
A Presentation of TeachUcomp Incorporated.

Copyright © TeachUcomp, Inc. 2023

Mastering Excel 

Made Easy for 

Lawyers

teachUcomp, inc.®

  

           …it’s all about you

Sam
ple

 - f
or 

ev
alu

ati
on

 pu
rpo

se
s o

nly
!



2Mastering Excel Made Easy for Lawyers©TeachUcomp, Inc.

Mastering Excel Made Easy  for Lawyers

Copyright:

 Copyright © 2023 by TeachUcomp, Inc. All rights reserved. This publication, or any part thereof, 

may not be reproduced or stored in a retrieval system, or transmitted in any form or by any means, 

electronic, mechanical, recording, photocopying, or otherwise, without the express written permission of 

TeachUcomp, Inc.

 For PDF manuals, TeachUcomp, Inc. allows the owner of the PDF manual to make up to 2 

additional copies of the PDF manual that the owner may place on up to 2 additional non-shared computer 

hard drives for ease of use. TeachUcomp, Inc. also grants unlimited personal printing rights to the owner, 

strictly limited to the purposes of not-for-profit personal or private education or research.

 The unauthorized reproduction or distribution of this copyrighted work is illegal. Criminal copyright 

infringement, including infringement without monetary gain, is investigated by the FBI and is punishable by 

up to five years in federal prison and a fine of $250,000.

Trademark Acknowledgements:

 Windows, Windows 7, Windows 8, Windows 8.1, Windows 10, Windows 11, Microsoft Word 2013, 

Microsoft Word 2016, Microsoft Word 2019, Microsoft Word 2021, Microsoft Excel 2013, Microsoft Excel 

2016, Microsoft Excel 2019, Microsoft Word 2021, Microsoft Access 2013, Microsoft Access 2016, Microsoft 

Access 2019, Microsoft Access 2021, Microsoft PowerPoint 2013, Microsoft PowerPoint 2016, Microsoft 

PowerPoint 2019, Microsoft PowerPoint 2021, Microsoft Project 2013, Microsoft Project 2016, Microsoft 

Project 2019, Microsoft Project 2021, Microsoft Outlook 2013, Microsoft Outlook 2016, Microsoft Outlook 

2019, Microsoft Outlook 2021, Microsoft OneNote 2016, Microsoft Publisher 2013, Microsoft Publisher 

2016, Microsoft Publisher 2019, Microsoft Publisher 2021, Microsoft Office 2013, Microsoft Office 2016, 

Microsoft Office 2019, Microsoft Office 365, Office 365, Microsoft 365, Microsoft Bing, Microsoft OneDrive, 

Microsoft Internet Explorer, Microsoft Edge, Microsoft Cortana, Windows Live, Windows Defender, 

Windows Exchange Server, Windows Exchange Server Online and Microsoft Security Essentials are 

registered trademarks of Microsoft Corporation. Other brand names and product names are trademarks or 

registered trademarks of their respective holders.

Disclaimer:

 While every precaution has been made in the production of this book, TeachUcomp, Inc. assumes 

no responsibility for errors or omissions. Nor is any liability assumed for damages resulting from the use of 

the information contained herein. These training materials are provided without any warranty whatsoever, 

including, but not limited to, the implied warranties of merchantability or fitness for a particular purpose. All 

names of persons or companies in this manual are fictional, unless otherwise noted.

TeachUcomp, Inc.
Phone: (877) 925-8080

Web: https://www.teachucomp.com

Sam
ple

 - f
or 

ev
alu

ati
on

 pu
rpo

se
s o

nly
!



3Mastering Excel Made Easy for Lawyers©TeachUcomp, Inc.

Introduction and Overview

Welcome to TeachUcomp, Inc.’s Mastering Excel Made 

Easy  for Lawyers tutorial. This tutorial introduces the 

student to Microsoft Excel, a popular spreadsheet program. 

This tutorial gives the student with little or no knowledge of 

Excel a firm skills base using Excel.

 Excel is an excellent program to learn, as the skills you 

learn also apply to many other programs. Understanding 

Excel is helpful before learning about more complicated 

data-storage and manipulation programs, like Access or 

other relational database software.

 Excel is a multi-featured spreadsheet software in which 

you create powerful worksheets that manipulate numbers 

in columns and rows for you. It is a very powerful program 

and has many advanced features that can automate and 

simplify your work. Whether you want it to create charts, 

worksheets, or data sources, Excel can help you 

accomplish your tasks quickly and easily.

 This tutorial starts by teaching the student basic Excel 

skills like creating and formatting worksheets and inserting 

formulas. It then teaches the student enhanced skills like 

creating and formatting charts, using advanced data tools, 

and creating tables. Then the student learns advanced 

Excel skills like creating and managing data models, 

PivotTables and PivotCharts, and much more! Finally, the 

student then applies that knowledge to tasks that are 

common when using Excel in the legal profession.
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Using Online Templates

35.1- Downloading Online Templates:

 Microsoft Excel lets you download online templates if you are using Microsoft Excel on an internet-

connected computer. There are many templates available for legal professionals that allow you to manage 

and record time, record consulting on projects, and many other useful things. In this lesson we will examine 

how you can search for online templates that you can download and save to your computer for use within 

your law firm.

 First open Microsoft Excel. If viewing the “Home” startup screen, then click the “New” button at the 

left side of the screen. Alternatively, if you already have a workbook opened, then instead click the “File” tab 

within the Ribbon. Then click the “New” command at the left side of the backstage view.

 Doing either activity then displays the available templates in the area to the right. There are 

thousands of templates available for your Microsoft Office products, so you must search for the types of 

templates to use. To do this, click into the search box at the top of the list of templates and then type a 

keyword of your choosing into the search box. Then click the “Start searching” button at the right end of the 

search box or press the “Enter” key on your keyboard to display the results of the template search in the 

area below the search box.

 To download a template, simply click it once to select it. You will see a description of the template 

appear. If you decide that you would like to download this template, then click the “Create” button to 

download and create a copy of this template on your computer.

 The template will then open within Excel, where you can edit and customize it as you wish by adding 

your own content to the structure provided.

35.2- Saving a Template:

 You can save a downloaded Excel template to the templates folder within your computer, so you 

won’t need to download it again later. To do this, display the template onscreen and then click the “File” tab 

in the Ribbon. Then click the “Save As” command at the left side of the backstage view within the template 

file. Then click the “Browse” button to the right to open the “Save As” dialog box.

 Select either the “Excel Template” or “Excel Macro-Enabled Template” choice from the “Save as 

type” drop-down at the bottom of the “Save As” dialog box. The difference between the choices depends on 

whether or not the template contains macro coding within the file. To save a template that contains macro 

coding, you must use the “Excel Macro-Enabled Template” choice.

 After making either selection, Excel then changes the folder to which it saves the template to the 

default templates folder within your computer. Be sure to save the template into this folder that Excel selects 

so Excel can find the template when you create a new workbook based on the template in the future. Then 

type the name to give to the template into the “File name” field in the “Save As” dialog box. Then click the 

“Save” button within the “Save As” dialog box to save the template to your computer. You can then close 

the template file displayed within Excel.

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

the template that you saved to your computer.Sam
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Using Online Templates

35.3- Creating New Workbooks from Saved Templates:

 In the last lesson within this chapter, you learned how to save a template to your computer. In this 

lesson, you will learn how to create a new workbook from the template you saved to your computer.

 To create a new workbook from a saved template, open Microsoft Excel. If viewing the “Home” 

startup screen, then click the “New” button at the left side of the screen. Alternatively, if you already have a 

workbook opened, then instead click the “File” tab within the Ribbon. Then click the “New” command at the 

left side of the backstage view.

 After performing either action, then click the “PERSONAL” category that appears by the search box 

above the list of templates in the area to the right to display the personal templates you have saved to your 

computer within Excel. These templates appear within the templates area below. You can then click the 

name of the template to use as the basis for your new Excel workbook to create a new copy within Excel.

 You can then add your own data to the new workbook you have created and save it, as normal. 

Note that the changes made to the workbook do not change the original template from which the workbook 

was created.
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ACTIONS-

Using Online Templates

DOWNLOADING ONLINE TEMPLATES:

1. To download online templates, open Microsoft Excel.

2. If viewing the “Home” startup screen, then click the “New” button at the left side of the screen.

3. Alternatively, if you already have a workbook opened, then instead click the “File” tab within the Ribbon 

and then click the “New” command at the left side of the backstage view.

4. Doing either activity then displays the available templates in the area to the right.

5. To search for online templates, click into the search box at the top of the list of templates and then 

type a keyword of your choosing into the search box.

6. Then click the “Start searching” button at the right end of the search box or press the “Enter” key on your 

keyboard to display the results of the template search in the area below the search box.

7. To download a template, simply click it once to select it.

8. You will then see a description of the template appear.

9. If you want to download the template, then click the “Create” button to download and create a copy of 

the template on your computer.

10. The template then opens within Excel, where you can edit and customize it as you wish by adding your 

own content to the structure provided.

SAVING A TEMPLATE:

1. To save a downloaded template, display the template onscreen and then click the “File” tab in the 

Ribbon.

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

3. Then click the “Browse” button to the right to open the “Save As” dialog box.

4. Select either the “Excel Template” or “Excel Macro-Enabled Template” choice from the “Save as type” 

drop-down at the bottom of the “Save As” dialog box, as is appropriate for your current template.

5. After making either selection, Excel then changes the folder to which it saves the template to the default 

templates folder within your computer. Be sure to save the template into this folder that Excel selects so 

Excel can find the template when you create a new workbook based on the template in the future.

6. Then type the name to give to the template into the “File name” field in the “Save As” dialog box.

7. Then click the “Save” button within the “Save As” dialog box to save the template to your computer.

8. You can then close the template file displayed within Excel

CREATING NEW WORKBOOKS FROM SAVED TEMPLATES:

1. To create a new workbook from a saved template, open Microsoft Excel.

2. If viewing the “Home” startup screen, then click the “New” button at the left side of the screen.

3. Alternatively, if you already have a workbook opened, then instead click the “File” tab within the Ribbon 

and then click the “New” command at the left side of the backstage view.

4. After performing either action, then click the “PERSONAL” category that appears by the search box 

above the list of templates in the area to the right to display the personal templates you have saved to 

your computer within Excel in the templates area below.

5. You can then click the name of the template to use as the basis for your new Excel workbook to create a 

new copy in Excel.

6. You can then add your own data to the new workbook you have created and save it, as normal.
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EXERCISES-

Using Online Templates

Purpose:

To save a template to your computer in Excel. 

Exercises:

1. Open your Excel application.

2. Then open the “Law Firm Financial Analysis Worksheet” Excel template included within this tutorial. You 

can often click the link for the “Law Firm Financial Analysis Worksheet” Excel template in the training 

interface to open and/or download a copy of the template within Excel.

3. To save the template to the templates folder within your computer, ensure that the “Law Firm Financial 

Analysis Worksheet” Excel template is displayed onscreen within Excel.

4. Then click the “File” tab within the Ribbon.

5. Click the “Save As” command at the left side of the backstage view.

6. Then click the “Browse” button to the right to open the “Save As” dialog box.

7. Select the “Excel Template” choice from the “Save as type” drop-down at the bottom of the “Save As” 

dialog box.

8. When you make this selection, Excel should then change the folder to which it saves the template to the 

default templates folder within your computer. Be sure to save the template into this folder so Excel can 

find and display the template choice later when you create a new workbook based on the given 

template in the future.

9. Then click the “Save” button within the “Save As” dialog box to save the template to your computer.

10. You can then close the template file.
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