IFSM 201 – Assignment Two
You must use Microsoft Excel to complete this assignment. (You may not use Works).

All of the information you need to use Excel to create this report can be found in the Excel 2000 sections A, B, and C of your Halvorson book. If you have never used Excel before, I suggest that you go through each of the tutorials before starting this project.

Part I

Go to page Excel A-23 and do the Independent Challenge 1

The letters in front of each item match the instruction shown on page A-23. The numbers following the item match the page number(s) where the topic can be found. The last column shows notes.
This assignment will have you:

	a.& b.
	Entering the data on the spreadsheet
	4-5
	

	c.
	Changing columns widths
	6
	

	d.
	Changing row heights
	6
	

	e.
	Entering formulas
	8-9
	

	e.
	Editing data
	10-11
	

	f.
	Centering labels
	12-13
	

	g.
	Formatting numbers
	12-13
	

	h.
	Centering across columns
	12-13
	

	h.
	Changing fonts
	14-15
	

	i.
	Adding border lines
	14-15
	

	j.
	Inserting rows
	10-11
	

	k.
	Saving a file
	16
	Save this file as an Excel spreadsheet, not a Web page. Call it March Order Summary

	k.
	Previewing and printing a document
	18-19
	After printing the spreadsheet, click on the CTRL + ` (apostrophe) key. Go to File, Page Setup. Change the orientation to landscape. Chose Fit to 1 page. Click on the Preview button to make sure it is one page. Print the resulting spreadsheet. Press the CTRL + ` (apostrophe) key again to go back to the normal view.


Your finished page will look like this:
	March Order Summary

	Christine Beaupre

	
	
	
	
	

	Order#
	Account
	Date
	Total
	Paid

	300
	Canada Books
	3/5/2003
	         1,700 
	0

	301
	Songs and Such
	3/10/2003
	            950 
	950

	302
	Ontario Cards
	3/7/2003
	         3,005 
	0

	303
	Cards-n-More
	3/25/2003
	         7,261 
	2000

	304
	Alberta Notion
	3/14/2003
	            800 
	800

	
	
	
	
	

	 
	Monthly Total
	 
	 $     13,716 
	 

	 
	Percent of year to date
	 
	9%
	 


Part II

Go to page Excel B-19 and do the Independent Challenge 1

The letters in front of each item match the instruction shown on page B-19. The numbers following the item match the page number(s) where the topic can be found. The last column shows notes.

This assignment will have you:

	b., c., d. e., g., & h.
	Entering the data on the spreadsheet
	4-5
	Do not type the dollar signs or commas when entering the numbers (step e). After entering the numbers, format as currency.

	c. & d
	Changing columns widths
	6
	D - columns will be around 9.57 width

	e.
	Formatting cells
	6
	

	f., g., i.
	Entering formulas
	8-9
	

	f., g., i.
	Using functions
	
	F - after adding the functions, you will have to change all of the columns widths to around 10.57.

	f., g. 
	Using the Fill tool
	10-11
	You will have to widen column E

	j.
	Saving the file
	16
	Save this file as an Excel spreadsheet, not a Web page. Call it Regional Glass Sales

	j.
	Previewing and printing a document
	18-19
	After printing the spreadsheet, click on the CTRL + ` (apostrophe) key. Go to File, Page Setup. Change the orientation to landscape. Chose Fit to 1 page. Click on the Preview button to make sure it is one page. Print the resulting spreadsheet. Press the CTRL + ` (apostrophe) key again to go back to the normal view.


Your page will look like this:

	Quarterly Sales Analysis

	Student Name

	
	
	
	
	
	

	
	1st Quarter
	2nd Quarter
	3rd Quarter
	4th Quarter
	Region Totals

	Northeast
	 $  25,350.00 
	 $  28,400.00 
	 $16,730.00 
	 $  19,340.00 
	 $  89,820.00 

	South
	 $  18,750.00 
	 $  24,400.00 
	 $19,000.00 
	 $  21,345.00 
	 $  83,495.00 

	Midwest
	 $  56,300.00 
	 $  69,340.00 
	 $52,400.00 
	 $  78,950.00 
	 $256,990.00 

	West
	 $  34,500.00 
	 $  28,754.00 
	 $  9,650.00 
	 $  16,780.00 
	 $  89,684.00 

	Quarter Totals
	 $134,900.00 
	 $150,894.00 
	 $97,780.00 
	 $136,415.00 
	

	
	
	
	
	
	

	Average quarter
	 $129,997.25 
	
	
	
	

	High quarter
	 $150,894.00 
	
	
	
	

	Low quarter
	 $  97,780.00 
	
	
	
	


Important notes: 
Note 1: The book has you entering $24,000 as the figure for the South's 2nd quarter figure. You will need to use the 24,400 figure to get the correct $150,894 Quarter total.

Note 2: After doing step h, you will have to use the drag method to make column A wider.
Note 3: When doing step i, make sure your range of cells is correct. For example, the formula in cell B10 uses the range of B8:E8.

Note 4: Prior to saving, insert a row a new row above row 2. After entering your name (step j), format the title, Quarterly Sales Analysis, to be centered across columns (A - F), bold, Arial Narrow, and 18 point size. Now, use the format painter to copy this formatting to cell A2, your name.
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Part III

Unit C of your Halvorson book describes how to create a chart.
	Selecting the range to chart
	4
	Do not include the totals!

	Using the Chart Wizard to create the chart
	4-5
	

	Adding titles
	4-5, 10
	

	Choosing where to place the chart
	4
	

	Saving the chart
	16
	When you save the spreadsheet called Regional Glass Sales, the chart will become a part of the file.


1. Open the Regional Glass Sales spreadsheet that you created in part II. Select the range of A4:E8. The picture below shows you that range:
	
	1st Quarter
	2nd Quarter
	3rd Quarter
	4th Quarter

	Northeast
	 $  25,350.00 
	 $  28,400.00 
	 $16,730.00 
	 $  19,340.00 

	South
	 $  18,750.00 
	 $  24,400.00 
	 $19,000.00 
	 $  21,345.00 

	Midwest
	 $  56,300.00 
	 $  69,340.00 
	 $52,400.00 
	 $  78,950.00 

	West
	 $  34,500.00 
	 $  28,754.00 
	 $  9,650.00 
	 $  16,780.00 


2. Create a 3-D bar chart (what Excel calls a column chart) for this data. (Choose the first chart in the second row)
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3. Add the title of Regional Glass Sales
4. Add the Category(X) axis tile of Quarters
5. Add the Category (Z) axis title as in Dollars
6. Choose to Place the chart as a new sheet.
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7. Preview the chart to make sure it looks fine and print it.

Sample of chart
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Extras (not required but fun to do):

If you wish to change the chart fonts & colors, look in the Halverson book on pages B-12-13.

If you wish to enhance the chart, look in the Halverson book on pages B-14-15.
Sample of chart with formatting
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To Submit the Assignment
You will have five printouts.

8. The printout of the March Order Summary - step k.
9. The print out of the formulas for the file March Order Summary - step k notes on this instructions sheet.

10. The printout of the Regional Glass Sales- step j.

11. The print out of the formulas for the file Regional Glass Sales - step j notes on this instructions sheet.

12. The print out of your chart

Turn in all five printouts. Staple them together, please.
A Couple of Places to Learn Excel Online.

(If you enter the words learn Excel online or Excel online tutor, you should find more.)

· MS Excel and other tutorials, Technology and Learning, Canterbury Christ Church University College: http://www.canterbury.ac.uk/support/learning-teaching-enhancement-unit/tutorials/index.asp. Once on the page, use the drop down menu to select the tutor for Excel 97 or 2000.

· Microsoft 2002 Tips: http://www.exceltip.com/er/Microsoft_Excel_2000/3.html
· Excel 2003 Tutorials, Parts 1-3: http://wwwlb.aub.edu.lb/~acc/Resources/Tutorials/excel/excel.htm
· Excel 5.0 hints Page (even though this is an older version of Excel, the hints are still good): http://www.zapcom.net/~sbaumann/excel.html
· FAQs & Support for Excel 2003 for Windows: http://support.microsoft.com/default.aspx?scid=fh;en-us;xl2003
· FAQs & Support for Excel 2002 for Windows: http://support.microsoft.com/default.aspx?scid=fh;EN-US;xl2002
· University of South Dakota tutorial and quiz: http://www.usd.edu/trio/tut/excel/
· Excel Tips: http://www.quasar.ualberta.ca/edit202/tutorial/spreadsheet/RDC-exceltips/exceltips.html
· University of Alberta, Excel Basics Hands-on tutorial. http://www.quasar.ualberta.ca/edpy202/tutorial/spreadsheet/ExcelBasics/ExcelBasics.htm
Homework Two Extra Notes
· The apostrophe key is not the quote key. It is the key that also have the tilde symbol ~.
· If you see a series of pound signs in a cell #######, it means that the cell is not wide enough; widen it.

· To get help on other questions you may have regarding Microsoft Excel, Microsoft Excel has a built-in helper that you can access by choosing Microsoft Excel Help under Help on the menu bar.
· Do read the boxed are regarding the difference between relative and absolute cell references on page A-11. [image: image6.png]
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