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Expense Pie Chart

Document Startup: Create a New blank Microsoft Excel workbook.

Setup

File Name: Save the workbook as Activity 18.

Font and Size: Calibri, 11 pt. {(unless othérwise noted}

Header: Your Name - Activity # - Activity Title

Orientation: Landscape

Column Width: Resize columns to fit cell centents (uniess otherwise noted).

instructions

1.

2.

3.
4.
5.
6.
7.
8.
°.
10.
11.
12,

13.

Select the following cells, format as currency with no decimal places, and use the $ symbol:
a. B6through C28

b. E6through E28

€. G6through G28

. 16 through 128

e. K6 through K28

Select the following cells and format as Percentage with no decimal places:

a. D6 through D27

b. F6through F27

¢. H6 through H27

d. J6 through J27

e. Lo through L27

Format the width of column A te 32 and the width of columns B through L to 12.

Key the data as shown in Data Worksheet 18,1,

Change the year in cell A3 to be current.

Select cell A1 and format to 22 pt.

Select cells A2 and A3 and format to 20 pt.

Select cells Al through L1 and merge and center align the text.

Select cells A2 through (.2 and merge and center align the text,

Select cells A3 through L3 and merge and center align the text.

Select cells B5 through L5 and center align the text.

To caiculate the % change from January to February for the first expense, subtract January from
February and then divide the difference by January. Enter the following formula in cell D6;
=(C6-B6)/B6

Select cell B6 and use the Auto Fill feature to fill the formula for the remaining expenses in cells
B7 through B27



14.

15.

6.

17,
18,

16,

20,
2%
22,
23.
2@,

25,

Expense Pie Ghart

To calculate the % change for the remaining months (March — June}, key the following formulas into the cells

indicated:

a. Cell F6: =(E6-C6)/C6

2. Cell He: ={GEG-E6)/E6

c. Cell J6: =(16-G6)/G6

. Cell L6: =(K6-16)/16

Select the following cells and use the Auto Fill feature to fill the formula for the remaining expenses into the

cells indicated:

&, F6 (F7 through F27)

©. H6 [H7 through H27)

€. J6 (17 through J27)

d. L6 (L7 through L27)

To calculate the total expenses for the month of January, enter the following formula in cell B28

=SUM{B6 B27}

Select cell B28 and copy the formula to cells €28, E28, G28, 128, and K28

Select cells A20 through B22 and create a pie chart that shows the breakdown of the three types of Repair

Expenses for January Format the chart as follows:

2. Location: Place the chart on the same sheet as your data and position it so that it does not cover any data.

b. Chart Title Title the chart Repair Expenses - January, center aligned above the chart, 18 pt

¢ Axis Titles: Do not show axis titles

d. Legend. Place the legend to the right of the chart.

e. Data Labels: Show data labels as Percentage.

f. Format the color of each pie piece as follows: Repair Expense - Dining (red), Repair Expense - EQuipment
(yellow), and Repair Expense - Rides {blue).

Select cells BS through C5, E5, GS, 15, K5, B23 through €23, E23, 623, 123, and K23 and create a pie chart that

shows each month’s Salary Expense. Format the chart as follows:

a. Location: Place the chart on the same sheet as your data and position it so that it does not cover any data.

. Chart Title: Title the chart Salary Expenses January - June, center aligned above the chart, 18 pt

€. Axis Titles: Do not show axts tities.

g. Legend: Place the legend to the night of the chart

@, Data labels: Show data labels as Percentage

Carefully proofread your work for accuracy Use Ctrl + * to display and check formulas

Set the Print Area to incfude all cells containing data in the spreadsheet

Center the spreadsheet horizontally and vertically on the page.

Print Preview and adjust the Page Setup so that the spreadsheet fits on one page

Resave the file,

Print a copy of the spreadsheet if required by your instructor.

Excellent Rdventures
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