then click the
“Browse” button that appears in the area to the righ

4. In all versions of Excel at this point the “Save As&] box will appear.

5. Select either the “Excel Template” or “Excel “Ehabled Template” choice from the “Save as type”

drop-down at the bottom of the “Save As” di
6. Excel will change the folder to which it will sa e template to the default templates folder within your

computer. Be sure to save the templateN s folder that Excel selects so that Excel will be able to
find and display the template choice in re
S”

7. Enter the name that you want to give emplate by typing it into the “File name” text box.
8. Click the “Save” button within the “Sa dialog box to save the template to your computer.
xcel

9. Close the template file displayedﬁl

CREATING NEW WORKBOO&ROM SAVED TEMPLATES:

1. Select the “File” tab i bon and then click the “New” command at the left side of the backstage
view. If using Excel 20 kip to step #4.

2. In Excel 2013, click the “PERSONAL” category displayed underneath the “Search box” in the area to the
right to display t rsonal templates that you have saved to your computer. These templates will then
appear within,th plates area below.

3. Click on the of the template that you want to use as the basis for your new Excel workbook to
Create an y within Excel. Skip to step #7.

4. If using 010, click the “My templates” icon in the area to the right underneath the “Available

ction in order to open the “New” dialog box.

emplate to select it and then click the “OK” button to create a new workbook based on the

ele template.

@is point, in all versions of Excel, you can then add your own data to the new workbook you have
ted and save it as you normally would.

©TeachUcomp, Inc. Mastering Excel Made Easy™ for Lawyers 8



EXERCISES-

Purpose:

1. To be able to save a template to your computer in Excel.

USING ONLINE TEMPLATES , E\é .
O

Exercises: %

1. Open your Excel application.

2. If using Excel 2013:2010, click the “File” tab within the Ribbon @

3. If using Excel 2013, continue with step #4 below. If using Excel 2010, tep #8 below.

4. If using Excel 2013, click the “Open” command at the left side of the mage view.

5. Then click the “Computer” command to the right.

6. Then click the “Browse” button to the right of that to display the “@p ialog box.

7. Use this dialog box to open the “Law Firm Financial Analysis heet” template that is located in
the “Templates” folder within this product. Now skip to step ﬂﬁ

8. If using Excel 2010, click the “New” category shown at the ide of the backstage view.

9. If using Excel 2010, click the “New from existing” button he “Available Templates” category to
open the “New from Existing Workbook” dialog box.

10. Use this dialog box to open the “Law Firm FinanciaWAnalysis Worksheet” template that is located in
the “Templates” folder within this product.
11. For all versions of Excel, you will now sa mplate to the templates folder within your

13. Click the “File” tab within the Ribbon.

14. Then click the “Save As” command ShOYVQ e left side of the backstage view. If using Excel 2010,
skip to step #17. If using Excel 2013] continue.

15. In Excel 2013, click the “Computer’Jsuttom to the right.

computer.
12. To do this, first ensure that the template is W d onscreen within Excel.

16. If using Excel 2013, then click the° e” button to the right of that.
17. In all versions of Excel, you sh% see the “Save As” dialog box appear onscreen.
18. Select the “Excel Template” ICE”from the “Save as type” drop-down at the bottom of the “Save

As” dialog box.
19. When you make this selgction, Excel should change the folder to which it will save the template to
the default templates fo’%within your computer. Be sure to save the template into this folder so

that Excel will be gbl ind and display the template choice in the future when you go to create a

new workbook ba% e given template in the future.

20. Click the “Save” button within the “Save As” dialog box to save the template to your computer. You
can then close th}template file.

%
@6
>
.
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CHAPTER 39-
LEGAL TEMPLATES
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39.2- Usi

39.3- UsIN
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LEGAL TEMPLATES

39.1- Chapter Overview: Q

In this chapter we will review the various law firm templates that are provided Wit@is product.
These templates are provided within this product within the “Templates” folder when browsing%fe content of
the product that you purchased from TeachUcomp, Inc. You can also open the Excel%ates within this
folder by using the handy hyperlinks embedded within the Excel CLE interface and e them to your

computer.

The remainder of this chapter will cover the usage of these templates. at there are many
other types of templates available on Office.com for your use, as well. Adv Sers can even create
their own templates to submit to Office.com for other users to access, too. W ow review the templates

within this product and show how they can be used within a law firm.

39.2- Using the Law Firm Financial Analysis Worksheet:

Let's examine the structure and usage of the “Law nancial Analysis Worksheet.” This
workbook allows you to enter detailed financial information about law firm, so that you can analyze the
results in order to make better business decisions. You sh first Rote that there are seven color-coded
worksheets shown on the tabs at the bottom of the workbook. Information that is recorded within the
“Actuals,” “Project Parameters,” “Actual Totals,” and Billings” worksheets is then used by the
charts shown within the “Billing Timeline,” “Account Bj I|®Iand “Skill Type Billing” worksheets. Note that
some sample data has been included within the ‘dataNentry worksheets so that you can more easily
understand how the worksheets function together.

Let's begin by examining the “Project P ers” worksheet. Within this worksheet you will list
each project by general project type that your,fir ndles. The sample data is shown in cells A7 through
Al2. For each project type listed, you thx what percentage of the total hours of the project is
performed by each general type of skilled y/@ , Which are listed in cells B6 through G6. The percentages
: @ each skilled worker listed, you can then enter the billing rate
ge B13 through G13. This rate is the average billing rate for
someone with the selected skill set his information has been entered, it will then be referenced by
the other worksheets to determine @t billing information. Note that you can also add columns and rows
as needed in order to accommodate your law firm’s business needs.

The next sheet we wiIIQmine is the “Actuals” worksheet. Within this worksheet, you enter the

are then entered into the intersecting ce
into the “Blended Rate” cells in cell ra

names of the individual proj hat your firm handles into the cells shown in column A within the table.
Note that you should alsk e name of each project into the corresponding cells within column A on
the “Actual Totals” and “Monthly Billing” worksheets, as well.

Then, back on tly “Actuals” worksheet, you enter the project type for the project into the adjacent
cell in column B. N t each project type must correspond to one of the project types that you created in
column A of the mParameters" worksheet. You can then input the “Actual Start” and “Actual Finish”
dates for the projectN\When you input the values into these columns, Excel will then calculate the “Duration”
shown in colu After that, enter the total number of work hours on the project into the “Actual Work”
column. As r the total work for each project, you will see the grand total of work hours displayed at
the botto lumn E.

complete the data entry listed, the values shown within all of the other spreadsheets will
calcul@mselve& This is the data that is then used for the financial analysis of your projects. If you view
t Totals” worksheet, you will see the total amounts billed for each general type of skilled worker
f ach project. The data shown here is derived from the values entered on the “Actuals” and “Project

©TeachUcomp, Inc. Mastering Excel Made Easy™ for Lawyers 11



LEGAL TEMPLATES

\’
39.2- Using the Law Firm Financial Analysis Worksheet (cont.): QE

Parameters” worksheets. You will also see the “Month of Completion” for each project, | as grand
totals for all values listed.

You can then click to the “Monthly Billings” worksheet to view the amounts b@or each project
broken down by month of completion.

If you click the “Billing Timeline” worksheet, you can view a line chart th isplays the monthly
billings for your firm. This is a chart that represents the data shown within the “M illings” worksheet.

You can click the “Account Billing” worksheet to view a chart that sho g amounts by project.
This chart is derived from the data shown within the “Actual Totals” workshee

You can click the “Skill Type Billing” worksheet to view a pie chag
general skill type. This information is taken from the “Actual Totals” work @

Note that you can enter your company’s name in cell Al W&
Billings” worksheets.

You can also right-click the “Your logo here” picture box a op of those worksheets and then
select the “Change picture...” command from the pop-up menu @ ppears in order to open a dialog box
that allows you to select a picture of your company’s logo to add tothiese sheets, if desired.

t displays total billing by

“Actuals” through “Monthly

39.3- Using the Law Firm Project Tracker: O:
.

We will now review using the “Law Firm Pro@cker” workbook. This workbook is very similar in
nature to the “Law Firm Financial Analysis Wo eeét” The layout of information is almost identical,
however the analysis generated from the data t emphasize the tracking of the project billing versus
the financial aspect.

Just as when entering data into the\/' m Financial Analysis Worksheet,” you begin by entering
data into the “Project Parameters” works ithin this worksheet you will list each project by general
project type and then input what perce the total hours of the project is performed by each general
type of skilled worker. For each skille rker listed, you can then enter the billing rate into the “Blended
Rates” cells in cell range B13 thr 3. This rate is the average billing rate for someone with the
selected skill set. Note that you ca@ add columns and rows as needed in order to accommodate your
law firm’s business needs.

The next sheet we will &mine is the “Planning” worksheet. Within this worksheet, you enter the
names of the individual proj hat your firm handles into the cells shown in column A within the table.
Note that you should als% e name of each project into the corresponding cells within column A on
the “Planned Totals” and “As8tual Totals” worksheets, as well. The names of the projects entered in the
“Planning” worksheet svuld automatically populate in column A of the “Tracking” worksheet due to the
linking of the cells formula reference- so you should not need to enter that data into the “Tracking”
worksheet.

On the “\w’ng” worksheet, you enter the project type for the project into the adjacent cell in
column B. No t each project type must correspond to one of the project types that you created in
column A o ject Parameters” worksheet. You can then input the “Estimated Start” and “Estimated
Finish” d r the project. When you input the values into these columns, Excel will then calculate the
“Duration’ wn in column F. After that, enter the estimated total number of work hours on the project into
the “ESti d Work” column. As you enter the total work for each project, you will see the grand total of
ork hours displayed at the bottom of column E.

s you complete the estimated work for the clients, you will need to enter the actual project values

©TeachUcomp, Inc. Mastering Excel Made Easy™ for Lawyers 12



LEGAL TEMPLATES

39.3- Using the Law Firm Project Tracker (cont.): Q

into the “Tracking” worksheet. Doing this allows you to compare your estimated valueour actual
values. You do this by filling in the “Actual Start,” “Actual Finish,” and “Actual Work” values foP€ach project
listed. As you complete the data entry, the values shown within all of the oth readsheets will
automatically calculate themselves. This is the data that is then used for the project t /

If you view the “Planned Totals” worksheet, you will see the total amoun ned for billing for
each general type of skilled worker on each project. If you view the “Actual Tot sheet, you will see

the total amounts actually billed for each general type of skilled worker on each_p .
On between the estimated

You can then click to the “Hours Chart” worksheet to view the compa
hours and actual project work hours for each skilled worker type.

You can click the “Billing Chart” worksheet to view a chart t ws the difference between
estimated and actual project billing amounts for each skilled worker typ

Note that you can also enter your company’s name in cell A1 Wi the “Planning” through “Actual
Totals” worksheets. You can also right-click the “Your logo here” picithggddox at the top of those worksheets,
and then select the “Change picture...” command from the pop @ enu that appears in order to open a
dialog box that allows you to select a picture of your company’s logog0 add to these sheets, if desired.

39.4- Using the Law Firm Project Plan: O:
.

We will now review using the “Law Firm Proj%” workbook. This workbook is almost identical to
the “Law Firm Project Tracker,” however the inform@ti ntered into the “Law Firm Project Plan” workbook
does not feature any tracking of actuals versus s’%s. This workbook is simply used to record the initial
project plan data. So once again, begin by epte data into the “Project Parameters” worksheet. Within
this worksheet you will list each project by project type and then input what percentage of the total
hours of the project is performed by each | type of skilled worker. For each skilled worker listed, you
can then enter the billing rate into the @Rates” cells in cell range B13 through G13. This rate is the
average billing rate for someone with m&lected skill set. Note that you can also add columns and rows as
needed in order to accommodate yo w firm’s business needs.

Next, on the “Project Input” @heet, you enter the names of the individual projects that your firm
handles into the cells shown in gelumn A within the table. Note that you should also enter the name of each
project into the corresponding c&within column A on the “Calculations” worksheet.

On the “Project | u@ksheet, next enter the project type for the project into the adjacent cell in
column B. Note that ea::%n t type must correspond to one of the project types that you created in
column A of the “Project Parameters” worksheet. You can then input the “Estimated Start” and “Estimated
Finish” dates for the pr('yct. When you input the values into these columns, Excel will then calculate the
“Duration” shown in@nn F. After that, enter the estimated total number of work hours on the project into

u

the “Estimated N mn. As you enter the total work for each project, you will see the grand total of
estimated work isplayed at the bottom of column E.

As you lete the data entry, the values shown within all of the other spreadsheets will calculate
themselves. jew the “Calculations” worksheet, you will see the total estimated amounts to be billed
for each | type of skilled worker for each project. The “Hours Chart” shows estimated work hours per
skill typ, the “Billing Chart” shows estimated billing per skill type. As with the other templates, you can
enter y@ampany’s name and logo into the “Project Input” through “Calculations” worksheets, if desired.

@
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ACTIONS-

LEGAL TEMPLATES X é\

USING THE LAW FIRM FINANCIAL ANALYSIS WORKSHEET: Q

1. Open the “Law Firm Financial Analysis Worksheet.” Note that there are seven color-co “@ orksheets
shown on the tabs at the bottom of the workbook: “Actuals,” “Project Parameters,” “A€tual Totals,”
“Monthly Billings,” “Billing Timeline,” “Account Billing,” and “Skill Type Billing.” %

2. Begin by examining the “Project Parameters” worksheet. Within this worksheet % ist each project

” ” i

by general project type that your firm handles. The sample data is shown in cell rough A12.

3. For each project type listed, input what percentage of the total hours of the p performed by each
general type of skilled worker, which are listed in cells B6 through G6. @

4. The percentages are then entered into the intersecting cells.

5. For each skilled worker listed, you can then enter the billing rate int lended Rate” cells in cell
range B13 through G13.

6. Note that you can also add columns and rows to this worksheet
your law firm’s business needs.

7. Next examine the “Actuals” worksheet. Here you enter the names%fthe individual projects that your firm
handles into the cells shown in column A within the table. @ at you should also enter the name of
each project into the corresponding cells within column A on € “Actual Totals” and “Monthly Billing”

&e d in order to accommodate

worksheets, as well.
8. Back on the “Actuals” worksheet, enter the project type fogthe project into the adjacent cell in column B.
Note that each project type must correspond to ope roject types that you created in column A of

the “Project Parameters” worksheet. x

9. You can then input the “Actual Start” and “ACN' ish” dates for the project. When you input the
values into these columns, Excel will then calc e “Duration” shown in column F.

10. Enter the total number of work hours on the pgojéct’into the “Actual Work™ column. As you enter the total
work for each project, you will see the g n@ of work hours displayed at the bottom of column E.

11. As you complete the data entry, the va own within all of the other spreadsheets will calculate
themselves. This is the data that is the, for the financial analysis of your projects.

12. If you view the “Actual Totals” workshe ou will see the total amounts billed for each general type of
skilled worker for each project. Th&& shown here is derived from the values entered on the “Actuals”
and “Project Parameters” work . You will also see the “Month of Completion” for each project, as
well as grand totals for all valuess@d.

13. You can then click to the “Mgnthly Billings” worksheet to view the amounts billed for each project broken
down by month of completigQ®

14. If you click the “Billin @ e” worksheet, you can view a line chart that displays the monthly billings
for your firm. This is a hat represents the data shown within the “Monthly Billings” worksheet.

15. You can click the “Account Billing” worksheet to view a chart that shows billing amounts by project. This
chart is derived from[1e data shown within the “Actual Totals” worksheet.

16. You can click t ill Type Billing” worksheet to view a pie chart that displays total billing by general
skill type. Thx ation is taken from the “Actual Totals” worksheet.

also enter your company’s name in cell A1 within the “Actuals” through “Monthly

17. Note that v,
Billings” Q‘ets.
18. You capfalse,right-click the “Your logo here” picture box at the top of those worksheets, and then select
the “Gha picture...” command from the pop-up menu that appears in order to open a dialog box that
allm to select a picture of your company’s logo to add to these sheets, if desired.

@
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ACTIONS-

USING THE LAW FIRM PROJECT TRACKER:

LEGAL TEMPLATES X é\

1. Open the “Law Firm Project Tracker” workbook. This workbook is very similar in nature @ “Law Firm
Financial Analysis Worksheet.” The layout of information is almost identical, howeverthe analysis
generated from the data tends to emphasize the tracking of the project billing. @

2. Begin by entering data into the “Project Parameters” worksheet. Here you wi ach project by
general project type and then input what percentage of the total hours of the%ct is performed by
each general type of skilled worker.

3. For each skilled worker listed, you can then enter the billing rate into the * d Rates” cells in cell
range B13 through G13.

4. Next, examine the “Planning” worksheet. Within this worksheet, you enigftfie names of the individual
projects that your firm handles into the cells shown in column A withi bIe.

5. Note that you should also enter the name of each project into the &re onding cells within column A
on the “Planned Totals” and “Actual Totals” worksheets, as well. ames of the projects entered in
the “Planning” worksheet should automatically populate in col f the “Tracking” worksheet due to
the linking of the cells with a formula reference- so you s not need to enter that data into the
“Tracking” worksheet.

6. On the “Planning” worksheet, enter the project type for roject into the adjacent cell in column B.
Note that each project type must correspond to one of t%ect types that you created in column A of
the “Project Parameters” worksheet. N Q

7. You can then input the “Estimated Start” and “Estt Finish” dates for the project. When you input
the values into these columns, Excel will then c%the “Duration” shown in column F.

8. Enter the estimated total number of work hour e project into the “Estimated Work™ column. As you
enter the total work for each project, you wi he grand total of estimated work hours displayed at
the bottom of column E. %

9. As you complete the estimated work for nts, you will need to enter the actual project values into
the “Tracking” worksheet. Doing this a u to compare your estimated values to your actual values.
You do this by filling in the “Actual “Actual Finish,” and “Actual Work” values for each project
listed. As you complete the data&v, the values shown within all of the other spreadsheets will
automatically calculate themsel his is the data that is then used for the project tracking.

10. If you view the “Planned Totals sheet, you will see the total amounts planned for billing for each
general type of skilled workef’on each project.

11. If you view the “Actual To orksheet, you will see the total amounts actually billed for each general
type of skilled worker @n project.

12. You can then click to Hours Chart” worksheet to view the comparison between the estimated hours
and actual project work hours for each skilled worker type.

13. You can click the “BMng Chart” worksheet to view a chart that shows the difference between estimated

and actual proje ing amounts for each skilled worker type.

14. Note that yo S0 enter your company’s name in cell Al within the “Planning” through “Actual
Totals” wor :

15. You can t-click the “Your logo here” picture box at the top of those worksheets, and then select
the “C re...” command from the pop-up menu that appears in order to open a dialog box that

select a picture of your company’s logo to add to these sheets, if desired.
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ACTIONS-
LEGAL TEMPLATES .

USING THE LAW FIRM PROJECT PLAN: Q

1.

10.

11.

Open the “Law Firm Project Plan” workbook. This workbook is almost identical to the “ irm Project
Tracker,” however the information entered into the “Law Firm Project Plan” workbook d not feature
any tracking of actuals versus estimates. This workbook is used to record the initial %ct plan data.

Begin by entering data into the “Project Parameters” worksheet. Within this wor ou will list each
project by general project type and then input what percentage of the total@ of the project is
performed by each general type of skilled worker.
For each skilled worker listed, you can then enter the billing rate into the ‘Bfended Rates” cells in cell
range B13 through G13.
Next, on the “Project Input” worksheet, enter the names of the individ acts that your firm handles
into the cells shown in column A within the table. Note that you also enter the name of each

project into the corresponding cells within column A on the “Calculatigns™Wworksheet.

On the “Project Input” worksheet, enter the project type for the projeet ifto the adjacent cell in column B.
Note that each project type must correspond to one of the proj s that you created in column A of
the “Project Parameters” worksheet.

You can then input the “Estimated Start” and “Estimated Finisi&dates for the project. When you input
the values into these columns, Excel will then calculate t uration” shown in column F.

After that, enter the estimated total number of work @on the project into the “Estimated Work”
column. As you enter the total work for each proje.ct, @ ill see the grand total of estimated work hours
displayed at the bottom of column E.

As you complete the data entry, the values sh ithin all of the other spreadsheets will calculate
themselves. If you view the “Calculations” w et, you will see the total estimated amounts to be
billed for each general type of skilled worker h project.

The “Hours Chart” shows estimated wqrk qours per skill type, and the “Billing Chart” shows estimated
billing per skill type. \

Note that you can also enter your €0

“Calculations” worksheets, if desired

You can also right-click the “Your b&ere” picture box at the top of those worksheets, and then select
the “Change picture...” comma the pop-up menu that appears in order to open a dialog box that
allows you to select a picture ofmompany’s logo to add to these sheets, if desired.

9

/

&
&

y’'s name in cell A1 within the “Project Input’ through

%‘b
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EXERCISES-

Purpose:

1. To be able to enter information into a template.

LEGAL TEMPLATES X é\
@)

Exercises: %

1. Open your Excel application.

2. Click the “File” tab in the Ribbon, and then click the “New” command g Excel 2013, please
continue to the next step. If using Excel 2010, skip to step #5.

3. If using Excel 2013, click the “Personal’ category to the right to di templates saved to your
computer.

4, Click the “Law firm financial analysis worksheet” template ¢ reate a new copy from the
selected template. Note that this is the template that was s the computer in the Exercise at
the end of Chapter 1. If using Excel 2013, now skip to step #8:

5. If using Excel 2010, click the “My Templates” button within @ ‘Available templates” section.

6. If using Excel 2010, then in the “New” dialog box that appea¥f8 select the “Law firm financial analysis
worksheet” template from the listing shown. Note t is is the template that was saved to the
computer in the Exercise at the end of Chapter 1.

7. If using Excel 2010, click the “OK” button to create a New workbook from the selected template.

8. In all versions of Excel, click the “Actuals” warksh ab.

0. Hold down the “Shift” key on your keyboard angd {len click the “Monthly Billings” worksheet tab. All

12. Click the “Billing Timeline” worksheet reak the grouping you created.

13. Click the “Actuals” worksheet tab.

14. Click the gray row selector for ro

15. On the “Home” tab in the Ribba&ck the “Insert” button in the “Cells” button group, and then select
“Insert Cells” to insert a new@

16. Use the “AutoFill” handle in t rner of cell B28 to extend the list down to cell B29.

17. Click into cell A29 and tyfe “Newco, Inc.”

18. Click into cell B29 anddyp@&yBusiness Incorporation.”

19.  Type “11/11/2004ginfg cell C29.

20. Type “12/1/2004” inte,CEll D29.

21. Type “100” into cell E29.

22. Select the “AciuJ]’ otals” worksheet.

10. Click into cell Al.
11. Type “My Law Firm” as the compan@to cell Al and exit the cell to save your data entry.

23. Click the gr selector for row 29.
24, On the }K b in the Ribbon, click the “Insert” button in the “Cells” button group, and then select
“Insert 1o insert a new row.

25. Click i QAZQ and type “Newco, Inc.”

26. Sel | range B28 through 128.

27. Ch “Copy” button in the “Clipboard” button group on the “Home” tab in the Ribbon.
28. cell B29.

29 the “Paste” button in the “Clipboard” button group on the “Home” tab in the Ribbon.
670,

: ress the “Esc” key on your keyboard to get rid of the blinking selection marquee.
. elect the “Monthly Billings” worksheet.
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EXERCISES-

Exercises (cont.):

LEGAL TEMPLATES X é\

32. Click the gray row selector for row 29.

33. On the “Home” tab in the Ribbon, click the “Insert” button in the “Cells” button group, then select
“Insert Cells” to insert a new row.

34. Click into cell A29 and type “Newco, Inc.” %

35. Select the cell range B28 through 028.

36. Click the “Copy” button in the “Clipboard” button group on the “Home” tab 4 ibbon.

37. Select cell B29.

38. Click the “Paste” button in the “Clipboard” button group on the “Home” @ the Ribbon.

39. Press the “Esc” key on your keyboard to get rid of the blinking sele marquee.

40. Click the “Account Billing” worksheet.

41. Select the “Design” tab of the “Chart Tools” contextual tab that Q
click the “Select Data” button in the “Data” button group.

42. Click into the “Chart data range” text box within the “Select ource” dialog box and change the
two references to 28 into 29. This will then add the newto the chart range. The end result of

within the Ribbon, and then

what should appear in this text box is: ='Actual Totals'!'$A$ 7$A$29,'Actual Totals'!$I$7:$1$29.

43. Click the “OK” button to set the new chart data ra NotiCe that the “Newco, Inc.” project now
appears within this chart. Q

44, Click the “File” tab within the Ribbon and then cli

45, Save the document to your default “Docume fsi
Firm Financial Analysis.”

46. Click the “Save” button within the “Save As; 0Qg box, if needed.

47. Close the Excel application. 0

s\O

o
@Q
>
.

ave As” command.
on your computer with the file name “My Law
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CHAPTER 40- N
LEGAL BUSINESS FUNCTIONS

40.1- THE Pv FUNCTION

KiZ

40.2- THE Fv FUNCTION

g

40.3- THE IRR AND XIR
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LEGAL BUSINESS FUNCTIONS

40.1- The Pv Function: Q

Most of the functions that a lawyer needs to know assist them in busines@i financial
computations. These functions can be used both for the law firm as well as its clients- for e ple figuring
out the future value of a purchased asset is often useful for both parties. In this ch we will discuss
some of the most commonly used functions that legal professionals should know use. While it is
often said that it always important to have a calculator available as a lawyer, [falso doubles as a
calculator. A calculator that contains a vast array of business functions that ca both you and your
clients in many ways.

The first function that we will be learning about is the Pv function. v function assists you in
determining the present value of an investment. The present value is the t amfount that a series of future
payments is worth right now. For example, when you borrow money, thg % ent value to the lender is the
original loan amount.

While this may not seem like a function that you would use v%/‘ , the Pv function contains many
arguments that allow it to be very useful. Note that arguments ar the pieces of information that are
needed by a function in order to return a result. Let's exami syntax of the Pv function and the
arguments that the function uses.

ota

Formula :
PV(rate, nper, pmt, [fv], [type]) \
A %nts:
The int te per period. For example, if you receive an interest
Rate Required rate er year on a loan, the monthly rate on the payments
q WO 6%/12, or .5%. You could enter 6%/12, .5%, or 0.005 into
t mula as the Rate argument.

total number of payment periods. For example, if you make
Nper Required nthly payments on a 6 year loan, the loan has 72 payments. You
would enter 72 as the Nper argument within the formula.

K The unchanging payment made each period. Typically includes
Required

payment and interest, but no fees. On a $10,000 loan at a 6% annual
interest rate for 6 years the payment amount would be $165.73. You
/ would enter -165.73 into the formula as the pmt argument.

Pmt

@ The future value or cash balance that you want to attain after the last
payment is made. If omitted, this argument is assumed to be zero.
Fv tional For example, if you wanted to save $50,000 over 20 years then
$50,000 would be entered as the fv argument in the formula. Note
that if the fv argument is omitted, then the pmt argument is required.

Enter 0, or omit, if payments are due at the end of the period. Enter 1

Typ Optional if the payments are due at the beginning of each period.
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LEGAL BUSINESS FUNCTIONS

40.2- The Fv Function: Q

The next function that we will be learning about is the Fv function. The Fv functio ists you in
determining the future value of an investment based on periodic but constant payments a constant
interest rate. The future value is the total amount that a series of payments will be wort specified future
time. For example, if you saved $100 a month over one year into an account that % interest, the
future value in a year would be $1233.56.

This function can be useful in determining the future value within an int -f€aring account, such
as an IOLTA account for example. Let’'s examine the syntax of the Fv functicb%ne arguments that the

function uses.
Formula Syntax: Q
Arguments: Q

The interest rate per p
an account that pa
You could enter 6¢

FV(rate, nper, pmt, [pv], [type])

iod. For example the monthly interest rate on
interest per year would be 6%/12, or .5%.

Rate Required

Nper Required

The uncha
Pmt Required payr%nd interest, but no fees. For example, if you placed $100
w;t& count each month for a year the pmt argument would be

@ present value or lump-sum amount that a series of future

Py Optional yments is worth _right now. If omitte_d, this_ argument is assumed to

& be zero. Note that if the pv argument is omitted, then the pmt
argument is required.

Type Optionaglé Enter O, or omit, if payments are made at the end of the period. Enter

’ 1 if the payments are made at the beginning of each period.

%‘b
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LEGAL BUSINESS FUNCTIONS \

4

40.3- The IRR and XIRR Functions:

As a lawyer, you will probably handle many different types of projects or matters. It 'e useful to
know which types of projects are the most profitable for you to pursue. One way of determififg this is by
internal rate of
return is simply a number that shows you the profitability of a project. The larger the JRR ptimber, the more
profitable the project. IRR finds this number by examining the flow of cash that you ‘u'
Excel worksheet. You can input a series of cash flows (money going in and out
type of project, and then use the IRR function on those cash flows to determi
project. You will then be able to see which types of cases and projects te
your firm so that you can try to focus on pursuing those types of projects inghe futlre.

Note that the difference between the IRR function and the XIRE % tion has to do with the time
periods used to denote the cash flows that you input into the cells. If yotiizecowd cash flows at a regular time
interval, for example the cash spent and received each month, thefyyou can use the IRR function to
determine your rate of return. If, however, you input cash flows that oeeur at irregular intervals, then you will
need to also label the amounts entered with the associated 4% and then use the XIRR function to
determine the rate of return for the amounts entered. The number¥gceived as a result of either function is
always shown as the rate at the end of the cash flow periodgfAlso note that expenses incurred (cash going
out) should be entered as a negative number while cash rewshould be entered as a positive number.

irm) for a particular

L 2
Formu ax:

IRR(values, [guess]) IRR(values, dates, [guess])

Qm ents:
Th of cash flow amounts. Payments or costs must be

as negative numbers. The series must contain at least one
e and one negative number. If using the IRR function, the
eples of values is interpreted in the order they are entered.

& A schedule of dates that corresponds to the order of the cash flow
entries. Dates should be entered using the DATE function, as errors

Reauir O can occur when they are entered as text. For example, the 25" of
xng) May, 2012 should be entered as =DATE(2012,5,25). All dates must

Values Required

Dates
correspond to a cash flow entry. No date can be earlier than the

? / initially entered date. All dates must be valid. If there is an error with

the date entry, the XIRR function will return the #NUM! error result.

An optional guess that is close to the rate that you believe the IRR
function will return. If omitted, Excel assumes the argument to be .1,
or 10%. Excel uses an iterative technique to calculate IRR. Starting
with the guess argument, it will attempt to find a result that works
until it is accurate within .00001 percent. If it cannot find an accurate
result after 20 tries, it will return the #NUM! error. If you receive an

% error result or the result is obviously incorrect, try again with a

Guess Optional

different guess argument value.
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ACTIONS-

LEGAL BUSINESS FUNCTIONS sé\,_

USING THE PV FUNCTION: Q

Select the cell in the worksheet where you want the result of the function to be displayedQ
2. Type =PV(rate, nper, pmt, [fv], [type]), where rate, nper, pmt, fv and type are the values, ®f cell
references to cells within the worksheet that contain the values, that you wish to us@e that the first

=

three are required arguments and the last two are optional.
3. Exit the cell to see the result of the function.

=

2. Type =FV(rate, nper, pmt, [pVv], [type]), where rate, nper, pmt, pv are the values, or cell
references to cells within the worksheet that contain the values, th wish to use. Note that the first
three are required arguments and the last two are optional.

USING THE FV FUNCTION: 9
. Select the cell in the worksheet where you want the result of the functQ e displayed.

3. Exit the cell to see the result of the function. Q

USING THE IRR FUNCTION: Q
. Select the cell in the worksheet where you want th r@o the function to be displayed.

2. Type =IRR(values, [guess]), where values and N the values, or cell references to cells within
the worksheet that contain the values, that you w& se. Note that the first argument is required and
the last is optional.

3. Exit the cell to see the result of the function.

[EEN

USING THE XIRR FUNCTION: @

=

Select the cell in the worksheet Wh%?u want the result of the function to be displayed.

2. Type =XIRR(values, dates, [gu ) ere values, dates and guess are the values, or cell references
to cells within the worksheet tha ain the values, that you wish to use. Note that the first two
arguments are required and ghe last is optional.

3. Exit the cell to see the res the function.

R

o
&Q
>
.
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EXERCISES-

LEGAL BUSINESS FUNCTIONS sé\,_

Purpose: Q

1. To be able to create a calculator worksheet that allows you to quickly calculate the F@:tlon.

Open your Excel application.
Create a new, blank workbook. :

(OQ)

Click into cell A1, if needed.

Type “Fv Function:” into the cell.
Click into cell B1. Q
Type “Rate:” into the cell. K
Click into cell C1. 0
. Type “Nper:” into the cell.

. Click into cell D1.
10. Type “Pmt:” into the cell.
11. Click into cell E1.
12. Type “Pv (optional):” into the cell.
13.  Click into cell F1. . O
14. Type “Type (optional):” into the cell.
15. Now we will find out what the future value v&e in a year if we placed $100 per month into an
account that returns 6% interest per year bﬁb\ains an initial balance of zero dollars.

16. Click into cell B2.
17.  Type “.5%’ into the cell. 0
18.  Click into cell C2. \
19. Type “12” into the cell. @
20. Click into cell D2.
21. Type “-100” into the cell. A
22.  Click into cell A2. @
23. Type “=FV(B2,C2,D2)” into t Il.
24. Click into cell A3 and vi%e result shown in cell A2. The result should be $1,233.56.
e what the future value would be in two years, simply click into cell C2

25. Now to be able to quig
and enter “24” intqt @»
26. Exit the cell to vie ange to the function. In two years the value would be $2,543.20.

27. You can close the workbook when finished and save it if you like.

o
@Q
>
.

CoNoO A WDNRE
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CHAPTER 41-
SIMPLE IOLTA MANAGEMENT

41.3- USING THE SIMI
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SIMPLE IOLTA MANAGEMENT

41.1- IOLTA Basics: Q

In this chapter, we will learn how to perform simple IOLTA management within an Workbook.
An IOLTA, or Interest on Lawyer’s Trust Account, is used to hold client funds separately fro e funds of a
law firm or individual lawyer. An IOLTA account is an interest-bearing checking a%ut. The interest

earned from all IOLTA accounts within a state is pooled together to assist low-income iduals to afford
legal aid. '

An IOLTA account is used in three main situations. First being when a lay®
client to perform legal services. Second being when a lawyer receives funds fro
paid to a client. Third being when a lawyer receives funds or is otherwise
the lawyer has not yet earned or must return at a later date. A lawyer canne
funds in the same account, so IOLTA accounts are used to separate theske
of money from clients for a short span of time.

An important note to make here is that if a lawyer intends to large sum of money for a client,
or intends to hold the funds for an extended period of time, the la uld NOT place those funds into an
IOLTA account but should rather place the funds into an accoun @ held in trust for that particular client.

In this chapter we will learn how to perform basic financialfracking of an IOLTA account within a
single Excel workbook. Note that while we will learn how, erform the tracking of these funds using
checkbook register style worksheets within a workbook, d%is does NOT typically satisfy ALL of the
IOLTA reporting requirements that are needed by th.e il @ ual states. You will still need to consult your
own state’s Bar Association or counsel to ensure are tracking and reporting the IOLTA account
funds in accordance with their guidelines. It is i t to note that each state has its own rule of

Eceives funds from a
1 settlement that must be
g property for clients that
their fund and the client’s
ds and hold smaller amounts

professional conduct regarding the handling of cl st funds. You should consult your own state’s Bar
Association or counsel to ensure that your setug i compliance with the rules for your state. Failure to
comply could result in penalties. 6
41.2- Using Excel for Simple IOLTA M ent:

create individual client ledgers that IOLTA transactions. This information can then be copied to a new
workbook and modified as needed in order to comply with many state’s IOLTA reporting requirements.

If you are skilled in using“&xcel, you will no doubt be able to create the needed worksheets within a
workbook that will allow yo Q ack and then report on the IOLTA account for your state. However, we
have also included a sim

If allowed by your state, yo@ se Excel to track the balance in an IOLTA account as well as

A management template that you can use to track IOLTA account funds
within Excel, if you prefer. YOu can modify this template, as needed, in order to track your IOLTA account
information for your staty In the next lesson, we will examine using the “Simple IOLTA Template” to track
the accounting data@red for IOLTA reporting.

S\
00)
.

©TeachUcomp, Inc. Mastering Excel Made Easy™ for Lawyers 26



SIMPLE IOLTA MANAGEMENT

41.3- Using the Simple IOLTA Template: Q

“Templates” folder within this product. This workbook allows you to record the basic acco information
needed for IOLTA management. The template initially contains four worksheets: th Journal” and
three “Client Name Journals.” The basic structure shown within each worksheet is a ecking register.
Within these worksheets, you will record all IOLTA transactions into the appropriate rs as they occur.

Note that every transaction that occurs within the IOLTA account MUST rded into the “Firm
Journal” worksheet. For each client’s transaction, the transaction should be recg nto the “Firm Journal”
as well as the “Client Journal” for the selected client. Each client for who () hold funds in the IOLTA
account should have their own “Client Journal” worksheet.

You can change the names of the individual “Client Name Journ
them in order to highlight their titles. You can then replace the works
Client Name 2,” and so on with the names of your clients. Within each
type the client’s name into cell A2. Then enter the client’s case fi

In this lesson, we will examine using the simple IOLTA template that can b@nd in the
unt

@ sheets by double-clicking on
t Tabels named “Client Name 1,”
nt Name Journal,” you can then
ter number into cell B2. For each

IOLTA transaction that involves that particular client, you then the transaction’s type and/or check
number into the “Transaction Type/Check Number”’ column. You émter the date of the transaction into the
“‘Date” column, and then enter a brief description of the action into the “Transaction Description”

column. For deposits made into the IOLTA account, enter amount under the “Debit (Cash In)” column.
For amounts that are spent, enter the amount under the ‘@it (Cash Out)” column. The “Account Balance”
column is a formula cell that will simply shown the ccount balance for the selected client. Do not
edit the contents of this cell. In the future you can th%r the transactions for that selected client into the
client’s journal worksheet.

After entering each transaction’s detailsqon “Client Name Journal” for the selected client, you
should also enter the same information intogthef¥Firm Journal” worksheet. This journal will record all
transactions made for all clients within the . Start by entering the name of the law firm into cell A2, if
needed. For each transaction, enter the % f the client (as shown in cell A2 of the selected client’s
“Client Journal” worksheet) underneath the {Client Name” column. Note that you can simply copy and paste
this name from the selected client’s “@light Journal” A2 name cell. You then re-enter the transaction data
into the same “Transaction Type/C Number,” “Date,” Transaction Description,” “Debit (Cash In),” and
“Credit (Cash Out)” fields. You ca@o copy and paste these cells from the selected client's “Client
Journal” into the correspondingfcells within the “Firm Journal” worksheet. The “Account Balance” cell is a
formula cell that will show th OLTA balance for all of the firm’s clients. This is also a formula cell that

you should not edit. K

o
&Q
>
.
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ACTIONS-

SIMPLE IOLTA MANAGEMENT ,é\,_

USING THE SIMPLE IOLTA TEMPLATE: Q
1. You can change the names of the individual “Client Name Journal” worksheets by doubl @ ing on
them in order to highlight their titles. You can then replace the worksheet labels named t Name 1,”

Within each “Client Name Journal,” you can then type the client’s name into cell

Then enter the client’s case file/matter number into cell B2.

For each IOLTA transaction that involves that particular client, you then enter, saction’s type
and/or check number into the “Transaction Type/Check Number” column.

5. You enter the date of the transaction into the “Date” column, and then entrief description of the

Client Name 2,” and so on with the names of your clients. %

hwn

No

For amounts that are spent, enter the amount under the “Credit (Ca 9% column.

8. The “Account Balance” column is a formula cell that will simply sho e current account balance for
the selected client. Do not edit the contents of this cell.

9. In the future you can then enter the transactions for that selea @ ient into the client’s journal

worksheet.

transaction into the “Transaction Description” column.
For deposits made into the IOLTA account, enter the amount underit (Cash In)” column.
O

10. After entering each transaction’s details on the “Client N ournal” for the selected client, you should
also enter the same information into the “Firm Journal” sheet. This journal will record all
transactions made for all clients within the firm. Q

eded.

11. Start by entering the name of the law firm into ¢ I’

12. For each transaction, enter the name of the clie%own in cell A2 of the selected client’s “Client
Journal” worksheet) underneath the “Client Na umn. Note that you can simply copy and paste
this name from the selected client’s “Client Jaur A2 name cell.

13. You then re-enter the transaction data i o%me “Transaction Type/Check Number,” “Date,”

Transaction Description,” “Debit (Cash In “Credit (Cash Out)” fields. You can also copy and paste

these cells from the selected client’s “Gli urnal” into the corresponding cells within the “Firm
Journal” worksheet.
14. The “Account Balance” cell is a for: cell that will show the total IOLTA balance for all of the firm’s

clients. This is also a formula ce@ you should not edit.

9

o
&Q
>
.
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SIMPLE IOLTA MANAGEMENT . %

Purpose: Q

1. To be able to create a new IOLTA workbook from the template and enter basic infor

EXERCISES- N

Exercises: %

1. Open your Excel application.

2. If using Excel 2013:2010, click the “File” tab within the Ribbon @

3. If using Excel 2013, continue with step #4 below. If using Excel 2010, tep #8 below.

4. If using Excel 2013, click the “Open” command at the left side of the mage view.

5. Then click the “Computer” command to the right.

6. Then click the “Browse” button to the right of that to display the “@p ialog box.

7. Use this dialog box to open the “Simple IOLTA Template” thagiSNocated in the “Templates” folder
within this product. Now skip to step #11.

8. If using Excel 2010, click the “New” category shown at the ide of the backstage view.

9. If using Excel 2010, click the “New from existing” button @he “Available Templates” category to
open the “New from Existing Workbook” dialog box.

10. Use this dialog box to open the “Simple IOLTA Te@” that is located in the “Templates” folder
within this product.
11. For all versions of Excel, you will now sa mplate to the templates folder within your

13. Click the “File” tab within the Ribbon.

14. Then click the “Save As” command Sh% e left side of the backstage view. If using Excel 2010,
skip to step #17. If using Excel 2013] continue.

15. In Excel 2013, click the “Computer’Jsuttom to the right.

computer.
12. To do this, first ensure that the template is W d onscreen within Excel.

16. If using Excel 2013, then click the° e” button to the right of that.
17. In all versions of Excel, you sh% see the “Save As” dialog box appear onscreen.
18. Select the “Excel Template” ICE”from the “Save as type” drop-down at the bottom of the “Save

As” dialog box.

19. When you make this selgction, Excel should change the folder to which it will save the template to
the default templates fo’%within your computer. Be sure to save the template into this folder so
that Excel will be gbl ind and display the template choice in the future when you go to create a
new workbook ba% e given template in the future.

20. Click the “Save” button within the “Save As” dialog box to save the template to your computer. You
can then close th}template file.

21. Now you wil to create a new workbook based on the template. To do this, click the “File” tab in
the Ribb @ien click the “New” command.

22. If using 013, please continue to the next step. If using Excel 2010, skip to step #25.

23. If using@l 2013, click the “Personal” category to the right to display the templates saved to your

com
24, Cli e "Simple IOLTA Template” choice to create a new copy from the selected template. If using

2013, now skip to step #28.
25. @g Excel 2010, click the “My Templates” button within the “Available templates” section.
g ing Excel 2010, then in the “New” dialog box that appears select the “Simple IOLTA Template”
om the listing shown.

(cont’d.)

©TeachUcomp, Inc. Mastering Excel Made Easy™ for Lawyers 29



EXERCISES-

SIMPLE IOLTA MANAGEMENT N

Exercises (cont.):

27.
28.
29.

30.
31.
32.
33.
34.
35.
36.
37.
38.
39.
40.
41.
42.

43.
44.

45.
46.
47.
48.
49.

50.
51.
52.
53.
54.
55.
56.
57.

58.
59.

60.
61.

If using Excel 2010, click the “OK” button to create a new workbook from the selecte.
Double-click the “Client Name 1 Journal” worksheet tab so that it appears highlighted.

Select the text “Client Name 1” and type “Sandra Smith” so that the name worksheet tab
reads “Sandra Smith Journal.”

Select cell A2 in the “Sandra Smith Journal’ and type “Sandra Smith” into th@

Select cell B2 and enter the case number “2012-02-1977.”

Select cell A5 and enter “Deposit.” @
Select cell BS and type “3/13/12” as the date. O
Select cell C5 and type “Retainer” into the cell.

Select cell D5 and type “1000” into the cell.

Press the “Enter” key on your keyboard to return to the next row%e 6.
Type “5678” into cell A6.

Type “3/13/12” into cell B6.

Type “Initial Consultation” into cell C6.

Type “500” into cell E6.

Press the “Enter” key on your keyboard to exit the ce

Select cells A5 through E6 on the “Sandra Smith™dourhal” worksheet and then click the “Copy”
button in the Ribbon to copy the cells. O

Select the “Firm Journal” worksheet tab. ’\e
Select cell B5 within the “Firm Journal” W% t and then click the “Paste” button within the

Ribbon.
Select cell A5 and type “Sandra Smith.”

Copy cell A5 to cell A6.

Select cell A2 and then type “SamplN rm.”
Double-click the “Client Name 2 J orksheet tab so that it appears highlighted.

Select the text “Client Name 2” e “Don Jones” so that the name of the worksheet tab reads
“Don Jones Journal.” S

Select cell A2 in the “Don Jo, ournal” and type “Don Jones” into the cell.

Select cell B2 and enter the number “2012-02-1988.”

Select cell A5 and enter Deposit.”

Select cell B5S and typea /12” as the date.

Select cell C5 an tainer” into the cell.

Select cell D5 an% 000” into the cell.

Press the “Enter” key 0h your keyboard to exit the cell.

Select cells A5 ttf)ugh E5 on the “Don Jones Journal” worksheet and then click the “Copy” button in
the cells.

ournal” worksheet tab.

within the “Firm Journal” worksheet and then click the “Paste” button within the

and type “Don Jones.”
Y then close the workbook. You can save it if you would like to practice more sample data

% ithin it at a later point in time.
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