Excel Test Review
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Part 1

1) Open HandInOut\C-Nielsen\Hand-Out\CTech\Excel\Order.
2) Save as My Documents\CTech\Excel\Review 1.
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Name Goal Final Over/under  %of Goal

Allen 121 132

Brad 189 201

craig 150 236

David 178 187

Edgar 142 173

Frank 200 183

Greg 133 251




3) Change the row height to 80 for Row 1.

4) Change the row height to 40 for Rows 2 through 9.
5) Bold all of Rows 1 and 2.

6) Center all of Row 2

7) Merge & Center cells A1 through E1.

8) Add the following text in all UPPERCASE letters to cell A1.
a) ORDER COMPARISON REPORT

9) Add your first and last name as the 2nd line of cell A1. (Hint: Ctrl + Opt + Return)
10) Change the Cell Style to Heading 1 for cell A1.

11) Change the format to Accounting Number Format for cells B3 through D9.
12) Decrease the decimals to 0 (zero) for cells B3 through D9,
13) Automatically adjust the width of all columns.

14) In cell D3 insert a formula that calculates Final minus Goal.

a) Hint: =C3-B3
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Auto fill the formula in cell D3 to cells D4 through D9.
16) In cell E3 insert a formula that calculates Final divided by Goal.

17) Autofill the formula in cell E3 to cells E4 through E9.
18) Change the number format to Percent for cells E3 through E9.
19) Increase the decimals to 2 (two) for cells E3 through E9.

20) Add a Border to the cells A1 through E9.
21) Change the font for the entire worksheet to 16-point font of your choice.
22) Automatically adjust the width of all columns.

23) Change the orientation to landscape.
24) Change the margins to “Narrow”.
25) Center the worksheet horizontally and vertically on the printed page.
26) Save again.

27) Check the spreadsheet with answers in Print Preview. (Make sure it’s on 1 page)
28) Print.
29) Press Ctrl + ~.

30) Check the spreadsheet with formulas in Print Preview. (Make sure it’s on 1 page)
31) Print.

32) Close the worksheet.

Part 2
1) Open HandInOut\C-Nielsen\Hand-Out\CTech\Excel\Harvest.
2) Save as My Documents\CTech\Excel\Review 2.

3) Add your first and last name to cell A3.

4) Spellcheck the spreadsheet to correct the mistakes.

5) Find the occurrence of “Type” and replace with “Category”.

6) Sort the spreadsheet by Category (A to Z) (Hint: Select A6 through C12)

7) Change the margins to “Wide”.

8) Check the spreadsheet in Print Preview. (Make sure it’s on 1page)
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9) Create a pie chart for the data in cells A6 to B12.
10) Move the chart location to a new sheet.

11) Move the legend to the left of the chart.

12) Change the font of the legend to 18-point font of your choice.

13) Show the outside end data labels for all segments.

14) Change the font of the data labels to 14-point matching font.

15) Add a Chart Title above chart with “Your First and Last Name Products”.

16) Change the font of the chart title to 32-point matching font.

17) Save again.

18) Check the chart in Print Preview. (Make sure it’s on 1 page).
19) Print chart and sheet.
20) Close the work sheet.
Part 3
1) Put your printouts in order. (There should be 4)
2) Imagine attaching the test to the back of your printouts.
3) Put your printouts in the basket.
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