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Create a NEW spreadsheet.
Unless otherwise stated, the font should be 70 point Ariol.
Type the data as shown. To save time, copy and paste the data in ceils A1- Az3to cells AZ8 - A5O.

3. Enter your name as the accountant in cells 87 and 834.
4. Format the width of column A to 22.0 and left align.
5. Format the width of columns B _ H to 14.0 and right align.
6. Bold cells D5 and D32.
7. Bold rows 1, 5,2,23,2g,32,34, and 50.
8. Bold and underline rows 11and 3g.
9' Format cells 813 - H23 and B4o - H5o as numbers dispraying 0 decimar praces

with a comma separator.
1o' In cells H13 and H4e enter sUM formuras to compute the totar for each

expense item.
11. Use the AutoFill feature to copy the formulas in cells H13 and H40 down tocompute the totals of the other expenses.
12' In cells H23 and H5e use the Autosum feature to compute the totar expensesfor the six month period.
13. Bold column H.

1.

*

2.

tE'ffi] ) u' At cellA28, insert a Page Break. This willforce each expense reportto print on
ffih a separate page.

15. Display formulas in your spreadsheet by using <CTRb + . to check for accuracy.
16. Carefully proofread your work for accuracy.
17. Save the spreadsheet as EXpENSE REPORT.
18. Analyze the changes made to the data in the spreadsheet.
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Expense Report

19. set the Print Area to include all cells containing data in the spreadsheet.
20.. Print Preview and adjust the page setup so that each six month period,s

expense report fits on its own page.
21. Print a copy of each spreadsheet if required by your instructor.

INPUT DATA
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The, following activity iilustrates how spreadsheets can be used to make a ristof the current top selling albums by genre.

1.
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5.

6.
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Unless othenuise stated, the font should be 70 point Arial.
Type the data as shown.
Delete the empty column D.
Format the width of column A to 15.0 and left align.
Format the width of columns B, C, and D to 30.0 and left align.
Format column B as dates showing the day and month spelled out.Exampfe: "Monday, February 74, 2O7!.,
Select ceils 46 - 8L0 and dupricate the data by pressing <crRb+D. Repeat thesame procedure for cells Ai.S -Btg, A24_ B2g, A33 _ B37, and A42_846.
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8. Bold cell 41 and change the font size to 20 point.
9. Bold rows S, !4,23,32, and 47.

10. Insert a header that shows:
a. Left Section Activity 35_Student Name
b. Center Section ToP 5 ALBUMS BY GENRE
c. Right Section Current Date

11. Insert a footer that shows:
a. Center Section pAGE number

12. Carefully proofread yourrvoik for accuracy.
13. Save the spreadsheet as BtLLBOARD.COM.
14. Analyze the changes made to the data in the spreadsheet.
15' set the print Area to incrude ail ceils containing data in the spreadsheet.
16' Print Preview and adjust the page setup so that the spreadsheet fits on onepage.

17. Print a copy ofthe spreadsheet if required by your instructor.
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Create a NEW spreadsheet.
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INPUT DATA

95
A B c D E

1 BILLBOARD.COM
2 fop 5 Albums by Genre - November 3,2010
3
4
5 GENRE DATE ARTIST ALBUM
6 Alternative 11t13t2010Kings of Leon Come Around Sundown
7 Mumford & Sons Sigh No More
8 Linkin Park A Thousand Suns
9 Senses Fail Fire
10 Florence + The Machine Lungs
11
12
13
14 GENRE ARTIST ALBUM
15 Country 11t13t2010Taylor Swift Speak Now
16 Sugarland The lncredible Machine
17 Darius Rucker Charleston, SC 1966
18 The Band Perrv fhe Band Perry
19 Kenny Chesney Hemingway's Whiskey
20
21
22
23 GENRE ARTIST ALBUM
24 Rap 11113t2010Li lWavne I Am Not A Human Beino
25 Eminem Recovery
26 Waka Flocka Flame Flockaveli
27 Rick Ross Teflon Don
28 Drake Thank Me Later
29
30
31
32 GENRE ARTIST ALBUM
33 R&B/Hip-Hop 11113t2010Li lWayne I Am Not A Human Beinq
34 Waka Flocka Flame Flockaveli
35 Rick Ross Teflon Don
36 Drake Thank Me Later
37 Fantasia Back to Me
38
39
40
41 GENRE ARTIST ALBUM
42 Rock 11113t2010Kings of Leon Come Around Sundown
43 Elton John/Leon Russell The Union
44 Mumford & Sons Sigh No More
45 Third Dav Move
46 Linkin Park A Thousand Suns

Source: http'//vwvw.billboard.com/charts
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CIriginal tA States ?

I 13 states and illustrates how spreadiheets can be'aoitisttc to- tit oi-j': r 'i
designated number of pages. This activity expands on thl oRTGTNAL r: irnrrs
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spreadsheet created in Activity 22.

Open the file ORtGINAL 13 STATES previously created in Activity 22.
Unless otherwise stated, the font shoutd be 70 point Arial.
change the Activity # in the left section of the header to Activity 3G and the
activity name in the center section of the header to ORTGINAL 13 STATES z.
Type the data in columns E, [, and G as shown.
Use AutoFit to adjust the width of columns E and F.
Format the width of column G to 1g.0 and center align.
Format cells G4 - Gi.G as dates showing mm/dd/yyyy. Exampre: "12/25/2oLL."

7. Bold and center align cells E3 _ G3.
8. Insert a column between column B, ABBREVIATIoN, and column c, LICENSE

PLATE SLoGAN' Then move the DATE OF STATEHOOD column to the newly
created column' The DATE OF STATEHOOD should now be in column C.

9. select ceils 43 - G3 and format the shading coror to right brue.
l - r \

lNEwsKlt l l  D 10. Selectcel ls44-416and removethe Comments.
11. Carefully proofread your work for accuracy.
12. Save the spreadsheet as OR|GINAL 13 STATES Z.
13. Analyze the changes made to the data in the spreadsheet.
14. set the Print Area to include all cells containing data in the spreadsheet.

ItiilEtrl ) rs. Print Preview and adjust the Page setup so that the spreadsheet fits on one
page. Adjust the scaling to 65% of normal size. Set the page orientation to
Landscape.

16. Print a copy of the spreadsheet if required by your instructor.
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INPUT DATA
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Stoeks

Jstarted in investing in stocks'iequirei a rot ot,"i""i.ri ;'ilt;:iUt;;*"t' '=
knowledge of how the stock mafket works. The lnterrietroffers b wealth of
information abbui Investing, and lcical community sihOots trequenlty 6tfer I
inexpensive or free stock marketinvesting couisei and wo1[<shops. lt( , , :
tempting to jump right into the action, but because of the risk involved, an
investor really needs to do the homework. With sound decisions based on
knowledge and research, an investor's chance of success in the stock market is
greatly increased.

The following activity il lustrates how spreadsheets can be used to determine
an investor's gains or losses from the purchase and sale ofstocks.

1. Create a NEW spreadsheet.

* Unless othenuise stated, the font shoutd be 70 point Ariol.

2. Type the data as shown.

3. Format the width of columns A and C to 26.0 and left align.

4. Format the width of column B to 8.0 and left align.

5. Format the width of columns D -J to 12.0 and right align.

6. Format cells cells D4 - D18 as numbers displaying 0 decimal places with a
comma separator.

Format cells E4 - 120 as numbers displaying 2 decimal places with a comma
separator. Set the negative numbers to red and to display parentheses.

8. Format cells J4 -J18 as percentages displaying 2 decimal places.

9. Bofd rows t 2,and21.

10. Underline row 2.

11. Compute the formulas for the first stock as fdllows:

a. PURCHASE VALUE=NUMBER OF SHARES*PURCHASE pRtCE -> tn cell F4, type
=Dzl*Eil

b. SELLING VALUE=NUMBER OF SHARES*SELLING PRICE -> IN CEII H4, IYPC
=D4*G4

C. S EAIru/IOSS=SELLING VALUE-PURCHASE VALUE -> IN CCII 14 IYPC =H4-F4

d. % GAtN/1955=$ GA|N/LOSS / pURCHASE VALUE -> In cell J4,typet4/F4

12. use the AutoFill feature to copy the formulas down for the remaining stocks.
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13' Position the cursor in cell F20 and use the Autosum button on the standard
toolbar to sum cells F4 - F18. Repeat this procedure in cell H20 to sum cells
H4 - H18 and in cell t20 to sum cells t4 _ t18.

tEil.s---jl@l ) u. change the fiil coror for ceils F1- F20 and H1- H20 to yeilow.
15.

16.

77.

18.

19.

20.

21.

22.

23.

Change the fil l color for cells 11- t20 and J!_ J2Oto light green.
Insert a header that shows:
a. Left Section Activity 37-student Name
b. CenterSection STOCKS

c. Right Section Current Date

lnsert a footer that shows:
a. Center Section pAGE number

Carefully proofread your work for accuracy.
Save the spreadsheet as STOCKS.

Analyze the changes made to the data in the spreadsheet.
set the Print Area to incrude ail ceils containing data in the spreadsheet.
Print Preview and adjust the page setup so that the spreadsheet fits on onepage. Set the page orientation to Landscape.
Print a copy of the spreadsheet if required by your instructor.

Excel It!
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