fhf Computer Club
January, 2001, Newsletter
Subject: Excel

This newsletter is being written in Excel 2000, to show what can be done with Excel.

Features:

A. Excel files (called "workbooks") can be used for:
Calculations (stock portfolio; lease versus buy; math dtails and summaries)
Charts (column; bar; pie; line)
Organizing information into "chapters" in a "book" (such as this newsletter)
Taking an export from Quicken, and changing the data to see the results.
Sorting lists (such as membership) for last name, first name, town, or dues paid.
Easy location control of images (see the "IE settings" work sheet).

B. The Excel workbook (this one is titled "123000") can have numerous worksheets (this
one is titled "Newsletter"). The worksheet titles are shown on the name tabs at the
bottom of the Excel window. Clicking on a name tab will show you that worksheet.

C. Worksheets can be inserted, deleted, renamed, moved, or copied. Right click on the
name tab for the desired worksheet and choose the desired action.

D. After typing some information, the settings for the worksheet can be modified by
clicking the "print preview" icon on the toolbar at the top of the window. Then click on
"setup” and make the desired changes. | always go to the "margins” tab and click on
"center on page horizontally".

E. When printing using the print icon, only the selected worksheet will print. When printing
using the menu File, Print, you can choose to print the active (selected) worksheet or
the entire workbook.

F. The name of the worksheet can be changed by double clicking on the name tab and
typing the new name.

G. Use the arrows at the lower left corner of the window to move the name tabs that are

showing, because several of the name tabs may be covered by other portions of the
bottom of the window.
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Help Topics

Excel "help" topics.

| Microsoft Excel Help

=10/ x|

<~|1:| i::. 1..-

Cortents |.ﬂ.nswer Wizard | Indesx I

& @ Gett
= @ Using Shortcut Keys

= @ Installing and Removing Microsoft Excel

E3| @ International Festures

= @ Winrking wwith Euro Currency

= @ Creating, Opening, and Saving Files

E3| @ Working with Workbooks and Worksheets

= @ Entering Data and Selecting Cells

E3| @ Year 2000 lzsues

= @ Editing Worksheet Data

E3| @ Formatting Warkshests

E3| @ Priritirg

E3| @ Creating On-gcreen or Printed Forms

= @ Creating Formulas and Auditing Workbooks

= @ working with Charts

= @ Creating Drawings and Importing Pictures

[ @ Managing Lists

E3| @ Fetrigving Data

E3| @ Summarizing Data in Lists and Tables

= @ Analyzing Data with Pivot Takle Reports

= @ Performing What-If Analysis on Worksheet Data
E3| @ Analysiz ToolPak

E3| @ Shating & Workbook with Others on a Metwork
= @ Preverting Computer Yiruzes in Workbooks

) @ validating Cell Ertries

E3| @ Putting Microsoft Excel Data an the Web

E3| @ U=ing Excel to Work with Data on the Wieh

= @ Collaborating on your Metwork

= @ Sharing Information and Graphics Between Programs
E3| @ Automating Tasks

= @ Customizing Microsoft Excel for the Way Y ou Work
E3| @ Troubleshooting

E3| @ Using Micrasoft Office 2000 Features

E3| @ End-Uszer License Agresment

About changing the font and
colors for Help topics

The Help window shares the same
settings far the font, the tent size, the
teut colars, and the background caolar
as the settings for the Web browser
that's installed on vour computer, The
available settings and other aptions
vary depending an the browser,

Changing the Help font and colors
The settings for the font and the
colors in the Web browser [and,
therefore, in the Help topics) are
specified in a cascading style sheet,
“Yau can owverride any or all of these
settings if you want to change the
appearance of the Help topics in the
Help window , which iz useful if vau
hawe low wision, ¥ou can change the
font for the tent and change the tent
colors and the background colar,

Changing the text size You can
override the font sizes in the Help
topics and make the text larger.

Changes affect other programs The
changes yvou make affect Help in all
Microzoft Office programs. Keep in
mind that if you change the font, the
text size, the text calars, or the
background calor of the Help topics in
the Help window, the changes will alzo
affect Web pages that you view in your
brawszer, See Help in your brawser for
more information an the available
settings and options,

More accessibility features Microszoft
Excel also has other accessibility
options for people with dizabilities.

Add{fional resources
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Functions

Excel "function” topics that can be inserted into a cell.
These functions can be accessed by clicking the fx icon on the tool bar, or "insert, function”.

Paste Function EHES |

Function category:

Mosk Recently Used

all

Financial

Date & Time

IMath & Trig

Statistical

Lookup & Reference

Database

Texk

Logical

Information ;I

sUM{number1,numberz,...)

AVERAGE
IF
HYFPERLIME
CioUMT
MAax

SIM

SLMIF

PMT

STDEY

adds all the numbers in a range of cells,

Funickion name:

Ok I Cancel
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Keyboard Shortcuts

Excel has many keyboard shorcuts. Click on "Help", then "Microsoft Excel Help". Click on
the "index" tab, and type "keyboard" in box 1. Click on "search" to find all help on the word
"keyboard". In box 3, select (by clicking) the topic you want help with. In this example,
"keyboard shortcuts" is selected. The white box to the right of box 3 contains links to
additional information. Click on the link you are interested in.

| Microsoft Excel Help
e o B

Conterts I Answer Wizard  Index

=101 x|

=

Keyboard shortcuts

1. Twpe keywords

Ikﬂybnard
Clear | Search I

2. O choose kevwords
! =
o

i
£
¥
£
2

Which keys do you want to use?

Keys for working in a spreadsheet

Eeus for mowing and scrolling in a worksheet or workbook

Eews for previewing and printing a dacument

Eeus for working with worksheets, charts, and macros

Keys for working with data

Eevs for entering data

Eews for formatting data

o0 L‘

Eevs for editing data

Eews for selecting data and cells

Eews for selecting charts and chart items

3. Choose a topic (23 Found)

Eews to use with databases and lists

Eews for outlining data

Switch kevboard lavouts
Install kevboard layvouts
Kews For using the Office Assistant
£, ¥ 8, and other charackers

Eews to use with PivotTable and PivetChart reports
Eevwsto use with the OLAP Cube Wizard

Ways to select chart ikems
Auktomatically correct words that are ent
Print a list of shortcut kews

Keys for working in Microsoft Office

Eews for menus and toolbars

Switch between entering right-to-left an
Move around a worksheet by using Loku
Accessibility For people with disabilities
Edit a macro

Enable editing of mulkiple languages in O
Troubleshook selecting and moving ina v
Entering, displaying, and printing the eu
Use a Microsoft Input Method Editor as t
Troubleshook mulkilingual editing and the
Fun amacro

Assign a macro ko run From kevboard she
About mulkilingual Features in OFfice
Laotus 1-2-3 kevboard equivalents
Macros: Automating tasks wou perform F
About Microsoft Office 2000 right-to-left

Eevs for windows, dialog boses, and edit boxes

Eews for the Office Assistant

Eews for working with the Dpen and Save As dialog boses

Eews for sending e-mail meszagesl

Eevs for working with drawing objects, &utoShapes,

Wordart, and ather objects

additional resources
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123000.xIs

Membership List

FHF Computer Club

E-Mail Addresses
(Sorted by last name)

Last Name First Name

E-Mail Address

Albrand Jack

Barrick Carole and Warren
Barton Pat

Beaumont Joe

Bjorkman Marilyn
Brodeur Rosemary
Bryson Linda

Bryson Noel

Cebula Frank
Crampsey Mary and Leo
Davis Edie

Donnelly Marcie

Duffy Jan

Farnese Andy

Ferrara Tony

Flynn Joan

Gessay Ray

Haftel Al

Hanerkam Marie

Hartley Roy

Hunter Bonnie

Kacik Len

Kloss Marcy

Kuhn Bob

Lebonette Frank

Limburg Marian

Lordi Frank & Louise
Loss Brian

Masurat Louise
Masurat Tom
McAndrew Lydia

McVeigh Frank

Natale Audrey and Bill
Natale John J.
Obrecht Patty
Robertson Joan and Chuck
Rupp Jane

Sands Syhil

Shuster Ed

Silcox Clifford

Speers Peggy

Stiefeld Sheldon
Tagstrom Olaf and Christine
Tresca Bob

Walsh Anne

splinter122@aol.com
warcar@netaxs.com
b.j.-p.a.barton@worldnet.att.net
jbeau@bellatlantic.net
bjorkma@aol.com
mr.charles@prodigy.net
Isbryson@home.com
kbleon@home.com
ficebula@aol.com
leomary42@aol.com
editbyedie@aol.com
marcied@mindspring.com

jscuderid@aol.com
alfarnese@peoplepc.com
tonyferrara@icdc.com
joannjim@prodigy.net
raygee2@craftech.com

A Haftel@worldnet.att.net
mprh@home.com
rhartley@icdc.com
bonsunseeker@home.com

mfkloss@aol.com
kuhnrlLl@home.com
flebonette@aol.com
charlimar2213@cs.com

loss2@home.com
Im333@home.com
tmas333@home.com

bigtimerfrank@aol.com
winaln@cs.com
jjanat@cs.com
patttyo@aol.com
crobertson21@home.com
ruppfoxes@gateway.net
syhiltoby@aol.com
shustered@aol.com
csilcox@usa.net
msfoxfarm@aol.com
shstiefeld@aol.com
sailortag@aol.com
bobt70@gateway.net
awalsh5239@aol.com

12/30/00

Telephone
610-459-5672

610-361-8828
610-558-3965
610-361-4567
610-361-7982
610-459-0807
610-361-7586
610-361-7586
610-358-1105
610-558-2254
610-358-3903
610-361-9532
610-558-3949
610-459-2946
610-459-1104
610-361-2897
610-459-8887
610-558-0449
610-459-8999
610-361-9671
610-558-6996
610-361-0873
610-459-0454
610-361-0999
610-361-8956
610-459-2489
610-361-0862
610-361-2967
484-840-0789
484-840-0789
610-558-6899
610-361-7568
610-459-4965
610-558-4550
610-361-0671
610-361-1060
610-361-9016
610-361-0574
610-358-5855
610-361-3482
610-361-9597
610-361-0157
610-361-9591
610-558-0664
610-358-1967
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123000.xIs

Membership List

FHF Computer Club

E-Mail Addresses
(Sorted by first name)

Last Name First Name E-Mail Address
Haftel Al A.Haftel@worldnet.att.net
Farnese Andy alfarnese @peoplepc.com
Walsh Anne awalsh5239@aol.com
Natale Audrey and Bill wlnaln@cs.com

Kuhn Bob kuhnrll@home.com
Tresca Bob bobt70@gateway.net
Hunter Bonnie bonsunseeker@home.com
Loss Brian loss2@home.com

Barrick Carole and Warren  warcar@netaxs.com
Silcox Clifford csilcox@usa.net
Shuster Ed shustered@aol.com

Davis Edie editbyedie@aol.com
Cebula Frank ficebula@aol.com

Lebonette Frank
McVeigh Frank

Lordi Frank & Louise
Albrand Jack

Duffy Jan

Rupp Jane

Flynn Joan
Robertson Joan and Chuck
Beaumont Joe

Natale John J.

Kacik Len

Bryson Linda

Masurat Louise
McAndrew Lydia

Donnelly Marcie

Kloss Marcy

Limburg Marian
Hanerkam Marie
Bjorkman Marilyn
Crampsey Mary and Leo
Bryson Noel

Tagstrom Olaf and Christine
Barton Pat

Obrecht Patty

Speers Pegagy

Gessay Ray

Brodeur Rosemary
Hartley Roy

Stiefeld Sheldon
Sands Sybil

Masurat Tom

Ferrara Tony

flebonette@aol.com
bigtimerfrank@aol.com

splinter122@aol.com
jscuderid@aol.com
ruppfoxes@gateway.net
joannjim@prodigy.net
crobertson21@home.com
jbeau@bellatlantic.net
jjanat@cs.com

Isbryson@home.com
Im333@home.com

marcied@mindspring.com

mfkloss@aol.com
charlimar2213@cs.com
mprh@home.com
bjorkma@aol.com
leomary42@aol.com
kbleon@home.com
sailortag@aol.com
b.j.-p.a.barton@worldnet.att.net
patttyo@aol.com
msfoxfarm@aol.com
raygee2@craftech.com
mr.charles@prodigy.net
rhartley@icdc.com
shstiefeld@aol.com
sybiltoby@aol.com
tmas333@home.com
tonyferrara@icdc.com

12/30/00

Telephone
610-558-0449

610-459-2946
610-358-1967
610-459-4965
610-361-0999
610-558-0664
610-558-6996
610-361-2967
610-361-8828
610-361-3482
610-358-5855
610-358-3903
610-358-1105
610-361-8956
610-361-7568
610-361-0862
610-459-5672
610-558-3949
610-361-9016
610-361-2897
610-361-1060
610-361-4567
610-558-4550
610-361-0873
610-361-7586
484-840-0789
610-558-6899
610-361-9532
610-459-0454
610-459-2489
610-459-8999
610-361-7982
610-558-2254
610-361-7586
610-361-9591
610-558-3965
610-361-0671
610-361-9597
610-459-8887
610-459-0807
610-361-9671
610-361-0157
610-361-0574
484-840-0789
610-459-1104
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Sorting

Sorting example
(Sorted by first name)

Starting condition (sorted by last name):

Last Name First Name

E-Mail Address

Albrand
Barrick
Barton
Beaumont

splinter122@aol.com

Carole and Warren  warcar@netaxs.com

b.j.-p.a.barton@worldnet.att.net
jbeau@bellatlantic.net

Telephone
610-459-5672

610-361-8828
610-558-3965
610-361-4567

Step 1: Select the rows, columns, or cells you want to sort. In this example | am soring rows 6 through 9. Left click the number of
the first row (in this example, 6), hold down the left mouse button, and drag down to the last row (in this example, 9). Release the
mouse button. This is what your list will look like:

5 !Last Mame First Iame E-hdal Address Telephone
Jack splinter1 22 aol com E10-453-5672
Carole and Warren  warcar@netaxs com B10-261-2828
Pat b j-p.abaronfiworldnetattnet  e10-688-3965
Joe [heauimbelstartic. net B 0-Z61-45ET

Step 2: Click on "Data, sort".

Step 3: Next to the "sort by" box click on the down arrow and select "first name". Because the list you are sorting may contain more
than one entry with the same first name, a secondary sorting criteria is often needed. Next to the "then by" box click on the down
arrow and select "last name". Click "OK".

Then by

i+ Azcending
" Descending

ILast Marne

Then by

;i i+ Azcending
" Descending

My lisk has

i+ Header row

Qpkions. .. |

=] & Ascending
i Descending

" Mo header row

(04 I Cancel

Your list is now sorted by first name, and looks like this:

- B LA LLLLE, ALl LU,

5 |Last Mame First Mame

E-Ilail Address

Telephone

7 |Barrick Carole and Warren  warcarinetaxs com 610-361-3823
ﬂ Albrarnd Jack splinter1 22@0a0l.com E10-458-L6T2
EBEeaumont  Joe jheaubelatiantic net 610-361-4567
ER Earton Pat b j.-p.a barton@woridnet athet  610-558-3965

10|
123000.xls 12/30/00
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Formatting

Formating example

Starti ng condition (no border when printed):

Last Name |First Name E-Mail Address Telephone
Albrand Jack splinterl22@aol.com 610-459-5672
[Barrick Carole and Warren |warcar@netaxs.com 610-361-8828
|Barton Pat b.j.-p.a.barton@worldnet.att.net |610-558-3965
|Beaumont Joe jbeau@bellatlantic.net 610-361-4567

Step 1: Select the cells you want to have a border around, and have internal lines, when printed.
The is how the selected area looks:

4 | etariing cofciiiod (10 botder Wwhet printed):
9 |Last IMame First Mame E-Ifail Address Telephone
_6 |Abrand Jack splinter1 22@anl.com E10-459-56T72
_ T |Barrick Carole anc Warren warcar@netsss com i1 0-361-882%
_8 |Barton Pat bj-pabartongimoridnet attnet  810-5535-2985
9 |Beaumott Jioe jheaudhelzants net 51 0-261 -4567 1
10

Step 2: Click on "Format, cells". You will then see this dialog box:

Format Cells E |

I Alignment l Font | Eorder I Patterns I Protection |

Category: ~Sample
Lask Mame |

Murnber
Currency

Aocounting General format cells have no
Date specific number Format,
Time

Percentage

Fraction

Scientific

Text

Special

Cuskom :]

O, I Cancel
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Formatting

Step 3: Because you are formatting borders, but not numbers, click on "border".
Format Cells E |

Mumber I Alignment | Fonk I Patterns | Protection I

Presets ~Line
- Skvle:
Mong ===—-=-
Mone Cutline Inside T
Bordet —— || .. o
Text Text e
Text Text —
sl |- y - Color:
T 2 o
The selected border stvle can be applied by clicking the presets, preview
diagrarm or the buttons above,

(o] 4 I Cancel

Step 4: You may want a heavy border around the outside of the table. If so, click the thick line, then the "outline” icon. This results
in the following appearance of the dialog box.

Format Cells EE3 |

Mumber | Aligniment I Fonk Border I Patterns I Proteckion I

Presets ~Line
Skwle:
..... P E—
Mone Cwtline Inside (| R
Bordet — || ... o
Text Text Bl T—
"""" e
Text Texk
igd 3 Color;
|_ ______ | I Sukomatic ™ I

The =elected border stvle can be applied by clicking the presets, prewiew
diagram or the buttons above,

| 2K I Cancel

Step 5: If you want a lite line to separate the cells, so click on the fine dotted line to select it. Then click in the white box with four
“text". Click once where you want the horizontal line to be (equal distance between the "text" words positoned vertically) and

123000.xls 12/30/00 Copyright 2000, Robert Kuhn



Formatting

click once where you want the vertical line to be (equal distance between the "text" words positoned horizontally).

Format Cells E |

Mumber I Alignment I Fonk Border I Patterns I Protection I
Presets —Line
. Skvle:
MNone =====-=
Nane QI_IHiI'IE I_I'ISile oo e
Text Text PR
Text Texk
= Colar:
I BAukbomatic vi

The selected barder stvle can be applied by clicking the presets, preview
diagram or the buttons above,

(o] 4 I Cancel

Your list table now looks like this, on the Excel page:

2
3 |Starting condition (no border when printed):
4 |Last Name iFirst Mame E-hdal Address Telephone
5 |Abrand Jack splinter 22@0a0l.com B10-450-5672
B |Barrick Carole and Wiarren warcariiinetaxs com B10-361-2828
¢ |Barton Pat b j-p.a bartondimoridnet attnet  (810-552-2985
8 |Beaumont Joe [eauiibelatartc net 610-361-4567
(]
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Formatting

When printed, your list table will appear like this. There are no lines in the background, but there is a thick line around the table,

and thin dotted lines separating the cells.

Formating ex ample

E-Dail 8ddress
sHinter1Z2 @ ol oom

Ernel Carcde and wWhrrer  iwarcanEnebes com
IEh-bm P bjpoabakon@wabnekatne 6 10-E0E-T0E

IEi':al.mcﬂ o jbeauiEbelalanic !

Page Setup E1E3 |

| Mar gins I Header [Fooker I Sheet I

Crienkakion
L
i Paortrait " Landscape
Scaling Opkions. ..
o pdjust kar (100 <% normal size

€ Fit ko |1 5‘ pagels) wide by |1 5‘ Eall

[Letter 8 102 % 11 in -]

i

FPaper size:

Print gquality: l

First page number: I-ﬁ.utcu

Ok I Cancel
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Calculations

1/14/1997
Investment Categories Invest Joint Her IRA His IRA
Dollars Item Description Percent Value Value Value
$30,195 |Large Growth 24.1% $13,560 $8,475 $8,160
$40,500 |Large Blend 32.4% $20,491 $11,409 $8,599
$15,876 |Medium Value 12.7% $9,947 $4,676 $1,253
$11,250 |Stock 9.0% $5,000 $0 $6,250
$27,225 |Cash 21.8% $27,025 $100 $100
$125,046 |Total invested 100.0% $76,023 $24,660 $24,363
$97,821 |Equities 78.2%
$27,225 |Cash 21.8%
$125,046
Investment Detail Joint Joint Joint Her IRA Her IRA Her IRA His IRA His IRA His IRA
Dollars Item Description Symbol | Account number|  Shares Value | Account number| Shares Value Account number| Shares Value
$3,456 |Checking account 3456.000 $3,456 0.000 $0 0.000 $0
$11,250 |Stock 100.000 $5,000 0.000 $0 125.000 $6,250
$23,769 |Savings account 23569.000 $23,569 100.000 $100 100.000 $100
$4,368 |Fund A 100.000 $2,925 32.987 $965 16.358 $478
$3,540 |Fund B 50.000 $1,852 10.000 $370 35.589 $1,318
$30,195 |Fund C 200.000 $13,560 125.000 $8,475 120.356 $8,160
$19,790 |Fund D 150.000 $7,047 147,000 $6,906 124.236 $5,837
$12,802 |Fund E 66.000 $8,668 24.123 $3,168 7.358 $966
$15,876 |Fund F 188.000 $9,947 88.369 $4,676 23.689 $1,253
$125,046 |Total Invested $76,023 $24,660 Total $24,363
Net Worth
Dollars Item Description Net Worth Percent
$125,046 |Investments 46.0%
$150,000 [House 55.1% Her car His car
$27,000 |Automobiles 9.9% $15,000 $12,000
$20,000 |Personal belongings 7.4%
($50,000) |Mortgage -- 18.4%
$272,046 |Total net worth 100.0% Life insurance
Her His
$25,000 $35,000 |Total life ins.
$60,000 |Life insurance $20,000 $20,000 |Work
$332,046 |Total estate $5,000 $5,000 |Professional society
$10,000 |Life insurance company
123000.xls 12/30/00 Copyright 2000, Robert Kuhn




Calculations

1/14/1997 ' ' ' '
Invest Investment Categories
Dollars Percent Item Description

$30,195 | 24.1% |Large Growth

$40,500 | 32.4% |Large Blend

$15,876 | 12.7% |Medium Value

$11,250 | 9.0% |Stock

$27,225 | 21.8% |Cash
$125,046 | 100.0% |Total invested

Growth - large cap
Growth - mid cap
Growth - small cap
Stock

Cash

Total invested

$97,821 | 78.2%
$27,225 | 21.8%

Equities
Cash, annuities, real estate

Invest |Investment Increaselncreaselncrease Increase Share Investment Detail
Dollars Percent |category Style | 52 wks| 12 wks| 4 wks | 1 week Price Item Description
$3,456 | 2.8% |Cash M | 3% $1.00  |Checking account
$11,250 | 9.0% |Stock S -2.0% $50.00  |Stock
$23,769 | 19.0% |Cash M | 5% $1.00  |Savings account
$4,368 | 3.5% | Growth-conservative LB | 34% | 3% -1% $29.25 |Fund A
$3540 | 2.8% |Large cap LB | 31% | 3% | -1% | 1.0% $37.03 |Fund B
$30,195 | 24.1% |Growth-conservative LG | 61% | 18% | 6% | 2.0% $67.80 |FundC
$19,790 | 15.8% |Growth-conservative LB | 27% | 3% | -1% $46.98 |Fund D
$12,802 | 10.2% |Growth-aggressive LB | 41% | 5% | -1% | 1.0% | $131.33 |FundE
$15,876 | 12.7% |Medium-value MV | 27% | -3% | -4% $5291 |FundF
$125,046 | 100% Total Invested
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Charts

Column Chart

Investment %

35.0% +

30.0% -+

25.0%

20.0%

15.0% -+

10.0% -+

5.0% +

24.1%

0.0%

Large Growth

Investment Allocation

32.4%
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Software Rev Level and Serial Number

List

Application Version Serial Number Purchased Instl Comment
Name 1 4 wr3647rt 5/02/95 CD

paint program $15
Name 2 20 MLW210C7167357 10/01/99 CD

directory printing $79
Name 3 1.0 HJG100Y7107700 1/12/00 CD

Bundled with Epson Stylus Color 400 $0

123000.xls 12/30/00

Copyright 2000, Robert Kuhn



