Excelltr
- ACTIVE l. i

: 1' Qg{: r;;?s:gt?'lat L ' 'ﬁ‘he following activity provides additional informatio

1 muitiple page i 13 states and iltustrates how spreadsheets can be adjusted to fit o

! datacanprinton .-  designated number of pages. This activity expands on the ORIGINAL 123 STATES
ohe page. spreadsheset created in Activity 22, :
. 2= Remove '

4 comments from

] cells.

Open the ﬁle ORIGINAL 13 STATES prewously created in wtg 2
¥ Uniess otherwise stated, the font shouid be 10 point Ariaf

- ﬂ%‘l ?'% ; } 2. Change the Activity # in the left section of the head :r to Activity 36 and the
"’ ¥ &

. activity name in the center section of the header to ORIGINAL 13 STATES 2.
M a 3. Type the data in columns E, F, and G as shown.

k 4 4, Use AutoFit to adjust the width of columns E and F.

8. Format the width of column G to 18.0 and center align.

8. Format celis G4 — G16 as dates showing mm/dd/yyyy. Example: “12/25/2011.”

7. Bold and center align cells £3 - G3.

8. Insert a column between column B, ABBREVIATION, and column C, LICENSE
PLATE SLOGAN. Then move the DATE OF STATEHGOD column to the newly
created column. The DATE OF STATEHCOD should now be in column C.

9. Select cells A3 ~G3 and format the shading color to fight blue.
B 16. Select cells A4~ A16 and remove the Comments.
' Ti. Carefully proofread your work for accuracy.
12. Save the spreadsheet as ORIGINAL 13 STATES 2.
73, Analyze the changes made to the data in the spreadsheat.

14. Set the Print Area to include all cells containing data in the spreadsheet.

» 15. Print Preview and adjust the Page Setup so that the spreadsheet fits on one
page. Adjust the scaling to 65% of normal size. Set the Page Orientation to
Landscape.
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. New Skills Reinforced:
In this dctivity, you will practice how to:

1. adjust page scaling so that multiple page
; data can print on one page.
i

H

ACTIVITY 36: CAREERS

Activity Overview:

Choosing a career is one of life’s biggest decisions. With so many career choices to pick from, most students
find it difficult to decide what they want to be when they grow up. Many students start their search with an
interest inventory. An interest inventory asks questions that help organize a person’s likes and dislikes regarding
work and tasks. 1t also helps match a person's personality to different types of professions. Once a student narrows
down the careers that seem to fit their characteristics, they can then begin researching those careers further and
decide what might interest them. A Web site like skilichart.com is a great place to find out what skills a career

requires.
The following activity illustrates how spreadsheets can be used to list the top 10 careers by personality traits.

1. Create a NEW spreadsheet.
Note: Unless otherwise stated, the font should be set to Arial, the font size to 10 point.
Type the data as shown,
- Bold cell A1 and change the font size to 16 point.
Bold row 3.
Use AutoFill to complete the sequence of numbered items in column A.
Change the column widths as follows:
a. ColumnAto80

b. ColumnBto22.0 & ColumnEto26.0
Column C to 38.0 f. ColumnFto 28.0

AN I

C.
d. ColumnDto30.0 9 ColumnGto26.0
7. Change the shading to 25% gray for cells A3 -~ A13,C3 - C13,E3-E13,and G3 - G13.
8. Insert a header that shows:

a. Left Section Activity 36-Student Name
b. Center Section CAREERS
¢. Right Section Current Date

9. Insert a footer that shows:
a. Center Section PAGE number
10. Carefully proofread your work for accuracy.
11. Save the spreadsheet as CAREERS.
12. Analyze the changes made to the data in the spreadsheet.
13. Set the Print Area to include all cells containing data in the spreadsheet.
m 14. Print Preview and adjust the Page Setup so that the spreadsheet fits on one page. Adjust the
scaling to 65% of normal size. Set the page orientation to landscape.
15. Print a copy of the spreadsheet if required by your instructor.
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ACTIVITY 36

AT B

1 {Top 10 Careersby Porsonality 1~ . o= s m

2
_3 |Trait> __iLike to Keep Learning _Want fo miake 4 iot of money Disiike work place amaaaa |
41 1'Software | Developer ____linvestment Banker |Computer Programmer ‘
51 2iPhysic Financial Analyst Arist

6 Diplomat ____Management Consultant ‘Writer

7 . JJoumalist ConstuctionManager ___ Actor .

8 | _|Architect _Banker na,s_a@mﬁw._@_._.._@. |
8 :Benefits Administrator | |Service Sales Representative (potentially) Coach
0] 7 IPhysician T “'Siockbroker ‘Philosopher
111 Computer Programmer _ {Court Reporter Zoologist

12 o _jTeacher iGarpenter >:Eﬂouo_om_m”

13 Writer ‘Marketing Executive |Child Care Worker

E

A - ——— e —— e — e ———— — - -

N e ———— e " LT LL P O - e ———

3 |Have e Type-A Personalities _?ﬁmﬂ Unpredictat _,rc<m Working with People

4 jAttomey cama:%.;@ﬂﬁmwﬁmﬁ ... deact e R

5 {Investment Banker ___ |FBIAgent Ic-:m: Resources e_m:mmm_.
6_|Management Consultani _IPolice Officer Guidance Counselor

7Pt T iRestauranteur Career Counselor

8 |Military Olficer """ [Firefighter Psychologist " ”

9 |Architect ~ ~  Musician Social Worker

Baseball Player ~ Advertising Executive . ._.iChild Care Worker
oo oo Pololoum Engineor "~ [Physical Therapist
stronaut_—__ 'Promoter " T
13 | Stockbroker [Agent _{Hotel Manager

Source: http//wwwskillchart.com/careers/top.htm
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numbers

| 2. Change a cell'sfill

color.

1 Format cells
“'to negative

tempting to jump right into the action, but because of the risk involved, an

= investor really needs to do the homework. With sound decisions based on

knowledge and research, an investor’s chance of success in the stock market is
greatly increased.

The following activity illustrates how spreadsheets can be used to determine
an investor’s gains or losses from the purchase and sale of stocks.

%
*
2.
3.
4.
5.
8.

[vewskut] b 7.

1;2-

4 1% — #22 on bacy ———>

Createa NEW' spreadsheet.

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

Type the data as shown.

Format the width of columns A and C to 26.0 and left align. ;

Format the width of column B to 8.0 and left align.
Format the width of columns D —J to 12.0 and right align.

Format cells cells D4 — D18 as numbers displaying 0 decimal places with a
comma separator.

Format cells E4 — 120 as numbers displaying 2 decimal places with a comma
separator. Set the negative numbers to red and to display parentheses.

Format cells 14 — 18 as percentages displaying 2 decimal places.
Bold rows 1, 2, and 20.

Underline row 2.

Compute the formulas for the first stock as follows:

a. PURCHASE VALUE=NUMBER OF SHARES*PURCHASE PRICE —> In cell F4, type
=D4*E4

%, SELLING VALUE=NUMBER OF SHARES*SELLING PRICE —> In cell H4, type
=D4*G4

€. $ GAIN/LOSS=SELLING VALUE-PURCHASE VALUE —> In cell |4, type =H4-F4
. % GAIN/LOSS=$ GAIN/LOSS / PURCHASE VALUE —> In cefl 14, type 14/F4

Use the AutoFill feature to copy the formulas down for the remaining stocks.

B g k.s are. the basu: umts of ownersblp m publiciy traded campamas Gettmg
Jstarted ininvesting i stocks requires alot of research.and 2 fundamental
knowledge of how the stock market works. T e nternet offers awealth of i -
information about lnvesnng, and: Iocal community schools frequently offer -

inexpensive or free stock market investing courses and workshops. it's

Byrel 1]
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13. Position the cursor in celt F20 and use the AutoSum button on the standard
toolbar to sum cells F4 — F18. Repeat this procedure in cell H2D to sum cells
Hé4 — H18 and in.cell 120 to sum cells 14 — 118,

{uewskiL] B 44, Change the fill color for cells F1— F20 and H1 - H20 ta yellow.
5. Change the fill wo*.oq for cells 11 — 120 and J1 - J20 to light green.
16. Inserta header that shows:
a. Left Section Activity 37-Student Name
b. Center Section  STOCKS

¢. RightSection = Current Date o
97. Insert a footer that shows:
a. Center Section PAGE number
18. Carefully proofread your work for accuracy.
19. Save the spreadsheet as STOCKS. =
28. Analyze the changes made to the data in the spreadsheet, m
21i. Setthe Print Area to include all cells containing data in the spreadsheet. m
: =
22, Print Preview and adjust the Page Setup so that the spreadsheet fits on one >
page. Set the page orientation to Landscape.
i~ A B_ C D E 3 G H ] J
i e JICKER L T T INUMBER OF |PURCHASE _|PURCHASE |SELLING SELLING™ |5 L%
AICOMPANY T SYMBOL [INDUSTRY _ _  [SHARES _ [PRICE _ " "|VALUE _ [PRICE__[VALUE GAINILOSS ~ [GAINA.OSS
.;m. . R T —— = v T et e - — e ———— i e e e e e o e o e i = 4 s e e & e |
IO Company "IN~ [Diversiied Campany_ | " _i7s0 " T Eig0| B 1 = T I
5 JAmerican Express AXP Financial Services 12000 5280 0 44.09 i
6 |AT&T, tnc. oo \T_____ [Telecommunications Services | 1800 . 5 1 i el 1 1 B
LIABoeing __  IBA " [Aerospace/Defense : 3200( _ - 3827 8342 T R
.8 [Caterpillar inc. _~ " " TICAT " |Machinery T 1500 2152 " 7884 . ]
| b JCoce-Cola KO " " Beverage T 1425 57.96 603 00| I
10|Disney (Walt) " " IDIET T T [Enterdainment 1550 13.54 6.1 ; o
L1 GoneralElectric _ 1GE ac,_.__am.mam_ Company 1675 2142 17.19
| 17 |Howlett-Packard ~ HPG uters/Peripherals 400 1647 41.62
idiHomeDepot "~ " TlHD .I|._w3m__| BuldingSupply | 1750 69.85 30.91
14 linternationa)l Business _sno_._mnm IBM__ _  |Cumputers/Paripherals . 800 .13 134.89
| 15 {Keaft Foods ___|KFT Food Processing 1820 26.38 31.45
18 |McDanald's Carp MCD Restaurant 3005 15.22 72.72 ]
17 IMicrosoft Corp. MSFT___ [Computer Software/Services ..-do25]  eoqef 25.07
18 |Wal-Mart Stores B WMT Relail Store 1800] " TaaTelT T jo__s4% [T
18 .
oA T S




OME ' INSERT- . PAGELAYOUT  FORMULAS DATA = REVIEW  VIEW

B UEr g FRE B S

l4l;?@7tﬂ

regmmended anbChart Line Column Win/  Slicer Timeline Hyperlink Text Header WordArt Signature Object Equattan Symbol
Charts L A * Loss Box B8tFooter ~ Line~
T Sparkiines . Filters Lirvies ) Text Symbaois

Instructions

1. Using Microsoft Excel 2013, create a new Blank workbook.
2. Save the file as 5.6 Flash Cards in your My Exce Projects foider.
3. Key the data as shown in 5.6 Source Doc. A.

From the INSERT tab, Symbals group, do the following:

. Insert the Multiplication sign in cell B3, then copy and paste itin : Q

't .cells B4 through B12 Symbol
. ‘ - - E . e — i = b. Insert the Equal sign in cell D3, then hit Enter. Then copy and pasté the ¢ equal sign ing
Tl LT [s s el e A ”.? cells D4 through D12
I ElE[EL[ LT[0 N
R il ] t: 4 g t: 0 :1 f : [ : iE- c. Insert the Less-Than sign in cell B15, then copy and paste it in cells B16 through B1S
K i [ 1 )

d. Insert the Greater-Than sign in cell B22, then copy and paste it in cells B23 through B2

5., Make the following formatting changes:

. Change the font size of row 1to 24

a

b. Merge and center cells Al through E1

Change the font size of rows 3 through 26 to 20
Change the width of columns A through E to 15
Center aligh cells A3 through E26

Apply All Borders to cells A3 through E12

Apply All Borders to cells A15 through C19
Apply Alt Borders to cells A22 through €26

i. Change the name of Sheet 1 1o [3 Facts]

tnsert a new Sheet
. Move the new Sheet to the end
I, Change the name of Sheet 2 to [4 Facts]
m. Copy the data from the [3 Facts] Sheet
Gl Using the Keep Source Colurn Widths ontion in the Paste drop-down menu, paste ¥
the data into the [4 Facts] Shest

o. Now, key the data in 5.6 Source Doc. 8 to replace the data in the [4 Facts] Sheet
Proofread your work for accuracy and format, then resave the file.

Fm o~ O o0

Select all cells containing data in each worksheet and Print Preview your worksheets.

Your worksheats $hould look similar to 5.6 Source Docs. Cand D.

:
z

© ® N oo

%
8

g
&

Print the entire workbook if required.
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5.6 Source Doc. A | .
- g | 5.6 Source Doc, Bw__]
A | B c | o E i .
1 !Math Facts - 3's i A | 8 [ ¢ | o | E
2 i i 1 {Math Facis - 4's f ;
3 3 1 ; 3 2 ! ; !
4 3 2 | & 3 4 | 1 : 4
5 3 | 3 ' g 4 4 : 2! ; 8
6 3 ‘ 4 12 5 4 5 3 i 12
7 3 5 15 ) 4 ! 4 i 16
8 3 6 18 7 4 E 5| ! 20
9 3 7 ! 71 3 4 6; 24
10 3 ; 8 ; 34 g 4 7 28
.11 3 9 t 27 10 4 8 32
12 3 10 30 11 4 ! Qi 36
13 12 4/ i 10; 40
14 13 E
15 3. 6 14 :
16 24, 27! ! 15 4 : 8
i7 15, 18! ; 6] = 28 j 32, i
18 12, 15! ' 17 i6. 20
19 6! 9 18 12: 16
20 1% 8 | 12
21 20 i
P2 30 27 21
23 2 18 22 32 281 ]
24 6 3 23} 26! 15! | i
25 18| 15 24 8| : 3 5
] 24! 21 .; 3 16, | i2i
26! 5] | EP i

S ----——":E : '
" 5.6 Source Doc. C E‘IMP\& c* ‘F‘mi&M "56'&\-'{‘»@’“ Pae. a I

Math Facts - 3's

: 3 X 1 - 3 [
| 3 X 2 = 6 | > ’ > :
] 3 x 3 = 9 2 > i;
3 % 4 = 12 152’ z 15
3 X 6 = 18
3 X 7 = 21
3 X .
3 X 9 = 27
3 21 > i
X 10 = 30 6 > 3
18 > =
24 > .




2 Usethe
‘AutoFormat
feature.

Instructions

*
2.
3.

4,
5.
6.

7.

[newskaui] ) 10,

b n.
i
12,

headings.

_ must determme how lnvenlary should be mérked up bv dollars and: pereentsu
This activity expands on The Gap® spreadsheet created in Actiwty 7.

1. Open the file THE GAP prev'ioﬁslv created in Activity 7.
Unless otherwise stated, the font should be 10 point Arlal.
Delete row 1 containing the Activity # and Student Name.
Type the additional column headings as shown for columns G and H. Bold these

Center align columns G and H,

Type the additional data shown in cefls A17 and A30.

Compute the formulas for the first item as follows;

#. 5 MARKUP=SELLING PRICE-UNIT COST > in cell G8, type =FB-E8

b. % MARKUP=S MARKUP/UNIT COST => In cell H8, type =G8/E8

Copy and paste these formulas for the remaining men’s and women’s wear

iterns.

Format cells E8 — G29 as currency displaying 2 decima! places and the $ symbol.
Format cells H8 - H29 as percentages displaying 2 decimal places_.

In cells B17 and B30, use the COUNT functidn to determine the number of
itemns for men'’s wear and for women's wear. Enter the following formulas:

a. In cell B17, type =COUNT{BS: BIG)
b. In cell B30, type =COUNﬂB:I.9:BZB)

Select celfs A1 — H30 and set the AutoFormat feature to “List 2.”

NOTE: if “List 2” is not an option, select an alternate AutoFormat style to apply
to the above cells.

Insert a header that shows:

a. Left Section
b. Center Section

e Right Section

Activity 38-Student Name
THE GAP 2
Current Date




T T

13, “Insert & footer that shows:
. Center Section
: . 14, . Dlsplay formulas m vour spreadsheet bvy using <CTRL> + to check for accuracy.

R T ) Careful!y pmﬁfread vour work for accuracy
" 18, ‘Save the spreadsheet as THEGAP 2

PAGE number

‘17, Analyze the changes made to the data in the spreadsheet,

i BES) gt

18. Set the Print Area to include all cels containing data in the spreadsheet.

S

19. Print Preview and adjust the Page Setup so that the spreadsheet fitsonane-

page. Set the Page Orientation to Landscape.

‘ ‘30. Print a copy of the Spreadsheet if required by your instructor.

A C - D = F -G H
1 ITHE GAP | : -
2 |Markup Schedule Decamber 2010/ i
3 | . - - i |
4 : [ E ki
£ T ITEM o . UNIT | SELLING § % i
6 |  NUMBER [ITEM STYLE 1 cosT PRICE MARKUP |MARKUF |
7 | i I — : 1
8 |Men's wear i 718503 Denim Jackst Well-worn 3000 79.50 i !
9 | 772336 Ciassic Khaki Straight Fit 2250 49.50 i
10 : 737510 Boot Fi Jeans Vintage Wash 32.0C 64.50 i
1] ! 763710 | |Waffle Knit T- Camo i 1500 24.50
12 ) : 768E99 City Cysle Graphic T 14.00 24.50
13 : . 750454 Cardigan - Hoodad 16.00 49.90
4 750202 Rughy Polo Striped 18.00 32.99 H
15 i 530875 Cargo Shotts Camo ] 2.00 17.99 ;
16 ! 783492 iLeather Belt Distréssed Bucile “13.00 39.50 !
17 |Total ftems P ‘
18 . . i | . . S
10 |Women's wear | 770646 Leather Jacket Funnel Neck 88.090 298.00
20 . 768458  ;Denim Jacket Elbow Pad 28.00 .68.50
21 770835 ‘Puffer Vest 30.00 58,50 !
22 768454 |Legging Jeans |True Black Wash 32.00 89.50 | !
23 . 770608  |Mini Skirt ] _._Plaid 21.50 4450 | !
24 748450 |Sweater Hoodie | 22.00 4499 |
25 772218 |Shoulder Link Tark 14.00 2050 |
26 700847  Zipper T ‘ 17.00 450
27 771899 iDouble Layer T 12.20 2450 .
28 776518 'Leather Tassel Tote . 43.50 08.00
29 778546 ! Skinny Beit Pyramid Studded 13.00 2350 |
30 | Total kems ! ‘ '
Source: http//www.gap.com =
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