UNIT 24—LESSONS 87-92
Spreadsheet Unit
Complete the following exercises on CHECKPRO.  Be sure and put your name in the header:  File, Page Set-up, header/footer tab, custom header, name in left section, class period in middle section, and assignment name in right section. 


1. Do together in class with teacher, pg. 276-279.
· Do 87C, Move around in a Worksheet, pg. 278.
· Do 87D, Enter Labels & Values, pg. 278.  
· Do 87E, Print Gridlines and Col & Row Headings, pg. 279.  

2. Do 87F, Worksheet 1, pg. 279.  Print.

3. Do 87F, Worksheet 2, pg. 279.  Print.

4. Do together in class with teacher, pg. 280-281.

· 88B, Edit Cell Content, pg. 280.

· Do 88C, Clear & delete cell content and format, pg. 280.
· Do 88D, Select a Range of cells, pg. 281.
· Do 88E, Cut, Copy, and Move, pg. 281.

5. Do 88F, Worksheet 1, pg. 281.  DO NOT PRINT YET.

6. Do 88F, Worksheet 2, pg. 281.  PRINT when finished.

7. Do 88F, Worksheet 3, pg.  282.  PRINT.

8. Do together in class with teacher, pg. 282-284.

· Do 89B, Modifying the Width of columns, pg. 282.  Centering Introduction.
· Do 89C, Insert & Delete Row Columns, pg. 282.
· Do 89D, Format numbers, pg. 283.
· Do 89E, Format cell contents, pg. 283-284.
9. Do 89F, Worksheet 1, pg. 284.  Center title across selection and center col. headings.  Print.
10. Do 89F, Worksheet 2, pg. 284.  Print
11. Do 89F, Worksheet 3, pg. 284.  Print.

12. Do together in class with teacher, pg. 285-286.

· Do 90B, Enter Formulas., pg. 285.
·  Do 90C, Functions., pg. 285-286.

13.  Do 90D, Worksheet 1, pg. 286.  DO NOT PRINT.  (Batting Average needed:  Formula is Hits/at Bats and center title across selection)  
14.  Do 90D, Worksheet 2, pg 286.  Print in formula view.  (Ctrl ~)
15.  Do 90D, Worksheet 3, pg. 287.   Center title across selection at 16 pt.  Print in formula view.
16.  Do together in class with teacher, pg. 287-288.

· Do 91B, Charts, pg. 287.
17. Do 91C, Chart 1, pg. 288.  Print.
18. Do 91C, Chart 2, pg. 288.  Print.  (Step 2 in chart wizard—choose series to replace names in legend—click Series 1, click name and highlight THIS YEAR.  Close.  Click Series 2, highlight LAST YEAR, close)

19.  Do 92B, Chart 1, pg. 288.  Print.
20.  Do 92B, Chart 2, pg. 288.  Use a pie chart with values and a legend. Print. 
21.  Do 92C, Worksheet 1, pg. 289.  *Format Col A cells as text for a label—remember use apostrophe.  Insert a new row to put title in cell A1.  
22.  Do 92C, Worksheet 2, pg. 289.  Print.
23.  Do 103B, Worksheet 2, pg. 314.  Print in landscape and center across selection 16 pt.  Subtract deductions from gross pay to get net pay.  (Other hints for formulas:  refer to pg. 286, wksheet 3.)
24.  Do 103C, Chart 1, pg. 315.  Print.  (Step 2 in chart wizard—choose series to replace names in legend—click Series 1, click name and highlight MEN.  Close.  Click Series 2, highlight WOMEN, close)
25.  Do 103C, Chart 2, pg. 315.  Print.
STANDARD EXCEL RULES





 Center Page


 a.  File, Pg. Set-up, Margin


 b.  ( horizontal & vertical


Center, Bold Title & Subtitles


Select cells the width of problem.


Format cells, alignment tab, choose center across selection under horizontal


Make title normally 12-16 pt. 


Center and bold column headings.








Formulas: (To reveal, press Ctrl ~)


When creating formulas, remember to control the order of math operations:


PEMDAS (Please excuse my dear Aunt Sally)


P= Parentheses


E= Exponent


M=Multiply


D=Divide


A=Add


S=Subtract
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