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E{ Verizon Wireless®

1. Use'the absolute |

..

rizon Wireless® operates the nation’s fargest and most reliable wireless .
. ¥voice and 3G network. Headguartered in Basking Ridge, N1, Verizon ; : -
- Wireless® is a joint venture of Verizon Communications® and Vodafone®, A -
“leader in-wireless voice.and dataservices, the company built the nation’s first
wide-area wireless broadband network; delivered the nation’s firstwireless
consumer 3G multimedia service, and faunched the most comprehensive -
mobile music service in the world. As of October 2010, they service 99.7 -

~ " cell referenceina
formula.
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The following activity illustrates how spreadsheets can be used to calculate
percentage of sales for each Smartphone purchased with a two-year contract

; million customers and have 79,000 employees.
i as it relates to the total sales for the week,
!

o

aarr #" % Unless otherwise sti:ted, the font should be 10 point Arial,
2. Type the data as shown. .3ei—gim—mvrgtr AN e

3. Bold cell A2 and change the font size to 16 point.
4. Bold and underline rows 12 and 35.

5. Bold cell E11.

6. Format the width of column A to 35.0 and left align. ,
7. Format the width of columns B — D to 15.0 and right align.

8. Format cglls B14 - D35 as numbers displaying 2 decimal places with a comma
separator,

Format the width of column E to 15.0 and right align.

Format cells E14 ~E35 as percentages displaying 2 decimal places,
Compute the total for column B, SALES-> In cell B35, type =SUM(B14:833}
Compute the formulas for the first Smartphone as foliows:

8. TAX=8.625%*SALES-> In cell C14, type =8.625%*B14

b. TOTAL=SALES+TAX-> In cell D14, type =B14+C14

€. % OF SALES=SALES/TOTAL SALES-> In cell E14, type =B14/$B$35

Note: The dollar signs in the % OF SALES Jformula generates the absolute cell
reference.,

" 13, Use the AutoFill feature to copy the formulas down for the remaining
; Smartphones.

14- Enter formulas to total columns C—E.

18. Cavehuy Proof et work for accursey
e Lorveet a Qlasmanr ¢ CAp; fodi 2a-N ov—
7. CTRL +S +5 Stlg el
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INPUT DATA

. e A B D E
1_]ActivityZ}: Student Name
2 |VERIZON WIRELESS® [
3 |HOLLYWOOD AT VINE :: ! ,
411503 Vine Street ' I
5 |Hollywood, CA 90028 !
8 E 5 E
7 | ! !
8 |Smartphione Salgs with Two-Year Agreements ( | !
9 |December 13-18, 2610 , 1 ! Il
10 ! ‘ ;
" E [ % OF
12 |SMARTPHONE [SALES '3 ITOTAL [SALES
13 -i I
14 |Droid X by Motorola 3729.52 | I
15 |Blackberry® Bold™ 8650 2718.36 | |
16 | Droid Incredible by HTC 1893.18 | ! ‘
17 {HTC Ozone™ 2129.67 ! .|
18 |Paim® Pixi” Plus 12818.04 ;
19 |Blackberry® Curve™ 8630 (3391.12 ‘
20 |Blackbern® Curve™ 3G 9330 1926.53
21 |Palm® Pre™ Pius 986.33
22 |Blackberry® Tour™ 9630 1897.12 ;‘
23 [HTC Imagio™ 1349.55 !
24 |Samsung Omnia® Il 772.02
LG Alty” 11429.86
Motorola Devour ~ with Motobiur 1383.12 i
Droid by Motorola (preowned) 346.18 ;
LG Fathom 532.25 ;
HTC Ozone with TALKS™ 989.99 :
Blackberry® Storm2™ 9550 11723.82 !
Biackberry® Bold™ 9650 without camera 1220.18
32 {Droid 2 by Motorola ’ -11009.18
3 |Samsung Fascinate™ a Galaxy™ 1879.45

35|TOTALS
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ACTIVITY

1. Format font

T

FE, riraking it five tﬁnsecuﬁve years that niusu: sales had exceeded $1 bmion o
1 Dtgttai music accounted for forty percent of the 2009 music purchases
— - There’s a lot of competition among the online music stores, and Napster,

Zune Marketplace, Amazon MP3, Nokia Music Store, Tune Tribe, and the
other online music stores have very steep competition from iTunes. Apple 3
first quarter 2010 report showed that iTunes had cornered 70% of the digital
download market, leaving its many competitors behind in thedigital dust.

The following activity illustrates how spreadsheets can be used to list
2009 and 2008 alburn sales by genre in the United States and calculate the
percentage of change in sales.

i Instructions

1. Guatoaiimepeisect, £ B EM Cheial,
%‘ RY  evmwemvemsinl) o necs otherwise stated, the font should be 10 point Arial.
- 2. Type the data as shown.

3. Bold cell A2 and change the font size to 14 paoint.

4. Bold and underline row 4.

5. Boid row 18.

6. Format the width of column A to 30.0 and left align.

7. Format the width of columns B and C to 15.0 and right align.

8. Format the width of column D to 15.0 and center align.

9, Format cells BS — C18 as currency displaying 0 decimal places and the $ symbol.

10. Format cells D5 — D16 as percentages displaying 1 decimal place.
1. Compute the formula for the first genre as follows:

a. PERCENTAGE OF CHANGE=2009 SALES-2008 SALES/2008 SALES —> In cefl D5,
type =(B5-C5)/C5

Use the AutoFill feature to copy the formula down for the remaining genres.
Change the font color of cells D5 — D16 to red.
Enter formulas to calculate the TOTAL for colurnns B and C.

Carefully proofread your work for accuracy.

Display formulas in your spreadsheet by using <CTRL> + * to check for accuracy.
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Music Sales in U.S.
ok . | 90N o
P et 111 :
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™ ’ \ A \ s
INPUT DATA
o A B ¢ D
1. [Activityi#2 Student Name ';
2 |U.S. ALBUM SALES BY GENRE ,'
3
4 {GENRE 2009 SALES 12008 SALES % OF CHANGE
5 |Alternative 68,195,0000 80,919,000
6 Christian!GospéI 27,822,000 29,793,000
7 |Classical 12,140,000 13,323,000
8 |Country 46,130,000 47,657,000
9 lJazz 11,779,000 11,791,000
10 [Latin 16,496,000; - 25,125,000
11 |Metal 38,734,000 50,476,000
12 {New Age 2,354,000 2,943,000
13 |[R&B 69,889,000 77,014,000:
14 |Rap 26,441,000 33,410,000/
15 |Rock 124,164,000 _ 139,666,000
18 |Soundtrack 18,980,000, 20,847,000
17 :
18 ITOTAL "




onto tﬁeur posmon as one afthe tap 10 chocolates in the United-

' " States, Many online wholesalers market all of these candy bars in bulk, making
‘ s [ -] s the cost per unit lower and the savings “oh so sweet” to their customers.
L e———— The following actmtv flustrates how spreadsheets can be used to list the top

10 bestselling chocolate bars and the average sayings for purchasing through
various online distributors.

L T A i b e i e L o BT i A i

1. Createa NEW sbreadsﬁeet.
* Unless otherwise stated, the font should be 10 point Arial.
2. Type the data as shown.

3. Bold cell Al and change the font size to 18 point.

4. Format the width of column A to 10.0.

5. Center align cells A5 — Al4.

6. Format the width of column B to 25.0 and centér align.

7. Format the width of columns C— G to 22.0 and center align.

8. Center align, bold, and underline row 4.

9. Format cells C5 ~ E14 as currency displaying 2 decimal places and the $ symbol.

10. Use the AutoFill feature to complete the numbering sequence in column A to
RANK the candy bars.

11. Compute the formulas for the first candy bar as follows (assume the average
discount is 15%):

8. WHOLESALE DISCOUNT=36 COUNT PRICE*15% —In cell D5, type =C5*15%

b. WHOLESALE PRICE=36 COUNT PRICE-WHOLESALE DISCOUNT ->in ceil E5, type
=C5-D5

12. Use the AutoFill feature to copy the formulas down for the remaining candy
bars. r

13~ IS antheback with datatable.




TS EUBDUUUUIUUUUUUUUUUUUULLULELL W VGLULN VR VIRV ULLEBR I

: 3
8 v m =
- =
B (=
A ..kwl T R C D = E F G :
» 1_JTOP 10 Q.zg m>mm . = ;
M ﬁ S " el e = - g -
M _w»%. CANDY BAR NAME 36 COUNT PRICE \WHOLETALE DISEOUNT |WHOLESALE PRICE _ |DATE INTRODUCED |GALORIE COUNT ﬂ
PSR Snickers o Bess| T 1930 280 .
8 2 xommmw Peanut Butter Cups® 7718 T 260 v
7 Kit Kat® 3379 L T O Tessl T T T T a10
8| m:nma:nmﬂ@ 3150 - = T19230 T o7
9] Miky way® 3228 - 1923] 260
10 3 Musketeers” o ~28g2 A R 1932 260
1" __/Baby M:E@ 3115 \ o) IS e e e v e =
12 |M&Ms B 32.75 o N T T T 240
13 Oh Henry® - 33 T 1921 260
14 Hershey Bar® 2988 T B 1900 270}
E V 3. Insert a column between column B, CANDY BAR NAME, and column C, 36
COUNT PRICE. Then, move the CALORIE COUNT column to the newly created i
column and change the column width to 18.0. The CALORSE COUNT data should .m.
now be in column C,
4. Insert a header that shows:
@. Left Section Activity 33-Student Name
b. Center Section TOP 10 CANDY BARS
Source: www.squidoo.com €. Right Section Current Date
= 5. Insert a footer that shows: {
mfmm_ & Center Section PAGE Number



i 1. Insért a page
breakin a
spreadsheet.
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financial data’ 50 that thé financial reports are accurate,

The following actwnty illustrates how spreadsheets can be used to recor
the expenses of a smalt company, Mike’s Bike Rentals, so that the owner can '

analyze the expenses of the last six months of 2010 compared to the same.
period in 2009, and perhaps devise some ways to cut operating costs.

10.
1.
12.

13.

[ewsiau] p 1a.

15.
16.

Unless otherwise stated, the font shouid be 10 pointAnaI

Type the data as shown. To save time, copy and paste the data in cells A1 - A23
to cells A28 — AS0.

Enter your name as the accountant in cells B7 and B34,

Format the width of column A to 22.0 and left align.

Format the width of columns B~ H to 14.0 and right align.

Bold cells DS and D32.

Bold rows 1,5, 7, 23, 28, 32, 34, and 50.

Bold and underline rows 11 and 38.

Format cells 813 — H23 and B40 — H50 as numbers displaying O decimal places
with a comma separator.

in cells H13 and H40, enter SUM formulas to compute the total for each
expense item.

Use the AutoFill feature to copy the formulas in cells H13 and H40 down to
compute the totals of the other expenses.

In cells H23 and M50, use the AutoSum feature to compute the total expenses
for the six month period. -

Bold column H.

At cell A28, insert a Page Break. This will force each expense report to print on
a separate page.

Display formulas in your spreadsheet by using <CTRL> + * to check for accuracy.

Carefully proofread your work for accuracy.
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INPUT DATA
A B I C I I3 E F ™ H
1_IMIKE'S BIKE RENTALS | [Acivily 34 Sludent Name
2 |200 Thames Strest { i 1 i
3 _{Newport, Rl 02840 ] i
4' H ; -
5 IEXPENSE REPORT " 2010
5 ! | {
7 JACCOUNTANT: Student Name | j |
8 i {
) i :
0 !
| 11 {EXPENSE CATEGORY  JULY AUGUST . |SEPTEMBER |OCTOBER _ |NOVEMBER |DECEMBER |TOTALS
13 [Pawoll . ! 3257 3102 3108| 2832 2732 LTS
14 |Payroll Taxes ! 825 758, 752 600 508, 545
15 |Advertising (yefiow pages) | 125 125, 26, 125 125 28|
16 jRent ; 1000/ 1000 100G 1000] 1000 1000
17 | Suppiies i 325! 175 [T} 142} 275 138,
18 [insurance ! 825! 825 825 BZ5! 825! 8251
15 |Alarm System | 150; 150 158! 156 150 1501
26 IElectricity K 77| 74 86 71! 75 35,
21 |Telephone i 61 58/ 45 57! 63| 70
22 ' [ i : | i '
23 |TOTAL ! ] i
!‘4 T H _i
25 ! i
26 ; .
27 ] :
28 JMIKE'S BIKE RENTALS Activity 34 Studeni Name ;
29 1200 Thames Slreet :
30 |Newport, RI 02840 ]
31
32 |EXPENSE REFORT ! 2000 i ]
33 ]
34 JACCOUNTANT: | Stucent Name |
35 ' ; ]
) | | |
374 ; : i
g: EXPENSE CATEGORY | JULY AUGUST — SEPTEMBER |OCTOBER |NOVEMBER |DECEMBER TOTALS
i I ; !
40 ] 3247 3230 3200/ 2627 2845 3024
41 |Payroll Taxes 830] 802 785 645 584 750!
42 [Adverti llow pagas) 115, 115 115] 115 115! 115
43 |Rent i 800; 900; 800 908 900 200
44 |Supplies i 210 175 432 315 207 1]
45 |Insurance ; 780, 760 760 760 760 760
Lﬁ.t&lgﬂn System 125 125 198] 128 125 125
| 47 [Electricity 65/ 54 7] 80 75 65
48 |Telophone E41 49 77 112 [T 81]
| 48 | :
50 | TOTAL T . I Y N
] #




B In this activity, you will practice how to:
1. insert a page break in a spreadsheet.

ACTIVITY 34: EXPENSE REPORT 8

Activity Overview:

Many companies send their employees on business trips. Companies will reimburse their staff for expenses
incurred in the performance of their job. Travel and other personal expenses can be reimbursed only by
submitting a properly completed and approved expense report. This report must be accompanied by original
receipts and paid invoices. Travel claims usually are submitted within 30 working days following the completion
of each trip. Reports that are not properly completed will be returned to the claimant or the supervisor for

clarification.
The following activity illustrates how spreadsheets can be used to create employee expense reports. Please

note that when employees use their own cars to conduct on-the-job duties, they are usually reimbursed a certain
amount per each mile driven. In this example, the employee s reimbured 40.5 cents per mile.

1. Create a NEW spreadsheet.
Note: Unless otherwise stated, the font should be set to Arial, the font size to 10 point.

2. Type the data as shown. To save time, copy and paste the data in cells A] A23
to cells A28 - A50.
Enter your name as the employee in cells B7 and B34,
Format the width of column A to 22.0 and left align.
Format the width of columns B - G to 710.0 and right align.
Bold rows 1,5, 7,23, 28,32, 34, and 50.
Boid and underline rows 11 and 38.
Compute the TOTAL for Car Miles in the first expense report as follows:
in cell G13, type =SUM(B13:F13)*0.405
9. Incells G14 - G21, enter SUM formulas to compute the totals for the remaining expenses.
10. Compute the TOTAL for Car Miles in the second expense report as follows:
In cell G40, type =SUM(B40:F40)*0.405
11. In cells G41 - G48, enter SUM formulas to compute the totals for the remaining expenses.
12. In cells G23 and G50, use the AutoSum feature to compute the total expense for each expense

PN oe W

report,
13. Bold column G.
m 14. At cell A28, insert a Page Break. This will force the two expense reports to print on separate
pages. '

13. Display formulas in your spreadsheet by using <CTRL> + " to check for accuracy.
I 16. Carefully proofread your work for accuracy.
17. Save the spreadsheet as EXPENSE REPORT. &2

@;ﬁ Microsoft Excel It!
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% 1, Delete Columns.

{ 2, Use <CTRL>4D to
duplicate data in
cells.

[rews

[newsine] b

primary charts are the Hot 100 {tap-100
albums). The Hot 100 is the music distry’s standard singles popularity chart,

,,,,,,,,,,

and the rankings aré-based on-both sales and radio piay. The Biflboard 200
ranks the 200 highest-sélling music albums and the rankings are based solely
on sales. The nurber one album on'the Billboard 200 in the November 13,
2010 issue of Billboard magazine was “Speak Now” by Taylor Swift.

The fotlowling activity ilustrates how spreadsheets can be used to make a list
of the current top selling albums by genre.

9‘
10.

1.

12,
13.
14.
15.
16.

Cfeéfe a NEW' gﬁreadsheet.

Unless otherwise stated, the font should be 10 point Arial.

Type the data as shown.
Delete the empty column D.
Format the width of column Ato 15.0 and left align.
Format the width of columns 8, C,and Dto 30.0 and left align.
Format column B as dates showing the day and month speiled out.
Example: “Monday, February 14, 2011”7
Select cells AG ~ B10 and duplicate the data by pressing <CTRL>+D, Repeat the
same procedure for cells A15 - B19, A24— B28, A33 - B37, and A42 — BAG.
Bold cell A1 and change the font size to 20 point.
Bold rows 5, 14, 23, 32, and 41.
insert a header that shows:
a, Left Section Activity 35-Siudent Name
b. Center Section TGP 5 ALBUMS BY GEMNRE
¢. Right Section Current Date
Insert a footer that shows:
a. Center Section  PAGE number
Carefully proofread your work for accuracy.
Save the spreadsheet as BILLBOARD.COM.
Analyze the changes made to the data in the spreadsheet.
Set the Print Area to include all cells containing data in the spreadsheet.
Print Preview and adjust the Page Setup so that the spreadsheet fits on one

page. Ask For help F neededl .
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Biliboard.com®

INPUT DATA
A B C | l E
1 |BILLBOARD.COM '
2 |Top 5 Albums by Genre - November 13, 2010
3
4 i
5 |GENRE |DATE ARTIST ALBUM
6 jAlternative 11/13/2010 Kings of Leon ‘Come Around Sundown
7 Mumford & Sons {Sigh No More
‘1 8 :Linkin Park |A Thousard Suns
g |Senses Fail IFire
10 ;Florence + The Machine {Lugngs
11 it
12 .
13 i ;
14 {GENRE 'ARTIST ; 'ALBUM
15 |Country 11/13/2010{ Taylor Swift | 'Speak Now
16 Sugarland ! .The Incredible Machine
17 ! Darius Rucker i !Charleston, SC 1966
18 | The Band Perry g ‘The Band Perry
19 Kenny Chesney ' iHemingway's Whiskey
20
21 [
22 |
23 |GENRE __|ARTIST ALBUM
24 |Rap 11/13/2010 /Lil Wayne | Am Not A Human Being
25 |Eminem Recovery
‘Waka Flocka Flame ] Ficckaveli
|Rick Ross ! Teflon Don
Dreke Thark Me Later
S2IGENRE |ARTIST , ALBUM =
33 |R&B/Hip-Hop 11/13/2010,Lil Wayne ) 1 Am Not A-Human Being
4. ‘Waka Flocka Flame | Flockaveii )
Rick Ross ! __Teflon Don
Drake | ' Thank Me Later
'Fantasia ;Back o Me
L
I
‘ ARTIST ALBUM
11/13/2010|Kings of Leon Come Around Sundown
Elton John/Leon Russell The Union
Mumford & Sons 1Sigh No More
Third Day IMove
Linkin Park (A Thousand Suns




