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Chapter 2 – Formatting a Worksheet
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Exercise 01 {5 points}
· Open Student Common\C Nielsen\CTech\Excel\02-Chicago.

· Save as Computer\My Documents\CTech\Excel\yourname_02-01.

· Change font to Garamond for the entire worksheet.
· Hints:

· Select the whole sheet by clicking the Select All button
· Change font to Garamond

· Change font size to 12-point for the entire worksheet.

· Hints:

· Select the whole sheet by clicking the Select All button

· Change the font size to 12-point 

· Change font color to Blue for the entire worksheet.
· Hints:

· Select the whole sheet by clicking the Select All button

· Change the font color to Standard Blue
· Change the column width to 30 for Columns A through C.
· Hints:

· Select Columns A through C and right click the mouse

· Click Column Width

· Column Width: Change to 30
· Click Ok
· Add your first and last name to cell A10 and add “02-01” to cell A11.
· Save again and close the worksheet.
Exercise 02 {5 points}
· [image: image2.jpg]BUDGET REPORT

Ttem Budget Allocation_Amount Spent
Salaties $ 1360000 § 1845000
Benefits B 498500 §  43857.00
Supplies s 112500 $  1250.00
Telephone 3 65000 § 59500
Postage B 47500 § 51500
Travel s 327500 $ 307500
Totals
Student's Name
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Open Student Common\C Nielsen\CTech\Excel\02-Budget.

· Save as Computer\My Documents\CTech\Excel\yourname_02- 02.

· Change font for the entire worksheet to 14-point Times New Roman.

· Hints:

· Select the whole sheet by clicking the Select All button

· Change font to Times New Roman
· Change the font size to 14-point 

· Automatically adjust the width of Columns A through C.
· Hints:

· Select Columns A through C and right click the mouse.

· Point at the column boundary between Columns A and B (get the double sided arrow)
· Double click the left mouse button

· Merge & Center cells A1 through C1.

· Hints:

· Select cells A1 – C1
· Click Merge & Center on the Home Tab, Alignment Group

· Change the numbers to Accounting Number Format for cells B3 through C8.

· Hints:

· Select cells B3 – C8
· Click Accounting Number Format on the Home Tab, Number Group

· Add your first and last name to cell A11 and add “02- 02” to cell A12.
· Save again and close the worksheet.
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Exercise 03 {5 points}
· Open Student Common\C Nielsen\CTech\Excel\02-Photography.

· Save as Computer\My Documents\CTech\Excel\yourname_02- 03.

· Change the font size to 14 for cell A1.

· Change the row height to 150 for Row 1.

· Hints:

· Select all of Row 1 and right click the mouse

· Click Row Height

· Row Height: Change to 150
· Click Ok
· Merge & Center cells A1 through C1.

· Hints:

· Select cells A1 – C1
· Click Merge & Center on the Home Tab, Alignment Group

· Rotate the text Counterclockwise in cell A1.

· Hints:

· Click in cell A1
· Click Orientation on the Home Tab, Alignment Group

· Click Angle Counterclockwise

· Change the row height to 30 for Rows 2 through 10.

· Hints:

· Select Rows 2 – 10 and right click the mouse

· Click Row Height

· Row Height: Change to 30
· Click Ok
· Add your first and last name to cell A12 and add “02- 03” to cell A13.
· Save again and close the worksheet.

[image: image4.jpg]EXPENSE COMPARISON REFORT

Department Last Year _This Year
fccounting 5789 53761
Administration 325627 31906
Business Teacher 810 897e3
Computer Systems 37962 315,096
Finance 27906 237,458
Management 728364 75091
Marketing 026 395976
Sports Marketing 7265 71913
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Exercise 04 {5 points}
· Open Student Common\C Nielsen\CTech\Excel\02-Products.

· Save as Computer\My Documents\CTech\Excel\ yourname_02- 04.

· Change the column width to 20 for Columns A through E.
· Change the numbers to Accounting Number Format for cells B3 through D12.
· Change the numbers to Percent Style for cells E3 through E12.

· Hints:

· Select cells E3 – E12
· Click Percent Style on the Home Tab, Number Group

· Change the alignment to Middle Align for cells B1though E1.

· Hints:

· Select cells B1 – E1
· Click Middle Align on the Home Tab, Alignment Group

· Add your first and last name to cell A14 and add “02- 04” to cell A15.
· Save again and close the worksheet.

Exercise 05 {5 points}
· [image: image5.jpg]ANALYSIS OF FINANCIAL CONDITION
Actual Planned Prior Year

Stockholder's equity ratio 62%  60% 57%)
[Bond holder's equity ratio 45%  39% 41%)
Liability liquidity ratio 122%  115% 120%)
Fixed obligation security ratio ~ 196%  190% 187%]
Fixed interest ratio 23%  20% 28%|
Earnings ratio 7% 6% 6%|
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Open Student Common\C Nielsen\CTech\Excel\02-Report.

· Save as Computer\My Documents\ CTech\Excel\yourname_02- 05.

· Merge & Center cells A1 through D1.

· Automatically adjust the width of Columns A through D.
· Insert a row between “Management” and “Sports Marketing” and add the data shown.

· Hints:

· Select all of Row 9
· Click Insert on the Home Tab, Cells Group

· A9 – Marketing

· B9 – 410216

· C9 - 395978

· Delete Column D (Percent Difference).

· Hints:

· Select all of Column D
· Click Delete on the Home Tab, Cells Group

· Add your first and last name to cell A12 and add “02- 05” to cell A13.
· Save again and close the worksheet.

Exercise 06 {5 points}
· Open Student Common\C Nielsen\CTech\Excel\02-Financial.

· Save as Computer\My Documents\CTech\Excel\yourname_02- 06.

· Automatically adjust the width of all Columns.

· Merge & Center cells A1 through D1.
· Automatically adjust the width of all Columns.

· Change the numbers to Percent Style for cells B3 through D8.

· Hints:

· Select cells B3 – D8
· Click Percent Style on the Home Tab, Number Group

· Add a Green Thick border to cells A1 through D8. 
· Hints:

· Select cells A1 – D8
· Click the Bottom Border arrow on the Home Tab, Font Group

· Click More Borders

· [image: image6.jpg]o v s lwne

A B c

|Expense  Original current
| abor 57000 98500
|Materials 129000 153000
|subcontracts 20450 21600
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Make Sure the Border Tab is selected

· Style: Thick (2nd column, 6th row)
· Color: Standard Green
· Presents: Click Outline
· Click Ok

· Add your first and last name to cell A10 and add “02- 06” to cell A11.
Save again and close the worksheet.

· Exercise 7 {5 points}
· Create the following worksheet.
[image: image7.jpg]Expense original Current

Lasor s 5700000 § 50000
Matrist s 12500000 § 153,00000
Subcontracs. H 2025000 § 21,6000
Permis 3 120000 5 135000
T s 155000 5 218500
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· Change the column width to 25 for Columns A through C.
· Change the numbers to Accounting Number Format for cells B2 through C6.

· Change the row height to 25 for Rows 1 through 6.
· Add your first and last name to cell A8 and add “02- 07” to cell A9.
· Save as Computer\My Documents\CTech\Excel\yourname_02- 07.
· Print and close the worksheet.

[image: image8.jpg]Expense AcTual Budgel  Vaiance
Saiaries 312600000 $ 126,00000 3 5
Commissions 3 5800000 $ 5450000 $ (3,50000)
Mediaspace 3 525000 $ 1000000 $ 185000
Traveiexpenses 3 635000 3 600000 3 (35000)
PayroiiTaxes 3 2:6000 $ 220000 3 (23000)
Teiephone 3 115000 $ 150000 $ 5000
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Exercise 8 {5 points}
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Equipment Initial Cost ~ Salvage
Photocopier 5,200 1400
Desktop computer 3,245 500
Laptop computer 4,500 300
Laser printer 1850 500
(color printer 200 200
\Video camera s 300
[3smm camera 30 100
Developer 4210 1250
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Open Student Common\C Nielsen\CTech\Excel\02-Expense.

· Save as Computer\My Documents\ CTech\Excel\yourname_02- 08.
· Automatically adjust the width of all Columns.

· Change the numbers to Accounting Number Format for cells B2 through D8.

· Change the row height to 30 for Rows 1 through 8.

· Delete row 6 (Dealer Display)
· Add your first and last name to cell A9 and add “02- 08” to cell A10.
· Save again and close the worksheet.
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Exercise 9 {5 points}
· [image: image11.jpg]NAME POSITION EXTENSION
Bill Adair Manager 8341
Patricia Aley Sales Representative 8378
Walter Bamett Service Representative 8278
Russel Fosia Office Manager 8279
Louis Glumac Marketing 8342
Joy Hovanick Assistant Manager 8377
Tom Smith Customer Service 8304
Denise Summerville Techical Support 8276
Susan Vold Marketing 8228
Lena Wahl Customer Service 8328
Janice Willamson Secretary 8376
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Open Student Common\C Nielsen\CTech\Excel\02-Remodel.

· Save as Computer\My Documents\CTech\Excel\yourname_02- 09.
· Change the font for the entire worksheet to 16-point Century Gothic.
· Automatically adjust the width of all Columns.
· Change the row height to 40 for Rows 1 through 8.

· Add a Dashed Outline border to cells A1 through D8.
· Hints:

· Select cells A1 – D8
· Click the Bottom Border arrow on the Home Tab, Font Group

· Click More Borders

· Make Sure the Border Tab is selected

· Style: Dashed (2nd column, 4th row)
· Presents: Click Outline

· Click Ok

· Add your first and last name to cell A10 and add “02- 09” to cell A11.
· Save again, print and close the worksheet.
Exercise 10 {5 points}
· Open Student Common\C Nielsen\CTech\Excel\02-Phone.

· Save as Computer\My Documents\CTech\Excel\yourname_02- 10.
· Merge & Center cells A1 through C1.

· Change the row height to 200 for Row 1.

· Rotate the text Clockwise in cell A1.

· Hints:

· Click in cell A1
· Click Orientation on the Home Tab, Alignment Group

· Click Angle Counterclockwise

· Insert a row between “Joy Hovanick” and “Denise Summerville” and add the data shown.

· Hints:

· Select all of Row 9
· Click Insert on the Home Tab, Cells Group

· A9 – Tom Smith

· B9 – Customer Service

· C9 - 8394

· Add your first and last name to cell A15 and add “02- 10” to cell A16.
· Save again and close the worksheet.

*Make sure your name is in the filename of each exercise*
**Click and drag all exercises to Teacher Hand-In\C Nielsen**

