wﬁeﬁzon Wireless®

e

"cell referenceina
formula.

Verimn Wireless" operates the nation's largest and most reliable’ wireless :
voice and 3G network. ‘Headquartered in Basking Ridge, N.J., Verizon - ©
© Wireless® is a joint venture of Verizon Communications® and Vodafone®, A
leader i in'wireless vmce and data services, the: ‘company built the nation’s ﬁrst
wide-area wwei‘ess broadband network, delivered the nation’s first wireless
consumer 36 mulﬁmedna service, and launched the. most comprehens:ve
mobile music service in the world. As of October 2010, thev service 99.7 -
million customers and have 79,000 employees.

f“
|

The following activity illustrates how spreadsheets can be used to calculate
percentage of sales for each Smartphone purchased with a two-year contract
as it relates to the total saies for the week,

e J % Unless otherw:se stated, the fvnt should be 10 po.'nt Arial.
2. Type the data as shown. -
3. Bold cell A2 and change the font size to 16 point.
4. Bold and underline rows 12 and 35.
5. Boid cell E11.
6. Format the width of column A to 35.0 and ieft align.
7. Format the width of columns B — D to 15.0 and right align.

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

9. Format the width of column E to 15.0 and right align.
10. Format cells E14 — E35 as percentages displaying 2 decimal places.
11. Compute the total for column B, SALES-> In cell B35, type =SUM(B14:B33)
12. Compute the formulas for the first Smartphone as follows:;
&, 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 €14, type =B14/$B535

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

Use the AutofFill feature to copy the formulas down for the remaining
Smartphones.

M. Enter formulas to total columns € —E.
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INPUT DATA é
oy A B ¢ D E
1 Activityﬁ.‘Student Name '
2 |VERIZON WIRELESS®
3 |HOLLYWOOD AT VINE
4 11503 Vine Street
5 [Hollywood, CA 90028
6
7 _
8 [Smartphone Sales with Two-Year Agreements
9 |December 13-18, 2010
. ~|% OF
SMARTPHONE SALES |TAX TOTAL |SALES
Droid X by Motorola 372952
Biackberry® Bold™ 9650 2718.36
Droid Incredible by HTC 1893.18
HTC Ozone™ 212967
Palm® Pixi" Pius 2818.04
Blackberry® Curve™ 8630 3391.12
Blackberry® Curve™ 3G 9330 ) 1926.56
Palm® Pre™ Plus 986.33
Blackberry® Tour " 9630 1897.12
HTC Imagio™ 1349.55
Samsung Omnia® Il 772.02
LG Ally" - 1429.86
Motorola Devour ™ with Motoblur™ 1383.12
Drold by Motorola (preowned} 346.18
LG Fathom" 532.25
HTC Ozone with TALKS ™ 989.99
Blackberry® Storm2™ 9550 1723.82
Blackberry® Bold™ 9650 without camera 229.18
32 |Droid 2 by Motorola ; -[1009.18
.33 |Samsung Fascinate™ a Galaxy" 879.45
35 |TOTALS
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1 1. Farmat font
colors.
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{1 2008 and 2009, music sales in the United States excoeded 515 bilion

making it five consecutive years that music sales had exceeded $1 bmian =t
Digital music accounted for forty percent of the 2009 music purchases. ‘
There” s a lot of competition among the online music stores, and Napster

Zune Marketpiace, Amazon MP3, Nokia Music Store, Tune Tribe, and the

other online music stores have very steep competition from iTunes. Apple’s
first quarter 2010 report showed that iTunes had cornered 70% of the digftal
download market, leaving its many competitors behind in the: digital dust,

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

12,

[newsiwi] p 1.

14,
15.

— 15

Unless otherwise stated, the fant shou!d be 10 pomtAnal
Type the data as shown.

Bold cell A2 and change the font size to 14 point.

Bold and underline row 4.

Bold row 18.

Format the width of column A to 30.0 and left align.
Format the width of columns B and C to 15.0 and right align.

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

Format cells BS - C18 as currency displaying 0 decimal places and the $ symbo!.
Farmat cells D5 - D16 as percentages displaying 1 decimal place.

Compute the formula for the first genre as follows:

A, PERCENTAGE OF CHANGE=2009 SALES-2008 SALES/2008 SALES —> In cell 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 columns B and C.

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

plwaye e tﬁ %ﬂﬁ;&g
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Music Sales in U.S.

x.
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INPUT DATA

% A B c D
1 jActivity # Student Name '
2 1U.5. ALBUM SALES BY GENRE ]
3
4 |GENRE 2009 SALES 2008 SALES % OF CHANGE
5 |Alternative 68,195,000 80,919,000
6 _|Christian/Gospel 27,822,000) 29,793,000
7 _|Classical 12,140,000 13,323,000
8 |Country 46,130,000 47,657,000
9 |Jazz 11,779,000, 11,791,000
10 |Latin 16,496,000| - 25,125,000
11 {Metal 38,734,000 50,476,000
12 INew 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
16 [Soundtrack 18,980,000 20,847,000
17
18 |[TOTAL
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T comgianies regularly corhe up with different ways to promote their chocolates
N |nq " just 16 hold onto their position as one of the top 10 chacolates inthe United-
: ' -  -States. Mgnypnlme wholesalers market all of these candy bars in bulk, making
- SMO S the cost pér unit lower and the savings “oh 5o sweet” to their customers,

e SSssa The fOHOWing'aéfivi_t'y illustrates how spreadsheets can be used to list the top
10 bestselling chocolate bars and the average savings for purchasing through
various online distributors. '

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

3. Bold cell A1 and change the font size to 18 point.

4. Format the width of column A to 10.0,

5. Center align cells A5 — A14.

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

7. Format the width of columns C— G t0 22.0 and center align.

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

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

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

1. 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 -1In cell E5, type
=C5-D5

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

#]3- 115 onthebock with dafatable.
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JTOF T0.CANDY BARS : - - g
w. L f M ”a.»zx : “M%uwgﬂm\.ﬁ NAME 36 Oocz._. PRICE ;WHOLESALE DISCOUNT [WHOLESALE PRICE |DATE INTRODUGED CALORIE COUN w
‘ , 5] s ers . 32.95 1930 280 Py
i 2 eese’s Peanut Butter Cups 27.18 : 1923 26 2
7 kit Kat® 33.79 1935 21 :
8 _ mﬁié% 31.50 1923 NNN
9 Millky Way® 32.28 T 1923
10 3 Musksteers® 28.82 1932 =
11 Baby _wssa 31.15 1920 MNN
12 M&Ms 32.75 1941 240}
13 Oh Henry® = 33.22 1921 260)|
14 Hershey Bar 29.95 1800 mwm
[NEwskiL] B 13. Insert a column between column B, CANDY BAR NAME, and column €, 36
COUNT PRICE. Then, move the CALORIE COUNT column to the newly created
column and change the column width to 18.0. The CALORIE COUNT data should
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

15. Insert a footer that shows:
a. Center Section PAGE Number

s
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1 3. Insert a page
] breakin a

paniesgenerate Incame; expense, and other financial reports -
rmdrcally throughout the fiscal year, culminating in end-of-theyear = -

spreadsheet.
ﬁnancral statements that provide a. snapshot of the company’s financial
situation at that time. it{s important for companies to mamtaln correct
AR TR A finanicial data so that the financial reports are accurate. - A
The following actlwty illustrates how spreadsheets can be used to record :
the expenses of a small 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.
pE S el
Instructions
Do 4 1 IR Yool DT ewidi g
bV, ¥ . i
- # % Unless otherwise stated, the font shouid be 10 point Arial.
2. Type the data as shown. To save time, copy and paste the data in cells A1 - A23
to cells A28 — A50.
3. Enter your name as the accountant in cells B7 and B34,
4. Format the width of column A to 22.0 and left align,
5. Format the width of columns B H to 14.0 and right align.
6. Bold cells D5 and D32,
7. Bold rows 1,5, 7, 23, 28, 32, 34, and 50.
8. Bold and underline rows 11 and 38,
9. Format cells B13 - H23 and B40— H50 as numbers displaying 0 decimal places
with a comma separator.
10. In cells H13 and H40, enter SUM formulas to compute the total for each
expense item.
1. Use the AutoFill feature to copy the formulas in cells H13 and H40 down to
compute the totals of the other expenses.
12. In cells H23 and H50, use the AutoSum feature to compute the total expenses
for the six month period.
13. Bold column H.
} 14. Atcell A28, insert a Page Break. This will force each expense report to print on
a separate page.
15. Display formulas in your spreadsheet by using <CTRL> + * to check for accuracy.
16.

18.

Carefully proofread your work for accuracy. g

5. BERORTS

Analyze the changes made to the data in the spreadsheet. = 2% &@W "

Excellt! -
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- INPUT DATA
™) A B T ) E F 9 H
£ 1_|MIKE'S BIKE RENTALS Activity 34 Student Name
g 2 1200 Thames Strest
¥ 3 [Newport, RI 02840
w 4]
- 5 JEXPENSE REPORT 2010
o 8
. ] 7 |ACCOUNTANT: Student Name
8
» 0
w 10 -
o 11 [EXPENSE CATEGORY  [JULY AUGUST SEPTEMBER [OCTOBER INOVEMBER |DECEMBER |TOTALS
12
- 13 JPa R 3257 3102 3108 3832 273z 3570
Y |14 |Payroll Taxes 825 758 752 890 598 945
15 lAdvertising (ysfiow pages) 125 125 125], 125 125 125
) | 16 |Rent 1000 1000 1000 1000 1000 1000
ot 17 |Supplies 325 175 ) 142 275 135
18 |insurance 825 825 825 825 825 825
[ 19 |Alarm Sysiem 150 150 150 150 150 150
& 20 [Electricity 77 74 66 71 79 85
a | 21 JTelephone 61 59 45 57 63 70
22
23 [TOTAL
o
s 24
) 25
‘. 26
®
9 28 |MIKE'S BIKE RENTALS Activity 34 Sfudent Name
o 29 1200 Thames Sireet
3 30 [Newport, RI 02840
31
@ _3‘3,_ EXPENSE REFORT 2608
; 3
e gd ACCOUNTANT: Student Name
i 5
36
™ 37] - :
B 333 EXPENSE CATEGORY  |JULY AUGUST SEPTEMBER |[OCTOBER  |[NOVEMBER |DECEMBER |TOTALS
L [0 [Payroi 3247 EFED) 3200 36207 7645 3024
] 41 |Payrofl Taxes 830 802 785 645 584 750
» :g Pve low pages) 115 115 115 115 115 115
: 200 800 800 300 860 900
] 44 |Supplies 210 175 432 315 207 8
, 45 [insurance 760 760 760 760 760 760
8
| 46 125 125 125 725 125 125
2 4 85 50 71 30 75 65
# 54 49 77 112 88 61
[ ]
@
-
g




, E)tpf.pt - paeia New Skills Reinforced:
ACTIVITY 34: EXPENSE REPORT |

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

Activity'_ﬁ}vérview:

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 is 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 A1 - 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 10.0 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 G471 - 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

©® N osw

report.

13. Bold column G,

14. At ceil A28, insert a Page Break.This will force the two expense reports to print on separate
pages.

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

16. Carefully proofread your work for accu racy.

17, Save the spreadsheet as EXPENSE REPORT.

@ Microsoft Excel If!




A B C | D E F
1 |CASTLETON AGENCY Activity 34 Student Name
2 [1910 S Jamestown Avenue
3 |Tulsa, OK 74112 ]
4
5 |EXPENSE REPORT £ N
6
7 |EMPLOYEE NAME: Student Name
8 [ S—
9 —
10 o
11 |[EXPENSES 11/6/2006 |11/7/2006 |11/8/2006 |11/9/2006 i11/10/2008 TOTALS
12 . :
13 |Car Miles @ $0.405 212 54 A8 48 230
14 [Hotel 123.28 123.28 123.28 123.28 0.00
15 |Breakfast 0.00 11.86 13.82 11.28 17.36
16 {Lunch 22.32 18.98 65.21 75.32 26.11 o
17 IDinner 36.54 128.32 245.88 45.36 ~10.00
18 |Entertainment 69.36 123.25 48.35 156.78 0.00
19 |Dry Cleaning 0.00 24.00 0.00 18.00 000 [
20 |Printing 86.32 0.00 0.00 4825  [0.00
21 [Misc. 0.00 11.36_ 14.30 0.00 12.36 -
22
23 [TOTAL ) i
24
25
26 o
27
28 |[CASTLETON AGENCY TActivity 34 Student Name o
20 11910 S Jamestown Avenue|
30 {Tulsa, OK 74112 o .
31
32 |EXPENSE REPORT
33
34 [EMPLOYEE NAME: Stdent Name | 1
35 R T T ———
36
37 L B
38 |[EXPENSES 12/4/2006  |12/5/2006 |12/6/2006 [12/7/2006 |12/8/2006 | TOTALS |
39
40 [Car Miles @ $0.405 321 89 78 106 412
41 [Hotel 146.37 146.37 146.37 146.37 0.00 -
42 |Breakfast 0.00 15.36 18.54 12.36 65.35
43 |Lunch 42.36 28.36 125.32 2826  [15.23
44 |Dinner 65.32 254.36 22.36 225,36 0.00
45 |Entertainment 25.36 0.00 0.00 45,36 0.00
46 |Dry Cleaning 45,00 0.00 0.00 15,00 0.00
47 {Printing 0.00 0.00 0.00 128.04 0.00
48 [Misc. 10.00 0.00 12.89 0.00 6.36
49
50 {TOTAL o

D
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i 1. Delete Columns.
x, 2. Use <CTRL>+D to

duplicate data In
cells.

wu d A

Billboard.com®

United Sta ishest ifv-Billbodrd. agazing, Thetwo: "
e Ho 'jkihéléé)'fa'nd-the-Blllb'oard.‘zﬂof_ltop"ZOD'

albums). The Hot 100s thé music fndstry’s standard singles popularity chart,

and the rankings‘are baséd‘on both sales and radio play. The Billboard 200

ranks the 200 highést};élling’.mus:ic_alburns.and the rankings are based solely

on sales. The nurnber one album on the Billboard 200 in the November 13,

2010 issue of Billhoard magazine was “Speak Now" by Taylor Swift.

The foliowing activity illustrates how spreadsheets can be used to make a list

of the current top selling albums by genre.

1. Createa NEW' Sbreadsheet.
% Unless atherwise stated, the font should be 10 point Arial.
2. Type the data as shown.
3. Delete the empty column D.
4. Format the width of column A to 15.0 and left align.
8. Format the width of columns B, C, and D to 30.0 and left align.
6. Format column B as dates showing the day and month spelled out.
Example: “Monday, February 14, 2011.”
. Select cells A6 — B10 and duplicate the data by pressing <CTRL>+D. Repeat the
same procedure for cells Al5-—B810, A24 - B28, A33—-B37, and A42 — B46.
8. Hold cell A1 and change the font size to 20 point.
9. Bold rows 5, 14, 23, 32, and 41.
10. Insert a header that shows:
a. Left Section Activity 35-5tudent Name
b, Center Section TOP35 ALBUMS BY GENRE
. €. Right Section Current Date
11. Insert a footer that shows:
a. Center Section  PAGE number
12. Carefully proofread your work for accuracy.
13. Save the spreadsheetas BILLBOARD.COM.
14. Analyze the changes made to the data in the spreadsheet.
15. Set the Print Area to include all cells containing data in the spreadshest.
16. Print Preview and adjust the Page Setup so that the spreadsheet fits on ocne

page. Ask for help, if necdecl.

Excel k!
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Biliboard.com®

INPUT DATA
A B C E
1 |BILLBOARD.COM
2 |Top 5 Albums by Genre - November 13, 2010
3
4
5 |GENRE DATE ARTIST ALBUM
6 |Alternative 11/13/2010 Kings of Leon Come Around Sundown
7 Mumford & Sons Sigh No More
8 Linkin Park A Thousand Suns
9 Senses Fail Fire
10 Florence + The Machine Lungs
11
12
13
14 |GENRE ARTIST ALBUM
15 |Country 11/13/2010| Taylor Swift Speak Now
16 Sugarland The Incredible Machine
17 Darius Rucker Charleston, SC 1966
18 The Band Perry The Band Perry
19 Kenny Chesney Hemingway's Whiskey
20
21
22
23 [GENRE ARTIST ALBUM
24 IRap 11/13/2010|Lil Wayne | Am Not A Human Being
25 Eminem Recovery
26 Waka Flocka Flame Flockaveli
27 Rick Ross Teflon Don
28 Drake Thank Me Later
2129
N
. | 32 |GENRE ARTIST ALBUM
33 [R&B/Hip-Hop 11/13/2010/Lil Wayne | Am Not A Human Being |
& Waka Flocka Flame Flockaveli
Rick Ross Teflon Don
Drake Thank Me Later
Fantasia Back to Me
ARTIST ALBUM
11/13/2010!Kings of Leon Come Around Sundown
Elton John/Leon Russell The Unfon
Mumford & Sons Sigh No More
Third Day Maove
Linkin Park A Thousand Suns
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W 4, Use AutoFit to adjust the width of columns E and F.

H %'1' 5'_7 2. Change the Activity # in the left section of the head >r to Activity 36 and the

" w,.-iwn»mﬂ

T
T
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: Lot

on about the original
13 states and illustrates how spreadsheets can be adjusted to fit 6i &'

AT

1. Adju:t page
scaling so that

multiple page ] : ‘spread it =
datacanprinton [  designated number of pages. This activity expands on the ORIGINAL 13 STATES. -
one page. spreadsheet created in Activity 22, i
2. Remove b
comments from ;
k

cells. { s Jo i g s

Open the file ORIGINAL 13 STATES previously created in A(:tivi% 2.
AT e v e
* Unless otherwise stated, the font should be 10 point Arial.

e ey T

activity name in the center section of the header to ORIGINAL 13 STATES 2.

‘ yzﬁﬁ 3. Type the data in columns E, F, and G as shown.

5. Format the width of column G to 18.0 and center align.
6. Format cells 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 STATEHOOD column to the newly
created column. The DATE OF STATEHOOD should now be in column C.

9. Select cells A3 ~G3 and format the shading color to light blue.
> 10. Select cells A4 — A16 and remove the Comments.
1. Carefully proofread your work for accuracy,
12. Save the spreadsheet as ORIGINAL 13 STATES 2.
13. Analyze the changes made to the data in the spreadsheet,
4. Set the Print Area to include al| cells containing data in the spreadsheet.

5. 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
Lanhdscape.

1
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New Skills Reinforced:

In this activity, you will practice how to:
1. adjust page scaling so that multiple page
data can print on one page.

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. It 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. ColumnBto220 & ColumnEto26.0
c. ColumnCto3so f ColumnFto28.0
d. ColumnDto300 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:

oA wN

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.

@ Microsoft Excel It/
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