Business Plan Wor kshop/Cash-flow Wor k-sheet

Two templates have been provided on the accompanying disk. Below are step-by-step instructions to guide you
through the business plan and cash flow work sheet templates. The stepsillustrate how to open thefile, enter
data, save your work and close the Word and Excel templates. For those of you who do not have accessto a
persona computer to complete the plan & cash flow sheet, computers are available at each of the Oxford
County Library branches. A pamphlet of library open hoursis available from your course instructor or Kathryn
McCulloch.

Business Plan template

STEP Description Additional Information
1. Insert thedisk Insert disk into the floppy drive of the computer with In most computersthe
the metal diding door entering the dot first. round metal circular part
of the disk will facethe
button that protrudes out
of thedisk drive.
2. Openthefile There are many waysto do this. | will illustrate two:

If you don't immediately
see the Microsoft Word
description, look for the
description Microsoft
Office, point to it first,
then point to the Word
description click.

One way, isto Start the program MS Word
-click on the gtart button at the bottom left hand
corner of the screen, use your mouse pointer to
highlight the word programs, awindow containing
more menu items will appear on the right, point to
the Microsoft Word description on the list and click.
The second way, use Windows Explorer. To open
Explorer,

-right click on the start button at the bottom Ieft hand | Windows Explorer can

corner of the screen, use your mouse pointer to also be found under
highlight the word explore and click. programs when clicking
The following window will open in windows 95- the start button

En Euplosing - 3% Floppy [A:]

Ele Edt Vew Bo Faeoser Took Helo

. e L B =T

H S e T - e e e

Biasch Lip Cad Copw Pain Urudo Delksls  Paopehies | Views
Agdess | s =
Fekdiots 5 | sie] Tyge | Modiied

:ﬂ Digsktop a 181KE Mool Woed Tamplshe 301400 324 PH

=1 S My Compute $XE Waiceol E sl whork el TEFAMST 1007 s

=y 4 Floppy 4]

== [T}

the contents of thea
disk will appesar in the
right-hand window

click under the window titled Folders
and highlight thewords 3 %% floppy (A):

highlight the file name “Business plan” with asingle | illustrated above
click then double click to open

thiswill first open Microsoft Word, then the Ask your computer
business plan template. If it does not, this might instructor for

mean that Word is not ingtdled on the computer you
areworking on. 'Y ou may have WordPerfect or an
earlier version of Microsoft Word

instructions on how to
convert your file




STEP

Description

Additional I nformation

3. Enter thedata

Thetemplate is designed asaform that dlows you to
enter information only into the grey shaded boxes. The
first box that will be highlighted when you open the
template will be name. All you haveto doistypein
theinformation and then pressthe tab key to moveto
the next grey shaded box.

It' sagood ideato save your work before you are
completed, usually every 5 to 10 minutes so that in the
case of apower failure or system freeze you will not
lose unsaved work.

It will have YOUR
NAME highlighted.

Ask your instructor for
keyboard help if you are
a lst time computer

user

4. Saveyour work

From the file menu bar click File, and Save As....

Type your file name, e.g. abc company business plan

After typing the name click the save button on the
right, or press the enter key on the keyboard.

The bluetitle bar on the top of your screen should
reflect the new file name.

A window will come up
with thefile name bus-
plan highlighted in blue
You arelimited by 256
characters asto what
you name your plan

5. Closingthe
template and the

program

If you are finished your plan you can close the
template. This can be accomplished by one, clicking
the X in the uppermost right hand corner or by two,
clicking File from the menu bar and clicking Exit.

Cash flow worksheet template

STEP Description Additional Information
1. Insert thedisk Insert disk into the floppy drive of the computer with In most computersthe
themetal diding door entering the dot firs. round meta circular part
of the disk will face the
button that protrudes out
of thedisk drive.
2. Openthefile Again, There are many waysto do this. | will illustrate

two:

Oneway, isto Start the program M S Excel
-click on the gtart button at the bottom left hand
corner of the screen, use your mouse pointer to
highlight the word programs, awindow containing
more menu itemswill appear on theright, point to
the Microsoft Excel description on thelist and click.

The second way, use Windows Explorer. To open

Explorer,
-right click on the start button at the bottom I eft hand
corner of the screen, use your mouse pointer to
highlight the word explore and click.

The following window will open in windows 95-

If you don't immediately
see the Microsoft Excel
description, look for the
description Microsoft
Office, point to it first,
then point to the Excel
description & click.

Windows Explorer can
also be found under
programs when clicking
the start button
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click under the window titled Folders
and highlight the words 3 %2 floppy (A):

the contents of the a
disk will appear inthe
right-hand window

highlight the file name “Bus-plan” with asingle
click then double click to open

click below the blue one
illustrated above, this
filehasan X picture
besideit

thiswill open first Microsoft Excel, then the cash
flow worksheet template If it does not, this might
mean that Excel is not ingtalled on the computer you
areworking on. 'Y ou may have QuatroPro or a
previous version of Microsoft Excel

Ask your computer
instructor for
instructions on how to
convert your file

3. Enter thedata

Thetemplate isdesigned asaform that dlows you to
enter information only into the grey shaded boxes.
Pressthe tab key to activate data entry. Thefirst box
that will be highlighted will be Cell C5, thisiswhere
you typein the Month, e.g. September.
Oncetheinformationistyped, al you havetodois
press the tab key to move to the next grey shaded box.
Youwill bein column D row 7 under the heading
month 1. Thisiswhereyou enter the first number
representing the amount of sales your businesshad in
itsfirst month of operation. You don’'t need to put a$
or commas. Y ou can enter the number as 10023.50
and the program will format it correctly.

Tapping the tab key will move you under month 2. If
you wish to move to the cell below instead you can
press the Enter key instead of the tab key. You can
aso usethefour directiona arrow keys on your
keyboard to move around the cells.

Ask your instructor for
keyboard help if you are
a1t time computer

user

It'sagood ideato save
your work before you
are completed, usualy
every 5to 10 minutes
so that inthe case of a
power failure or system
freeze you will not lose
unsaved work.

4. Saveyour work

From thefile menu bar click File, and Save As....
Typeyour file name, e.g. abc company cashflow

After typing the name click the save button on the
right, or pressthe enter key on the keyboard. The blue
title bar on the top of your screen should reflect the new
file name.

A window will come up
with thefile name bus-
plan highlighted in blue
You are limited by 256
characters asto what
you name your plan

5. Closingthe
template and the

program

If you are finished your plan you can close the
template. This can be accomplished by one, clicking
the X in the uppermost right hand corner or by two,
clicking File from the menu bar and clicking Exit.




