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File→ open→ select the samples.xls → open
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Click new tool from the standard tool bar
[image: image3.png]Open the Samples.xIs workbook that is in the My Documents folder.




File → save as → select Microsoft excel 5.0/95 work book from save as type → click save 
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Help → Microsoft excel help → type advanced filters → click search 

[image: image5.png]Create a new, blank workbook.




Tool → options → select General tab → in user name type Carla Banks
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Select B5 cell → type 521→ click any other cell 
[image: image7.png]Save this workbook {which is currently a Microsoft Excel 2000 file) in a format suitable for
users with a previous version of Excel.

Note: Do not change the file location.





Click on the gray area of the row 4
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Click on the undo tool from the standard tool bar
[image: image9.png]rosoft Excel Help to access information on advanced filters.





Double click on the gray area between Row 2 and Row 3 
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Select cell B2 → type Cost→ press Enter  
[image: image11.png]Change the user name for this application to Carla Banks.




Click copy from the standard tool bar → select the Marketing worksheet → click paste from the standard tool bar
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Select the cell B3 →press the delete key from the keyboard
[image: image13.png]Enter the value 521 in cell BS.

Click any other cell when you have finished.




Edit → select replace → type Jane Harris in the find what → type Tom Snow in replace with → click replace all 
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Click the sort descending tool from the standard tool bar
[image: image15.png]Click on the location that selects all of the cells in row 4.





Right click on the sales worksheet → select insert → ok
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Right click on the Annuals worksheet → select move or copy → select Contracts from to book → select move to end from before sheet → ok       
[image: image17.png]'You wish to reverse the last change you have made to this worksheet.

Choose the appropriate command to do th
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[image: image19.png]Automatically adjust the height of Row 2 to fit its tallest contents.




= B5-B11
· A#NAME? Error message 
[image: image20.png]Ed Microsoft Excel [=[ofx]





· =B3*$C$1

· =sum(B2:B4)+$B$8

[image: image21.png]Change the contents of cell B2 to the word Cost.

Press Enter when you have finished.




Type = min (F5:F7) → press Enter 
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=sum(B3:B9)

[image: image23.png]Copy the selected range and paste it into cell A1 in the worksheet entitled Marketing in this
workbook.




· =IF (B3>300, 10%, 0%)

[image: image24.png]3 Microsoft Excel





Click on increase decimal tool from the formatting tool bar  
[image: image25.png]Clear the contents of cell B3 without deleting the cell.




Format → select cells → select currency from the category → select £ English (United Kingdom) → ok
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Click on the bold tool from the formatting tool bar
[image: image27.png]Use the Replace tool to replace all occurrences of the name Jane Harris with Tim Snow.




Click the format painter tool from the standard tool bar → click on cell D3  
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Format → select cells → select Alignment tab → in the orientation area move the red point up to the first point
[image: image29.png]Automatically sort this list so that the highest mark displays at the top of the list.




Select the range → insert → select chart → select pie in the chart type → click finish 
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Click copy from standard tool bar → select the Conference workbook → click paste from the standard tool bar              

[image: image31.png]Insert a new worksheet into this workbook.




Click on the arrow in the chart type tool in the chart tool bar → select bar chart 
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File → select page setup → select margins tab → type 2 in top box → ok 
[image: image33.png]Move the entire Annuals worksheet into the Contracts workhook, so that i
other worksheet,





File → select page setup→ delete number 4 and type 3→ ok
[image: image34.png]Which one of the following formulas
would be appropriate to calculate the
monthly surplus for September in this

worksheet?
O =BS+B11
O =SUM(B5:DS)-SUM(B11:D11)

e

e

=B5.811

=AVERAGE(B5:D5)-AVERAGE(B11:D11)

A B [ C D
1 My Budget
2 Sep Oct Nov
| 3 | Allowance 80 80 80
4 |Part time work 240 250 270
5 |Total income 320 330 350
B
7 |Clathes 40 B5 25
8 |Books 115 35 15
9 |Travel 40 50 55
10 |Entertainment 100 180 195
11 [Total expenditure 295 330 290
12
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[image: image35.png]Ifthe Enter key was pressed to accept the formula in cell B9, which of the
following would be the result:

ET VASIMUM (2. 68)
O A#REF! error message A
e
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O o3 ! day
2 ioftiay 7
3 [Tuesday 48
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View → select Header and Footer → click custom Header → click in the center section→ click on            → ok → ok 
[image: image36.png]Which formula entered into C3 would calculate the Total Cost of Barrels for
the Oil Deco company and if copied down would automatically calculate
the Total Cost for all the other customers.

O =B¥Cc1

B c
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e
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e
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File → select page setup → select sheet tab → check the gridlines in the print section 
[image: image37.png]Which formula entered into BS will calculate the total cost of a Colonial style
chair (including delivery) and if copied to C5 will perform a similar calculation

for the Metro style chair?

O SUM(SBS2:$BS4)+B8

O =suM(B2B4)+$BSB

O =SUM(B2:BS)+$BSS

O =SUM(C2:C4)+5CS8

E3 Microsoft Excel - Fumiture Prices.xls -0l
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2 [Chair 13800 15600 12500
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File → select print → ok 
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File→ save as →change the name Expense Claim into Accounts→ok  
[image: image39.png]Type a function into cell F8 that will calculate the smallest value in the highlighted range.

Press the Enter key when you have finished.




Click on the gray area of the column c

[image: image40.png]Which formula entered into B10 would
find the total amount of rainfall that fell in

the seven days?
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Right click on the gray area → select delete 
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Select cell B3→ press delete from the keyboard  
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Right click on the sheet2 tab → select rename → type Costs  
[image: image43.png]Change the display of the numbers i
decimal place.

the selected range from no decimal places to one




Type = B4*C4 → press Enter
[image: image44.png]e o 0 b e e T D

[=[ofx
RETE

DEREgRY s BBS o - [@= £ 45 080 -0

| et -n-|B2zu EH O %, 98 -0 -A-
F5 UM(B5:ES)
A B [ ¢ [ D E F T 6 [
1 |Profit Projection
2 |Northwest Retail Outlets
3
4 Quarter 1 Quarter 2 Quarter 3 Quarter4 _Yearly Estimate
5 |Income 450000 635000 480,000 580,000 2145000
6 |Costs 195000 320000 250,000 300,000 1065000
7_|Profit 255000 315000 230,000 280,000 1080000}
8
9
10
"
12
13
14
(15 |
16
17
€T ¥ TN Sheet1 (Shestz £ Sheets Ll e
Ready |1 | R





· A Circular Reference error message 

· =sum(B3:B5)

[image: image45.png]Apply the Pound £) currency symbol to the selected numbers.




· =sum(B2:D2)+$B$6

  The first      [image: image159.png]If the Enter key was pressed to accept the formula in cell E8,
what would appear in the cell?
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[image: image47.png]Format the contents of the selected cell bold.
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       put it on 110 
[image: image49.png]Copy all of the formatting from cell B3 and automatically apply it to cell D3.




The second            put it on Apr
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The second            put it on pares
[image: image51.png]Change the orientation of the text in the selected cells to vertical 90 degrees).




File → print → in print what section → select Selection  
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Type =sum (f5:f7) →press enter from the keyboard
[image: image53.png]Select the range of cells A2 to B6.
Launch the Chart Wizard, and choose a Pie Chart.
Click Finish to submit your answer.




· =count (B4:D10)

· =if (D7>10000, 7%, 0%)
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Click the comma style from the formatting tool bar 

[image: image55.png]



Click the arrow in the borders tool from formatting tool bar → select out side borders 
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      Click the arrow in the chart tool bar → select the chart area → click on the format 
Chart area tool → select the yellow color → ok 
[image: image57.png]Change this column chart to a Bar Chart.
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View → Header and footer → click on the custom footer → type Confidential 
[image: image59.png]Increase the measurement of the top page margin from 1 to 2 centimetres.




[image: image60.png]Ed Microsoft Excel - Quarter1.xls (O[]
|E)Fle ot view Insert Format Tods Dsts Window Help BETE
DeRGRY s o-~ &= stk @B -0
[t <0 -8z U H S %, 98 -0 -A-.

Al = Inv No

AT B = T o [ E [ F [ G | H I T I T =

[ 4> Tpi}\sheet1

Readly

Sheet2 /{ Shests

ik}

=
|l S





File→ print → ok
[image: image61.png]Adjust the page setup so that the entire contents of this worksheet wil
pages tall.

fiton 1 page wide by 3




Select cell A4 and drag to cell C6
[image: image62.png]E3 Microsoft Excel - Beverages.xls [=[Ofx]
| &) Fie Edt Gew st Formst Tods Dts Window Help ETEY)|
DSEERY s2BI o-~ @z a8l @B~ -0
[ e -n-|B2zu H S %, 98 -0 -A-.
Al _,

A B | © O [ E [ F [ & [ H [ 1 [ 4 | K [ L—
s
is
3
21
3
F
4[> Tl sheet1 {Shest2 { Sheets [l |

Ready

UM |

[





· pens
· =D12-D8

· =sum(D10:D11)-sum(D4:D7)
[image: image63.png]Insert the file name field into the centre section of the header for this worksheet.




Click on the cut tool from the standard tool bar → select the Qtr3 sheet → select cell A1→ click on the paste tool from the standard tool bar 
[image: image64.png]



Edit → find → type Kim Brown → click on the find next button 
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Right click on the Trees worksheet tab → select move or copy → check the create a copy → from the to book drop down list select the Contracts workbook → select (move to end) → ok
[image: image66.png]Change the settings for this worksheet so that the gridlines will print.




Format → cells → Alignment → from the drop down list of the Horizontal → select center Across Selection   
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· =sum(D3:D5)-D6
· =max(B3:B9)
[image: image68.png]Print the selected chart.




Type = max (F5:F7) → press enter from the keyboard
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· #VALUE!
[image: image70.png]Save a copy of this workbook with the new name Accounts.

Note: Do not change the file location.




Click on the percent style tool from the formatting tool bar
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Press Delete from the keyboard
[image: image72.png]Click on the location that selects all of the cells in column C.




File → select print preview
[image: image73.png]3 Microsoft Excel
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File → select print → in the number of copies use the arrow to make it 3 → ok 
[image: image74.png]Delete row 5 from this worksheet.




From the zoom tool in the standard toolbar use the drop down list and select 75%
[image: image75.png]3 Microsoft Excel [=[ofx]
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Select row 5 from the gray area → Insert Rows 
[image: image76.png]Clear the contents of cell B3 without deleting the actual cell.




Format → column → Auto fit selection   
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· Week 7
· =B6 – B11

[image: image78.png]Change the name of the worksheet from Sheet? to Costs.




Right click on the trees worksheet → select move or copy → select Contracts workbook → ok 
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· $c$1
[image: image80.png]Enter a formula in cell D4 that would calculate the Pre-tax Salary for Cathy Miller.

Press the Enter key when you have finished.




· =average(B3:B9)
[image: image81.png]If the Enter key was pressed to accept the formula in cell E9, which of the

following would be the result:
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Format → cells → select date → select 04-Mar-02 → ok 

[image: image82.png]If row 4 is deleted, which formula

will then be in cell B6? 3 picrosoft Excel - Student BUMGELHE
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Format → cells → select Alignment tab → check the wrap text → ok 

[image: image83.png]Which formula entered into E2 would calculate the total cost (including
delivery) of a Barbados garden suite and, if copied down, would
automatically calculate the total cost for the other two garden suites.
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Click the center tool from the formatting toolbar
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File → page setup → select landscape → ok 

[image: image85.png]Type a formula into cell G8 whit
highlighted range.

h uses an appropriate function to calculate the total of the




File → save as → in the save as type → from the drop down list → choose text (Tab delimited) → save 
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Select the cell B2 → window → select freeze pane 

[image: image87.png]Which formula would
display 7% in cell D8 if the
customers order value is
over 10,000 and would
display 0% if not.
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Select the column B → insert → columns  
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[image: image89.png]Change the formatting for the selected cells so they display with commas separating the
thousands (e.g. 10,000).




Type = B4-C4
[image: image90.png][E]le Ede yiew Insert Format Took Data Window Help =181 x|
DEE8R¥ kB8 I o [z AalE[@Ew 0
o <08 zu BOx%, da4] -0-A

B E =[218 Font Color (Red)|
A B[ c D E e T

1 |[EXPENSES

2

3 | Insurance| 275
4 Rent} 834
5

6 470)
7 3a0)
8 289)
) 2261
10

17

4 [ TpI\Sheet1 ( Sheatz / shesta 4K |
Ready | I o i





File → close 
[image: image91.png]Add a border around the selected range.

Note: Do not change the default line style.
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[image: image93.png]Change the white background colour of the chart to yellow!] .
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[image: image95.png]Add a page footer with the text Confidential that will pri
this worksheet.

atthe bottom left of all the pages in



[image: image96.png]Drag each X to a cell in this worksheet
that contains an error.
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[image: image100.png]Print this worksheet.

Note:

a simulation - you do not need to have a printer attached to your computer.
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[image: image102.png]Use click-and-drag to select the range A:Cb
If necessary you can try again by repeating the click and drag action.



[image: image103.png]Dragging the fill handle up
to cell B3 will ill B3 with:

O Envelopes

O Pens
O Paper
O stamps

E3 Microsoft Excel - Book1 [-[OIx]

lo Edt vew Dnset Fomat Took L8]]
DEHSRY[saad(n 2
wid 0 =B 7 U B 2
B5

A B[ |
; =
2 Pencils
3 Stamps
4 Paper
5 [Pens -
B Envelopes

N ———




[image: image104.png]rosoft Excel - Expenses.xls O] x]
[B) e et vew oser romat Tk Dats wiow b _lsix]

DERGRY s mBS | o-- (@ 4 8% @Hw -0
[l “u-B 2z U =0T % , %%

Al _vlj =] Expenses
A B c

9
10
11
12
13
14
[15 ]
16
17

CRIDCIN PV CeEy G
Ready I




[image: image105.png]Cut the selected range and paste i
workbook.

into cell A1 on the worksheet entitled QOtr 3 in this
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[image: image107.png]Use the Find tool to find the name Kim Brown in this worksheet.



[image: image108.png](&) Fle Edt wiew Insert Fomat Tools Data Window Help

=l81x]

DEHSRY|(spBaI (- 8= 44832 @H 0w B

sl <n-|B2u EH O %, 98 _-0-A-.
=
A B cC | D E F G H 1 3
N Planting Schedule
2 1 Tulips | Dahlias | Daffodils
3 | January i [ i
4 |February 0 [ 0
5 |March 0 &0 0
B A 0 30 0
7 |May 0 i 0
8 |June [ 0 [
9 uly 400 0 30
10 |August 200 0 &0
11 |September 600 0 40
12 |October 400 0 100
13 |November i 0 i
14 |December 0 0 0
15|
16|
W4 [P TPIN Trees ) annuals 1l D
Ready I v ]

e | . =




[image: image109.png]Copy the entire Trees worksheet from this workbook into the Contracts workhook, so that it
displays after Sheet1.



[image: image110.png]Which TWO of the following would calculate

the amount left to spend for March?
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[image: image111.png]If the formula in B7 is copled to cell D7, which formula will display in

the formula bar when D7 is selected?
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[image: image113.png]Type a formula into cell F8 using the appropriate function to calculate the greatest value in
the highlighted range.

Press the Enter key when you have finished.



[image: image114.png]Which formula entered into B10 would find the heaviest rainfall in the
seven days?
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[image: image116.png]Apply the Percentage style to the selected cells.



[image: image117.png]B3 Microsoft Excel - Seasons.xls [=[ofx]

=

e Edt vew Insert Fomet Took Chart Window Help JRETEY

DeagRy sBad o (=~ 8% @H 0w 0.
[aia “n-|BZU BF %, 83 _-2-A-.

Chart Area

A

Temperature Stati
Degrees Centigrade

[ Spring
Madrid 25

1
2

3

[4]

5 |Paris 20

6 |London "

7 |New York 2

8 [Berlin 8

9

10

il Madrid Paris London New  Berlin

12
— York

14
15
16
17
18
[« 7> THi1\Spring { Sheeti (2) / Shestz  Shest3 Tl [
Ready I ] o




[image: image118.png]Delete the selected chart from this worksheet.
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[image: image120.png]Preview the worksheet to see how it will look when printed.
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[image: image122.png]Print3 copies of this worksheet.
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[image: image124.png]View the above worksheet at 75% of its full size.
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[image: image126.png]Insert a blank row above row 5.
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[image: image131.png]Move the entire Trees worksheet from this workbook into the Contracts workhook, so that it is
the first worksheet in the workbook.
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[image: image135.png]Change the formatting for the selected column so the dates
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[image: image137.png]Change the formatting so the selected text automatically wraps onto a second line within
the cell.
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[image: image139.png]Center align the text in the selected cells horizontally.
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[image: image141.png]Change the page orientation so that this worksheet will print on a page that is wider than it
tall.




[image: image142.png]ds [=[ofx]

3 Microsoft Excel Budget

| B Fie | et view Insert Format Tools Dts Window Help JRETE|
DERGRY s RS o-~ (&= & 4% @S -7,
[l B o%, 858 -5 A
= 5

A E [ F [ 6 [ H [ 1=
1
2 baniune Julyec
3 [ Stationery 2,300 2,700
4 |Hardware 45,000 12,000
5 | Software 12,000 8,000
B | Cleaning 5600 5600
7 |Telephone 1,900 1,900
8 |Internet 2,000 2,000
El Total 68,800 32,200
10
"
12
13
14
15
16
17 ~
41> [pih\Sheet: { sheetz { Sheets Tl ol

Ready | T | o v o e




[image: image143.png]Save this workbook as a text file.

Note: Do not change the file name or location.
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[image: image145.png]Freeze both the column A and row 1 titles in this worksheet.
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calculate the Net Sales for January in

this worksheet?
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[image: image148.png]Enter a formula in cell D4 using cell references that would calculate the Take home pay for
Cathy Miller.

Press the Enter key when you have finished.
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[image: image150.png]Close this workhook without closing the application.
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[image: image152.png]Display the Drawing toolbar in the Microsoft Excel application window.
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[image: image154.png]Insert a new column between columns A and B in this worksheet.
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[image: image156.png]Change the alignment of the selected title Projected Earnings, so that it is centred horizontally
over columns B, C and D.
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[image: image158.png]Print just the range A2:E11 selected in this worksheet.
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