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Label each of the elements of the Excel
worksheet window shown in Figure 3-25. ~
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FIGURE3-25

Match each of the statements to the
command or button it describes.

8 Adds a new row or column a. Format Cells

b. Edit Delete

c. Insert
Row/Column

d..

e..

f.1II

16 Cell 04 contains the formula =A4+B4+C4. If you copy this

formula to cell OS,what will the formula be in cell OS?

a. =$A$4+$B$4+$C$4

b. =A4+B4+C4-04

c. =05-04

d. =A5+B5+C5

9 Erases the contents of a cell

10 Ouplicates the contents of a cell

II Changes the point size of
selected cells APPLICA.,IOIISREVIEW

14 When you copy data using the Copy button, Excel puts the
selected data on the

a. Border

b. Menu

c. Clipboard

d. Range

15 Acell address that changes when copied into a new location is

calleda(n)

a. Absolute reference

b. Relative reference

c. Mixed reference

d. Combined reference

I Adjust column widths.

a. Open a new workbook.

b. Enter the information from Table 3-5 in your \\llrk.,ht"'t'L

c. Adjust all columns widths using the AutoFit feJ[ul'\'

d. Save this workbook as CHAIRS.XLSto the MY- FII.F~

directory on your Student Oisk.

12 Pastes the contents of the

Clipboard in the current cell

13 Changes the format to Currency

Select the best answer from the 'list of choices.
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TABLE 3-5

Country Oak Chairs. Inc.

Quarterly Sales Sheet

Description Price Sold TOTALS

Rocker 1299 II ().4

Recliner 800 1805

Bar stool 159 1098

Dinette 369 1254
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2 Fonnat cell data with new fonts and point sizes.

a. Select the range of cells containing the column titles.

b. Change the font of the column titles to Times New Roman.

c. Increase the point size of the column titles to 14 point.

d. Resize columns as necessary.

e. Select the range of values in the Price column.

f. Click the Currency button.

g. Save your workbook changes.

3 Copy and move fonnulas.

a. Enter the fonnula B4*C4 in cell D4. Adjust the number

formatting, as needed.

b. Copy the fonnula in cell D4 to cells D5, D6, D7, and D8.

c. Adjust column widths as necessary.

d. Save your workbook changes.

4 Fonnat cell data with attributes and alignment.

a. Select the worksheet title Country Oak Chairs, Inc.

b. Click the Bold button to apply boldface to the title.

c. Select the label Quarterly Sales Sheet.

d. Click the Underline button to apply underlining to the label.

e. Select the range of cells containing the column titles.

£. Click the Align Center button to center the column titles.

g. Resize the column widths as necessary to fit the data.

h. Save your changes, then preview, and print the workbook.

5 Insert a row:

a. Insert a new row between rows 4 and 5.

b. Add Country Oak Chairs' newest product-a Shaker bench

in the newly inserted row. Enter 239 for the price and 360
for the number sold.

c. Use the fill handle to copy the fonnula in cell D4 to D5.

d. Save your changes, then preview and print the workbook.

6 Fonnat values.

a. Open a new workbook.

b. Enter the infonnation from Table 3-6 in your worksheet.

Type "National Public Radio" contributions in cell AI, then

type the values in the range AZ..C7.

c. Use the Currency fonnat to fonnat the numbers in the

Pledged column.

e. Use the Percent fonnat with no decimal places for the
numbers in the % Received column.

f. Change the width of the City column to 14 characters.

g. Make the worksheet title bold.

h. Save your workbook as NPRXLS to the ~lY_FILESdirectory

on your Student Disk, then preview and print it.
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7 Open an existing workbook.

a. Open the file UNIT_3-3.XLS from your Student Disk.

b. Saveit as RECAP.XLSto the MY_FILESdirectory on your
Student Disk.

c. Use the Bold button and Center button to fonnat the

column heads and row titles.

d. Increasethe point sizeof the column headings in rO\\'; [II

12point.

e. Save your changes.

8 Copy fonnulas with absolute references.

a. Type "5.7%" in cell H3, then fonnat this cell as a pcrll: 't.;e

with one decimal place.

b. Enter the fonnula F4*$H$3 in cell G4.

c. Copy the fonnula in cell G4 to G5..G9 using am I:,( .: .:

d. Saveyour changes, then previewand print the \\, ,r.'.. .

e. Close the workbook then exit Excel.

IIiDEPEIIDEII,.
CHALLENGE I
Write Brothers is a Houston-based company that manuf.tl:..""

high-quality pens and markers. Asthe finance manager. , '!I';

your responsibilities is to analyze the monthly reports fn '111. .r

five district sales offices. Your boss,]oanne Parker, has Ill~t ';': . 'LI

to prepare a quarterly sales report for an upcoming medII 1" ' . Lt'

several top executives will be attending this meeting,jo:ulIit.

reminds you that the report must look professional. In paI1llldr.

she asks you to emphasize the company's surge in prohL' dllf'I:':

the last month and to highlight the fact that the Northe:L'lt-mI b-

trict continues to outpace the other districts.

TABLE 3.6

National PublicRadiocontributions

City Pledged % Received

Honolulu 63000 .75

New York 42000 .63

San Francisco 45750 .54

Boston 52950 .52

Seattle 60000 .81



ICA\..t:.. ~ UNIl 3 ,

Planandbuildaworksheetthatshowsthecompany'ssalesduring
thelastthreemonths.Makesureyouinclude:.Thenumberofpenssold(unitssold)andtheassociated

revenues(totalsales)foreachof thefivedistrictsales
offices.ThefiveWriteBrotherssalesdistrictsinclude:

Northeastem,Midwestem,Southeastem,Southem,and
Westem..Calculationsthatshowmonth-by-monthtotalsanda
three-monthcumulativetotal..Calculationsthatshoweachdistrict'sshareofsales

(percentofunitssold)..Formattingenhancementstoemphasizetherecentmonth's
salessurgeandtheNortheastdistrict'ssalesleadership.

Tocompletethisindependentchallenge:

I Prepareaworksheetplanthatstatesyourgoal,liststhework-
sheetdatayou'll need,andidentifiestheformulasfor the
differentcakulations.

2 Sketchasampleworksheeton apieceofpaper,indicatinghow
theinformationshouldbeorganizedandformatted.Howwill
youcalculatethetotals?Whatformulascanyoucopytosave
timeandkeystrokes?Doanyof theseformulasneedtousean
absolutereference?Howwill youshowdollaramounts?What
informationshouldbeshownin bold?Doyouneedtouse

morethanonefont?Morethanonepointsize?

3 Buildtheworksheetwithyourownsalesdata.Enterthetitles
andlabelsfirst,thenenterthenumbersandformulas.Save

theworkbookasWRITEJCLSto theMY_FILESdirectoryon
yourStudentDisk.

4 Makeenhancementstotheworksheet.Adjustthecolumn
widthsasnecessary.Formatlabelsandvalues,andchange
attributesandalignment.

5 Addacolumnthatcalculatesa 10%increasein sales.Usean

absolutecellreferencein thiscalculation.

6 Beforeprinting,previewthefilesoyouknowwhatthework-

sheetwill looklike.Adjustanyitemsasneeded,andprint a
copy.Saveyourworkbeforeclosingthefile.

7 Submityourworksheetplan,preliminarysketches,andthe
final printout.

. ih- A WORKSHEET

.IIDEPEIIDEII,.
CHALLENGE2
Asthenewcomputerlabmanagerofyourclass,youareresponsi-
blefor all thecomputerequipmentusedin yourclassroom.In
additiontoknowingthecurrenthardwareandsoftwarecapabili-
tiesandapproximatecapitalcosts,youmustalsobeconcemed

with thenumberofhourstheequipmentisused,whetheryou
wouldlike tomakeanyupgradesprior to thene11semester,and
thoseapproximatecosts.Planandbuild aworkbookthatdetails
thehardwareandsoftwareusedin yourclassroom.Makesureyou
include:.Thenumberofunitsandnumberofhoursused.Calculationsthatshowtheapproximatevalueofhardware

byunit andwithin theroom.Theinstalledsoftwareanditstotalcalculatedvalue.A"wishlist" ofhardwareandsoftwareupgradesandtheir
respectivecosts.Formattingenhancementsthatemphasizetheitemsor
highestpriority

Tocompletethisindependentchallenge:

I Prepareaworksheetplan thatstatesyourgoal,liststhework-
sheetdatayou'll need,andidentifiestheformulasfor thedif-
ferentcalculations.

2 Sketchasampleworksheeton apieceofpaper,indicatinghow
theinformationshouldbeformatted.Whatcalculationsare

required?Cananyof theformulasbecopied?Doanyof the
fonnulasrequireanabsolutereference?Howwill youmake
thenumberseasyto read?Whatinformationshouldbeshown
in bold?Doyouneedtousemorethanonefont?Morethan
onepointsize?

3 Buildtheworksheetwith thedatayouhavegathered.Estimate

thecostsofhardwareandsoftwareif youareunsure.Enterthe
titlesandlabelsfirst,thenenterthenumbersandformulas.
SavetheworkbookasLABCOSTS.xLSto theMY_FILESdirec-

toryonyourStudentDisk.

4 Makeenhancementsto theworksheet.Formatlabelsandval-

ues,andchangeattributesandalignment.

5 Beforeprinting,previewthefile soyouknowwhatthework-
sheetwill looklike.Adjustanyitemsasneeded,andprint a
copy.Saveyourworkbeforeclosingthefile.

6 Submityourworksheetplan,preliminarysketches,andthe
final printout.


