Excel 1 – Preparing a Worksheet
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Exercise 01 {10 points}
· Create the following worksheet.
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· Hints:
· Use the Tab key to move to the next cell in the row.
· Use Shift + Tab to move to the previous cell in the row.
· Use Enter to move down a row.
· Bold all of Row 1.
·  Hints:

· Select Row 1 by clicking on the number 1on the left side of the worksheet
· Click Bold on the Home Tab, Font Group (or Cmnd + B)
· Change the Cell Style to Heading 3 for cells A1 through C1.
· Hints:

· Select cells A1 – C1

· Click Cell Styles on the Home Tab, Format Group

· Under Titles and Headings, click Heading 3

· Italicize cells A2 through A7.
· Hints:

· Select cells A2 – A7
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Click Italic on the Home Tab, Font Group

· Add your first and last name to cell A9 and add “#01-01” to cell A10.
· Save as My Documents\CTech\Excel\01-01.
· Hints:

· Click the file tab, then Save As
· On the left hand side find My Documents
· Double Click on the CTech folder

· Double Click on the Excel folder

· In the Filename Box type “01-01”

· Click OK.

· Print and close the worksheet.
Exercise 02 {10 points}
· Create the following worksheet.
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· Hints:

· Insert the symbol ® by typing “(r)”, after Team in cell A1
· Use AutoComplete to accept West in cells B5, B6, and B8
· Use AutoComplete to accept North in cell B7
· AutoFit the column width of cells A1 through C8.

· Hints:

· Select cells A1 – C8
· Click Format on the Home Tab, Cells Group

· Under Format, click AutoFit Column Width
· Add your first and last name to cell A10 and add “#01-02” to cell A11.
· Save as My Documents\CTech\Excel\01-02.

· Print and close the worksheet.
[image: image4.jpg]© o N o0 s w N

Team ®

Employee Last Name Location Benefits

|abbot
Blalock
calhoun
Davis
|Hogan
Mikelson

A

West
North
West
West
North
West

No
No
Yes
Yes
Yes
No





Exercise 03 {10 points}
· Create the following worksheet.
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· Hints:

· Type “January” in cell A2
· Position the mouse on the A2 fill handle

· Select the fill handle, hold the left mouse button

· Drag left until you see “June” in cell F2
· Type “2009” in cell A3 and “2010” in cell B3

· Select cells A3 and B3

· Position the mouse on the B3 fill handle

· Select the fill handle, hold the left mouse button

· Drag left until you see “2014” in cell F3

· Change the Cell Style to Title for cell A1.

· Add your first and last name to cell A5 and add “#01-03” to cell A6.
· Save as My Documents\CTech\Excel\01-03.

· Print and close the worksheet.
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Exercise 04 {10 points}
· Open HandInOut\C-Nielsen\Hand-Out\CTech\Excel\01-Customer.
· Hints:
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Press Ctrl + O

· On the left side Click the Computer name #401s-404-XX
· Click on the HandInOut Folder
· Click on the MS_Albion
· Click on the C-Nielsen Folder
· Click on the Hand-Out folder
· Click on the CTech Folder
· Click on the Excel Folder

· Click on the File “01-Customer”

· Click OK

· Save as My Documents\ CTech\Excel\01-04.

· Change the Cell Style to Heading 1 for cells A1 through D1.

· Bold all cells B3 through B10.

· Italicize all of Column A.

· AutoFit the column width of cells A1 through D10.

· Hints:

· Select cells A1 – D10

· Click Format on the Home Tab, Cells Group

· Under Format, click AutoFit Column Width

· Add your first and last name to cell A12 and add “01- 04” to cell A13.
· Save again, print, and close the worksheet.

Exercise 05 {10 points}
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Open HandInOut\C-Nielsen\Hand-Out\CTech\Excel\01-Expense.

· Save as My Documents\ CTech\Excel\01- 05.

· Change the Cell Style to Total for cells A1 through D1.

· Bold cells B2 through D8.
· Italicize all of column A.

· AutoFit the column width of cells A1 through D8.

· Add your first and last name to cell A10 and add “#01-05” to cell A11.
· Save again, print, and close the worksheet.

**Put all printouts in order and turn into basket**
