KnowledgeWave Reimbursement Form Template – Excel Level 2

CREATING NAMED CELL RANGES:

1. Select Cells B15 – B20 and in the name field enter “DaysTraveled”
2. Select Cells E15 – E20 and in the name field enter “MilseTraveled”

CREATING USER INSTRUCTIONS:

3. Click on the DATA tab, select cell B14, select the Data Validation icon

4. Select the Input Message tab within the Data Validation dialog Box
5. In the Title field, type “Enter”

6. In the Input Message field type: “Dates Traveled”
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7. Enter a user message for C14.

8. Title: “Enter”

9. Input Message: “Starting Odometer Reading”
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Enter a user message for D14.

11. Title: “Enter”

12. input Message: “Ending Odometer Reading”

CREATING CALCULATED FIELDS:

13. Select Cell E15 and enter: “=D15-C15”

14. Populate the remaining cells D16-D20 with this formula

15. Select cell E23 and enter: “=COUNT(DaysTraveled)”

16. Select cell E27 and enter: “=SUM(MilesTraveled)”

17. Select cell E30 and enter: “=E25*0.5”

