Exercise 1

A worksheet can be used to manage a school and extra-curricular activities schedule.

a)

Create a new workbook.

b) Enter the data and apply formatting using the Office theme as shown below. Modify
the time intervals in row B to be appropriate for your schedule:
B e o WS N DR TN S - O
1 Name's Weekly Schedule
2 IME iMonday
34
L
2]
6
]
g B
9 .
10 5:00
11| 500-600
12 6i00- 7:00
13 7:00-8:00
12

Starting in row 3, fill in the schedule by adding data such as school classes, athletics,
extracurricular groups and clubs, studying and doing homework, and so forth.

Add your name in a header and the current date in a footer. Add gridlines and
headings.
Save the workbook naming it Schedule and print a copy.

Create a new workbook. Enter the data and apply formatting as shown below:

1 A B
Mo

C i D ; E ! F G !
Fri Tatal Hours

Activity

s W N

Using the Schedule printout as a reference, fill in all the scheduled activities in column
A and the corresponding hours per day in columns B through E.

In column G, enter formulas that calculate the total hours spent on each activity per
each work week. Format the total hours to display 2 decimal places.

Add your name in a header and the current date in a footer. Add gridlines and
headings.

Save the workbook naming it Activity and print a copy.

Discuss your schedule with a parent, adult, or a peer. Analyze if you are organizing
your time efficiently or are over-extending yourself. ;
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Exercise 2 Balance She

a) Create a new workbook.

b) Enter the data and apply formatting using the Office theme as shown below. Add the
NLG LOGO, which is a data file for this text:

:557%:%"’;“._6_-,._.;.%.....%_q§__,, e Siiga K, H,J L
; N Northern Lights Gym |
3]
4 Balance Sheet for 20g9
5 -
6| Assets:
7l Cash $12,000
8 Accounts Receivable §15,000
9] Gym Equipment 45,000
10 Office Computers 598,950
11 Total Assets:
12,
13 Uabilities:
14 Accounts Payable 875,987
15 Short-term Debt $1,200
ls Total Liabilities:
17
18
19 Total Stockholder's Equity:

¢) Modify the logo by adding a picture style and recoloring the logo.

d) Save the workbook naming it Balance Sheet.

e) Incell C11, enter a formula that uses cell references to calculate the total assets.

f) Incell Cl6, enter a formula that uses cell references to calculate the total liabilities,

8) In cell C19, enter a formula that uses cell references to calculate the stockholder’s
h) Format cells C11, C16, and C19 in an appropriate cell style with a bottom double
) Add your name in a header and the current date in a footer. Add gridlines and

j) Save the modified Balance Sheet and print a copy.
k) Create an HTML document from the workbook with the title N orthern Lights Gym

l)  Preview the HTML file in a Web browser,
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Exercise 3 Temp Conversion

The local university’s Meteorology department wants to use a worksheet to convert Fahrenheit
temperatures to the equivalent Celsius temperatures.

a)
b)

<)
d)

g

h)

)
k)
)

Create a new workbook.

Enter the data and apply formatting using the Office theme as shown below. In cell E3
enter the formula =5/9%(B3-32) to convert the Fahrenheit temperature stored in cell
B3 to degrees Celsius:

1 Temperature Conversion
T

3
a

_Fahrenheit Temp: 80 Celsius Temp: 27

Save the workbook naming it Temp Conversion.
Format cell E3 to display 0 decimal places.

Apply conditional formatting to cells B3 and E3 so that negative values will be displayed
in a red text color.

Enter the following Fahrenheit temperatures in cell B3, one at a time: 0, 32, and 80.
What Celsius temperature does each of these convert to?

In row 5, have the worksheet convert temperatures from a Celsius temperature entered
in cell B5 to a Fahrenheit temperature displayed in cell E5. Use 26 for the Celsius tem-
perature. Include appropriate labels. The formula needed for converting from degrees
Celsius to Fahrenheit is =9/5*B5+32. Display the result with 0 decimal places. Change
the column widths as necessary so that all the data is displayed entirely.

Enter the following Celsius temperatures in cell B, one at a time: 0, 12, and ~21. What
Fahrenheit temperature does each of these convert to?

In cell D1, add a link to a Web site, such as www.weather.com, where users could access
current temperature data.

Add your name in a header and the current date in a footer. Add gridlines and
headings.

Save the modified Temp Conversion and print a copy.

Display the formulas in the cells instead of values. Print a copy.
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Exercise 4 Metric Conversion

Although the metric system (also called SI) is used throughout the world, the U.S. stil] widely depengs
on the English system of measurements,

a) Create a new workbook.

b) Enter the data and apply formatting using the Median theme as shown below:

o JEURD O D N W e ithaial
1 Metric Conversions
2]
3 English Metric
4 cubic feet cubic meters
LBl cubic yards cubic meters
o feet meters
7 gollons liters
8 inches centimeters
2 miles kilometers
10 pounds kilograms
11§ square feet square meters
127 square miles square kilometers
A3 square yards sguare meters
14 sards meters
15

) Save the workbook naming it Metric Conversions.

cells C4 through C14:
cubic meters = 0.0283*cubic feet
cubic meters = 0.7646%cubic yards
meters = 0.3048*feet
liters = 3.7853*callons
centimeters = 2.54* nches
kilometers = 1.6093*miles
kﬂograms = 0.3732*pounds
Square meters = 0.0929*square feet
square kilometers = 2.59*square miles
Square meters = 0.8361*square yards
meters = 0.9144*yards
e) Check your worksheet by entering 5 in cell Ad. Cel] C4 should display 0.1415 because
it automatically calculates the metric equivalent of 5 cubic feet.

f) Enter the following measurements into cells A4 through Al4. Your worksheet should
look similar to:
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0.1415 cuhic meters
7.646 cubic meters
3.048 meters

37853 liters
3048 centimeters

3.2186 kilometers

9.33 kilograms
3716 square meters
31.08 squore kilometers
8.361 square meters
4572 meters

Wt B
1 Metric Conversions
2 -

3 English Vietric
4 5 cubic feet
51 10 cubic yards

6 10 feet
7 1 gallons
8 12 inches
% | 2 miles
10 25 pounds
11 4 40 square feet
12 12 square miles
13 | 10 square yards
14 5 vards
15

g) Add your name in a header and the current date in a footer. Add gridlines and

headings.

h) Save the modified Metric Conversions and print a copy.

i) Display the formulas in the cells instead of values. Print a copy.

Exercise 5

Recipe

Estimate how much it will cost to make a recipe assuming all the ingredients need to be purchased.

a) Find a delicious recipe that requires eight or fewer ingredients.

b) Create a new workbook.

¢) Incell Al, enter the title Calculating the Cost of a Recipe.

d) In cell A3, enter the name of the recipe.

e) In cell A5, enter the label Ingredient.

f) In cells B5, C5, and D5, enter the labels Store #1, Store #2, and Store #3.

g) Starting in cell A6, enter the name of each ingredient required to make the recipe.

h) Add an appropriate clip art graphic and then apply an appropriate theme and cell

styles.

i) Use the Internet or newspapers to find the price of each ingredient at two different
stores. Be sure the prices are for the same size container (but not necessarily the same

brand name) of the ingredient.

j) Starting in cell B6, enter the corresponding ingredient prices.

k) Format the cells storing prices as currency with 2 decimal places.

1) Save the workbook naming it Recipe.

m) Add your name in a header and text Recipe in a footer. Add gridlines and headings.

n) Save the modified Recipe.

0) E-mail the worksheet to a classmate for collaboration. In the message area, add the
text: Please compare prices at a third store and add the appropriate data.
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p) Open the e-mail from your classmate and open the attachment. Use cell formatting to
shade the best overall prices.

q) Save the modified Recipe document and print a copy.

- Exercise 6 Expenses, Expenses Analyzed

When determining a budget, it is important to come up with realistic figures. One way to determine
actual expenses is to keep careful track of all money spent for a period. Keeping track of expenses for
one week can work in some cases, but when there are responsibilities such as loan payments and utility
bills, expenses need to be tracked for at least one month. Tracking expenses can also help determine
where too much money is being spent.

a) Create a new workbook.

b) Enter data and apply formatting using the Trek theme as shown below:

a—

E;?r;i—:s-:.:.w:.n. itver .,.._.‘_..aé;w;__,-, T _['_..'..'-._';..5_';._,.1.__.._ _....ﬁ«a.-_—_....,;_ JI
1 Expenses
2 |

3 Expense Description ______ Amount Transaction Type
% _ :
e

¢) Format cells B4 through B15 as currency with 2 decimal places.
d) Save the workbook naming it Expenses.

e) Save the receipts from every purchase made over the next week and be sure to record
every check in your checkbook register.

f) Update the worksheet with the saved receipts and checkbook register. Enter each
transaction on a separate row in chronological order. In the Transaction Type column,
enter Cash, Credit, or Check as appropriate.

g) Add your name in a header and the current date in a footer. Add gridlines and
headings.

h) Use cell styles to shade alternate rows.

i) Add aformula that sums the expenses and a descriptive label. Format the formula and
labels appropriately.

j)  Save the modified Expenses.

k) Create anew Word document. Write a paragraph that analyzes your spending. Describe
your source of income. Is your spending for the period too high relative to your income o
for the same period? Is there one type of spending that could be reduced? Spending . 8
with credit can be more expensive than spending with cash because credit incurs ’
interest charges. Are credit expenses too high?

1) Save the Word document naming it Expenses Analyzed.

m) Below the paragraph that analyzes your spending, place a copy of the data from the
Expenses worksheet.

n) Add a footer with your name centered.

0) Save the modified Expenses Analyzed document and print a copy.
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Exercise 7 Personal Finances

Worksheets can be helpful with personal financial management.

a) Create a new workbook.

b) Enter data and apply formatting as shown below:

i : B ‘ c D ; E
1 Description of Transaction Payment (Debit) Deposit (Credit)
2

3 2-Feb-09 OpeningDeposit $200.00
4 5-Feb-09 Cell Phone Bill 520,00
5 9-Feb-03 Paycheck $100.00
6 10-Feb-09 Sally's Diner $15.35
7 11-Feb-09 Coral Square Cinema $6.75
8 17-Feb-09 Deposit ' $25.00

9 18-Feb-09 Book Palace 5$15.98

10 19-Feb-03 Full Belly §10.50
11 24-Feb-09 Coral Square Mall $5.75
12 24-Feb-09 Coral Gas $15.00
13 27-Feb-09 Deposlt $100.00
14

¢) Save the workbook naming it Personal Finances.
d) In cell El, enter the label Balance. Right align and bold the label if necessary.

e) Incolumn E, enter formulas that use cell references to calculate the balance after each
transaction. To calculate the balance, subtract the expense from the previous balance
and add the income to the previous balance.

f) In cell Bl4, enter the label Total: and then right align and bold it. Enter formulas that
calculate the total expenses and total income for the month.

g) Apply an appropriate theme and cell styles.

h) Add your name in a header and the current date in a footer. Add gridlines and
headings.

i) Save the modified Personal Finances and print a copy.

j) Display the formulas in the cells instead of values. Print a copy.
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Exercise 8

a) Create a new workbook.

b) Enter data and apply formatting using the Equity theme as shown below:

B L B BT 5
1 Fluffy Bakery

2 Income Statement

3 | for the years 2007-2009

4
5 007 2008 7009
6 -.Revnme:

7 CookieSales $15,500  $16,896  $17,864
8 CikeSales $27.589  $26,298  $25,982
9 Bread Sales $24,980  $25298  $25,398
10 R R

1 jExpe:nie::

12 Advertising $5,000  $4,500  $4.500
. 13~'Bak:ing51.rpplies $2,000  $1,000 $2,750
14 Ingredients $13275  $15298  §16.490
15 Salaries $30,000 $30,000  $35,000
16 Utilities $6,570  $7.250  $8,09
17 Xpenses.

¢) Save the workbook naming

18
19!

et Incormes (Lozz);

it Income Statement.

" E

d) Inrow 10, enter formulas that calculate the total revenue for each year.

€) Inrow 17 enter formulas that calculate the total expenses for each year.

f) Inrow 18, enter formulas that use cell references #
each year. The net income/loss is calcula
revenue. Format the values as currency

g) Add your name in a header a

headings.

h) Save the modified Income Statement,

0 calculate the net income or loss for
ted by subtracting total expenses from total
with 0 decimal places, if necessary.

nd the current date in a footer. Add gridlines and

i) Display the formulas in the cells instead of values. Print a copy.

Exercise 9

The FRANKLIN TOURS document ¢
PRICES workbook contain informat
PRICES, which are data files for thi

a) Placea copy of all the text in the TOUR
in the blank paragraph at the end of

FRANKLIN TOURS

ontains a partial newsletter, The TOURS document and the TOUR

ion for the newsletter. Open FRANKLIN TOURS, TOURS, and TOUR
§ text, and complete the following steps:
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b)

c)

The data in cells A1 through B5 in the TOUR PRICES workbook needs to be added to
the FRANKLIN TOURS newsletter. Use an appropriate theme and cell styles to appro-
priately format the worksheet and then place a copy of the data into the newsletter in
the blank paragraph at the end of the newsletter.

In the FRANKLIN TOURS document, create a footer with your name.

d) Save the modified FRANKLIN TOURS and print a copy.

Exercise 10

A student wants to use a worksheet to create a personal budget for her fall semester in college.

Budget

a) Create a new workbook.

b) Enter data and apply formatting using the Office theme as shown below:
bisisiolnsindiuniBions fen St g Bloie o Beapd o B o o Miedi oo d o
Personal Budget

Sep-09 Oct-09 Nov-09 Dec-09

Loan 47,000 7,000 0 g0 30 80 0 80
Job $1,000  $925|  $500  gaes|  gs00  g4ss|  geon  &72s
Parents 45,500 95,500 30 80 40 so| $0 g0

: 10 .Expenses:

11 Tuition $6,000  §5,943 $0 $0 $0 0 o $0
12 Room/Board 65,500 85,575 S0 S0 80 80 S0 S0
13 Books $700 5635 0 845 S0 s0 $0 0
14 Food $300 §315 $300 §325 $300 $320 $250 §375
15 Entertainment $150 0 $50 480 $50 so|  s100 $100
16 Clothes §50 S0 $50 580 $50 80 $100 $100
17| Total:

1)

f)

g)

1

2.

3
A

5 Income:
6

g

8

ks

Budgeted  Actual|Budgeted  Actual|lBudgeted  Actual Budgeted  Actual

Total:

Save the workbook naming it Budget.

In cell BY, enter a formula that calculates the total budgeted income for September. Use
the cell’s fill handle to copy the formula to cells C9 through I9.

In cell B17, enter a formula that calculates the total budgeted expenses for September.
Use the cell’s fill handle to copy the formula to cells C17 through I17.

In cell A18, enter the label: Savings: Right align the label and format it as italic. Enter
formulas that use cell references to calculate the savings for each month. Savings are
calculated by subtracting the total expenses from the total income.

Use conditional formatting to create a rule that formats the data in cells C17 E17, G17,
and I17 in a light red fill if the value is a negative number. Format the columns contain-
ing the Actual data to be just wide enough to display the data.

Add your name in a header and the current date in a footer. Add gridlines and
headings.

Save the modified Budget and print a copy.

Display the formulas in the cells instead of values. Print a copy.
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Exercise 11 ' Index Fungs

of hundreds or even thousands of different stocks and/or bonds, Such diversification minimizes the
effects of stocks performing poorly, but also dilutes the effects of stocks performing well. Important
considerations for most mutual funds are:

* Mutual funds typically have a manager who buys and sells stocks and/or,
bonds.

* Mutual funds require fees to pay for management. These fees, called the
expense ratio, reduce the return on investment,

® The majority of mutual funds do not perform as well as the market average.

Unlike most mutual funds, a stock index fund consists of only stocks from a particular index. Anindex
is a defined subset of all stocks available on stock markets. A statement about how “the market” ig doing
is referring to the performance of the Dow or another index. Popular indexes include:

* Dow Jones Industrial Average (DJIA or Dow) A collection of 30 blue-chip
stocks. Blue-chip stocks are widely held and are considered solid, reliable,
and having sustained growth. Stocks include Microsoft, Intel, Coca-Cola,
McDonald’s, and American Express.

® Standard & Poor’s 500 (S&P 500) A collection of the 500 largest company
stocks. Stocks include Microsoft, Wal-Mart, and IBM.

® Nasdaq 100 A collection of the 100 largest company stocks listed on the
Nasdagq. Stocks include Microsoft, Intel, Dell, and Yahoo!.

° Nasdaq Composite A collection of all stocks listed on the Nasdagq.

® Amex Composite A collection of all stocks listed on the American Stock
Exchange.

* Russell 2000 A collection of 2,000 small-company stocks. City Bank, Zale,
and Fossil are stocks in the Russell 2000.

° Wilshire 5000 Although the name seems to indicate a set of 5,000 stocks,
the Wilshire index actually contains over 6,000 stocks. Sometimes referred to
as the Total Stock Market Index because it includes the stock for nearly every
U.S. corporation.

The first index fund was started in 1975 by the Vanguard Group. The Vanguard 500 Index Fund (VFINX)
remains one of the most popular and outperforms the vast majority of other mutual funds. Other index
funds include the Vanguard Total Stock Market Fund (VISMX) and the Vanguard TSM VIPERS (VTI),
which follow the Wilshire 5000 index.

a) Create a new workbook. Enter and format labels as shown. The current date should
appear below the Price label:
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i 4] A bt Bl Boade B g o Boy b oty
1 Index Funds

8]

3 _:Fund Name Symbol Price Price Price Price
4 9/21/2009
5
-

b) Add the three Vanguard index fund names and their symbols to the worksheet.
) Apply an appropriate theme and cell styles.
d) Save the workbook naming it Index Funds.

e) Use a Web site such as finance:yahoo.com to get a price quote for each of the funds
and then enter the information into column C.

f) Format the prices as currency with 2 decimal places.

g) Research and then choose three other index funds using the Internet, newspapers, or
financial magazines. Add the three selected funds, to the Index Funds workbook.

h) Update the Index Funds workbook on three different days to include new fund
3 4 quotes.

Exercise 12 Mileage Log, April Mileage Log

Many jobs, such as sales and marketing positions, require employees to travel outside the office using
their own vehicle. For this type of travel, employees are required to keep track of their mileage on a
mileage log form and then submit the form for reimbursement based on a rate per kilometer.

a) Create a new workbook.

b) Enter data and apply formatting using the Flow theme as shown below:

.« R Y N T, L | Bebsnduicni Bl bouei B
1 Flat Technologies |
2 Monthly Mileage Log

3 Employee Name:

4 Submit Date:

6 E
B Date Description From To Odometer Mileage |
7 Start | Fimish
8 o )
9. 0 0
10 o o
1! 0 0
12 o 0
13 0 0
14 i , Total Mileage
15 7 Rate

16 ’ e _ _ Reimbursement

) Incell G8, enter a formula to calculate the mileage from the starting point to the finish
point. Use the cell’s fill handle to copy the formula to cells G9 through G13. In the Auto
Fill Options button, select Fill Without Formatting.

a) Enter a formula to calculate the total mileage.
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e) Employees are reimbursed at a rate of
priate cell and then enter a formula to

$0.32 per kilometer. Type the rate in the appro-
calculate the total reimbursement. Format the

cells appropriately.
f) Save the worksheet as a template naming it Mileage Log and close Mileage Log.
8) Create a new workbook based on the Mileage Log template.
h) Enter your name for the Employee Name and today’s date for the Submit Date.
i) Starting in cell A8, enter the data:
Date Description From To Start  Finish
4/2/2009 Microsoft Seminar  Miami BocaRaton 33,580 33,625
4/28/2009 Sales Call BocaRaton  Palm Beach 34,800 34,830
4/28/2009 Sales Call Palm Beach Boca Raton 34,830 34,860
j) Add your name in a header and the current date in a footer. Add gridlines and
headings.
k) Save the worksheet naming it April Mileage Log and print a copy.

E-mail the worksheet to a classmate,
find my monthly mileage log.

D In the message area, add the text: Attached please

AT AR e e T e

e

Exercise 13 ——— 1000 Exp

enses, Chicago Travel Expenses

Many jobs require travel. When traveling for busines
form for any out-of-pocket expenses.

s, employees are required to fill out a trave] expense

a) Create a new workbook.

b) Enterdataand apply formatting using
B16 are formatted for the Accounting
each cell. Accounting style displays

1 Flat Technologies
£ Travel Expense Statement

the Trek theme as shown below. Cells B9 through
currency style and O (zero) has been typed into
a dash in place of 0:

]

Emplovee [ame
Emplovee Nurmber
Diate

Travel Destination
Travet Dates

olmi~wio o syl

9 lAirfare
10 ‘Hotel
ii_ Food

12 "-Car rental

13 Gas
"1? Entertainment
'iég-;Miscellaneous S

48 Total Expenses §-

17

1é “Czjmpiere, attach ali r2ceipts, and submit to Human Resources,
19 ’

¢) Enter a formula to calculate the total expenses.
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d) Save the worksheet as a template naming it Travel Expenses and then close Travel
Expenses.
e) Create a new workbook based on the Travel Expenses template.
f) Enter your name for the Employee Name, any 4-digit number for the Employee
Numbet, and today’s date for the Date. Enter Chicago for the Travel Destination and
enter 05/15/09 - 05/20/09 for the Travel Dates. .
g) Use the Internet to research the cost of a five-day trip to Chicago. Include a car rental
for the entire five days. Type the estimated amounts into the appropriate cells.
h) Add a header with your name. Add gridlines and headings.
i) Save the worksheet naming it Chicago Travel Expenses and print a copy.
Exercise 14 KEYPAD
The numeric keypad can make the entering of large amounts of numeric data
more efficient. It also allows easy access to the mathematical operators +, -, %, e A
and /. Most keyboards require pressing the Num Lock key on the numeric 7 1g 1o

keypad before numbers can be entered.

Before beginning to enter data, the right hand should be placed lightly on the e =
keypad with slightly curved fingers. The right index finger is placed on the v B B
number 4 key, the right middle finger is placed on the number 5 key, the right 0

ring finger is placed on the number 6 key, and the right pinky finger is placed ‘

on the + key. The right thumb is placed over the 0 key. With the fingers placed
as just described, this is called the home position, Open KEYPAD, which is an
Excel data file for this text, and complete the following steps:

a)

b)

d)

Data entry into a range of cells can be made easier by selecting the range before entering
the data. In a selected range, pressing Enter makes the next cell in the range active.
When the last cell in a column is reached, pressing Enter makes the cell at the top of
the next column in the range active. Select cells A1 through G6 and then place the right
hand on the keypad in the home position as described above.

Enter the following numbers starting in cell A1, pressing the Enter key with the right
pinky after each number. Do not look at the right hand while entering data, refer only
to the picture of the keypad below. Note that the data entered will not be entered as a
formula because the data does not begin with an equal sign (=).

o vpen s Pinralonsi Cisndunal Dkl ol Gl
[ 555 666 405 44 4+ 5
B i 446 444 44+ 445 545 445
3| 5% 466 400 44+ 555 B45 554
7 545 565 566 666 540 505
5| 666 B46 656 606 506 0+4 B+6
K3 604 404 505 A6 405 6vr  osl
7

Repeat part (b) until the characters can be typed without referring to the keypad
graphic.

The number 7 is typed using the index finger of the right hand, the number 8 is typed
using the middle finger of the right hand, the number 9 is typed using the ring finger
of the right hand and the - is typed using the pinky finger of the right hand. Select cells
A8 through G13 and enter the following numbers in the same manner as part (b):
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999 77- 999 9--

777 778 779 688 778

898 788 799 787 878

983 878 878 983 9--

787 88- 973 7- 789
-58

797 8- 9wl

€) Repeat part (d) until the characters can be typed without referring to the keypad
graphic,

f) The number 1 is typed using the index finger of the right hand, the number 2 is typed
using the middle finger of the right hand, the number 3 and the . key are typed using
the ring finger of the right hand. Select cells A15 through G20 and enter the following
numbers in the same manner as parts (b) and (d):

lm_n A l..,-J‘Bz J y _Q.s i D I e
14

L O 1 R G
IR - E T S
(ET T S e
) 7 R ) S R
23] 2B 3 ZiEl 114
(L TN ] N - R £

e

221

g) Repeat part (f) until the characters can be typed without referring to the keypad
graphic.

h) The / key is typed using the middle finger of the right hand, the * key is typed using
the ring finger of the right hand, and the + key is typed using the pinky finger of the
right hand. Select cells A22 through G27 and enter the following numbers in the same
manner as parts (b), (d), and (f):

“ﬁg.‘_m_Ll&D’,v—»Laﬁ*‘&rE;hmem i_ﬂs;[.n-:§‘—<;£

45 6/4 173 -7*3 3+3
5" 5% 5/5 5464943 -172 5+5
26 B+4 47 248 545+ 4718
345 246 345 -448 1".5 34245

313 343 5613 543 44611 4,554+
4-5 06*1.08 36 1+ 5825 249

i) Repeat part (h) until the characters can be typed without referring to the keypad
graphic. g

j)  Close the workbook without saving changes.
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Exercise 15 SALES ANALYSIS

Icon sets are a conditional formatting option in Excel where an icon is used to represent the value of
that cell relative to the other cells in the selected range. Icon sets include:

*t= 3§ @+ =3
BEM @00
BO@® ®AL$
Q0O I X
+tAud 2FANG
OO alaal
- NONON | * AN $
AN G o o alallall
eIdPEO

More Rules...

To use icon sets, select a range of data and then click Home = Conditional Formatting = Manage Rules. A
dialog box is displayed. Select New Rule and then select Icon Sets in the Format Style list:

rNew Formatting Rule M

Select a Rule Type:

B Format all cells based on their values

b Format only cells that contain

» Format only top or bottom ranked values

P Format only values that are above or below average
P Format only unique or duplicate values

» Use a formula to determine which cells to Format

Edit the Rule Description:
Format all cells based on their values:

Fomat stle:  FRRBRBNN =]

Display each icon according to these rules:
Icon ~ Yalue T Type

®  whenvakels Tl T B e [
O when <67and =Elw T E P 5

@ when <33

Icon Style: ;:3 Traffic iights (Uariaﬁeﬁ) [EL {1 Reverse Icon Order [] Show Icon Only

Lok ] [ cocel ]

An icon style can then be selected from the Icon Style list and a rule for each icon can be specified in
the appropriate Value and Type lists. Open SALES ANALYSIS, which is an Excel data file for this text,
and complete the following steps:

a) In cell El, type the heading Performance and adjust the column width appropriately.

b) In cell E2, enter a formula that calculates sales performance by subtracting the quota
from the sales. Copy the formula to cells E3 through E30.

¢) Select the data in column E and create a conditional formatting rule using an icon set
that analyzes the performance data.
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d) Add your name in a header and the current date in a footer. Add gridlines ang
headings.

e) Save the modified SALES ANALYSIS and print a copy.

Exercise 16 Survey Results

clients. The data collected is used to address problems and make improvements.

In a small group, design a school survey with at least 5 questions. Possible question
topics include cafeteria food, school Spirit, access to technology, and so forth. Responses
should be on a scale similar to 1 - Poor, 2 - Satisfactory, 3 - Good, 4 - Excellent.

Survey at least 20 students.
Develop a worksheet plan to record the survey data.

Create a new workbook and enter the survey data, Calculate the average response for
each question.

Add your name in a header and the current date in a footer. Add gridlines and
headings.

Save the workbook naming it Survey Results and print a copy.
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