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 2002 sections A - D of your Beskeen 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 C-24 and do the Visual Workshop
The numbers following the topic match the page number(s) where the topic can be found. The last column shows notes.
This assignment will have you:

	Entering the data on the spreadsheet
	A10 - A11
	Do not type the Ext. Cost numbers (column F), or the total numbers in row 15.

	Sample of what your sheet should look like at this point

	[image: image1.jpg]Projected March Advertising Invoices
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	Using Merge and Center (Centering labels)
	C6
	

	Changing column widths
	C8
	

	Entering formulas &
Using Excel functions
	B6
B10
	The number shown in cell F8, 39.56 is incorrect. The real number will be 39.10
The number shown in cell F10, 30.75 is incorrect. The real number will be 30.00
The number shown in cell F15, 7,673.46 is incorrect. The real number will be 7,672.25
The number shown in cell D15, 580.01 is incorrect. The real number will be 580.00

	Formatting values (numbers)
	C2
	

	Sample of what your sheet should look like at this point
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	Changing fonts
	C4
	Both Row 1 and Row 3 use Times New Roman. After changing the font type and size for row 3, you will probably need to change the column widths again.

	Changing attributes - italics & bold
	C6
	Row 3 will be bold and italicized

	Adding a border
	C12
	Row 3 will have a single border top & bottom

Row 1 will have a thicker border all the way around (left, right, top, & bottom)

	Adding a background color
	C12
	Choose a light orange background for rows 1 and 15

Choose a light green background for the range of A4:F13

	Adding a row
	C10
	Add a row above Row 1. Type your name in this row. Format your name if you wish to, but there is no need to do so.

	Sample of what your sheet should look like when you are finished

	[image: image3.jpg]Projected March Advertising Invoices

Type  Inv Date Placed witl_ Cost ea. Quantity Ext. Cost
Newspaper TMar (3 Vilage Reader 3 5§ 355
Ratio spot 7-Mar-03 WHAT 11.00 155 18500
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Billboard 12Mar03 Advertising Concepts 10187 0§ 2037.40
Billboard 28-Mar D03 Advertising Concepts 101,87 0§ 203740

Total 580.00 I AT





	

	

	Saving a file
	A8
	Save this file as Projected March Advertising Invoices

	Seeing the formulas (displaying the actual content)
	A14
	After finishing the spreadsheet, click on the CTRL + ` (apostrophe) key. You will see the sheet become wider and you will see all of the formulas you used. Note: If you were to print a sheet in this form, you would want to preview it first to make sure it would all fit on one page. Press the CTRL + ` (apostrophe) key again to go back to the normal view.

	Sample of what your sheet should look like when you press Ctrl & apostrophe

	[image: image4.jpg]Costea. Quaniiy Ext_Cost








Part II

Go to page Excel D19 and do the Skills Review (bottom of the page). You will actually be creating the small spreadsheet shown to you on page D-19 and then from that data, creating the chart. The spreadsheet will be saved as MediaLoft Vancouver Software Usage. If you are new to creating Excel charts, go through the Working with Charts section of your Beskeen book first. This section starts on page D2.
Notes:

	Instruction Number
	Textbook instruction
	Notes

	1d.
	Select the range containing the data and headings
	This is the range of A1:F6

Note: If you were to create a spreadsheet that has totals, you would never include the totals.
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	1e.
	In the Chart Wizard, select the clustered column chart
	Choose the top left choice (see picture below)
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	Sample of what your sheet should look like at this point (notice that the spreadsheet and chart are on the same page)
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	Instruction Number
	Textbook instruction
	Notes

	7a.
	In the worksheet, enter your name in cell A30
	Do not do this, Instead, please insert a new row above row 1 and add your name in the new cell A1

	Instruction Number
	Textbook instruction
	Notes

	7g.
	Preview only the chart, then print it
	Skip this step. In fact, you will not have to print the sheet at all.

	Sample of what your sheet & chart should look like when you are finished
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Extra (not required but fun to do):

If you wish to enhance the chart, look in the Beskeen book on page D10 and look also through the Excel menu choices.
Sample of chart with formatting
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To Submit the Assignment
You will have two spreadsheets (the chart is part of the 2nd sheet).
To submit the work, please go to the Assignments area, Homework Two and chose Type a title (you can type the words Homework Two here.) Type anything into the text box. Attach the two files you created (Projected March Advertising Invoices and MediaLoft Vancouver Software Usage). Then, click on Submit.

Homework Two Extra Notes
· The apostrophe key is not the quote key. It is the key that also has 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 section regarding the difference between relative and absolute cell references on pages B14 - B19.
If you would like to know more about Excel, here are a few places to go
Some of these are for older versions of Excel, but the tips usually are good for the newer versions too.
· 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
· Excel Tips: http://www.quasar.ualberta.ca/edit202/tutorial/spreadsheet/RDC-exceltips/exceltips.html
· Microsoft 2002 Tips: http://www.exceltip.com/er/Microsoft_Excel_2000/3.html
· Microsoft Office Excel 2003 Solution Center: http://support.microsoft.com/default.aspx?scid=fh%3Ben-us%3Bxl2003
· University of Alberta, Excel Basics Hands-on tutorial. http://www.quasar.ualberta.ca/edpy202/tutorial/spreadsheet/ExcelBasics/ExcelBasics.htm
· University of South Dakota tutorial and quiz: http://www.usd.edu/trio/tut/excel/
· Microsoft Online, Roadmap to Excel 2003 Training: http://office.microsoft.com/en-us/help/HA011161281033.aspx
· GCG, LearnFree.org, Computer & Technology Training, Excel tutorials for versions 2000 - 2007: http://www.gcflearnfree.org/computer/
· Microsoft Online, Help for Excel 2007: http://office.microsoft.com/en-us/excel/FX100646951033.aspx
· Microsoft Online, Up to Speed with Excel 2007: http://office.microsoft.com/training/training.aspx?AssetID=RC100620751033&pid=CR100479681033
· Microsoft Learning, Course 4623: What's New in Microsoft® Office Excel 2007: https://www.microsoftelearning.com/eLearning/courseDetail.aspx?courseId=59297
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This is the sheet with the data entered. Notice that the columns are not wide enough. I will widen them later. The title Projected March Advertising Invoices goes in cell A1





This is the spreadsheet with the formula used to multiple the Cost ea. to the Quantity in cell F4, and the formula (SUM function) to add the numbers together in cell D15. When you use the SUM function to add the numbers together, remember to use the correct range (D4:D13). Once you create the formula in cell F4, copy that formula to the range of F5:F13.  Once you create the formula in cell D15, copy that formula to cells E15 and F15.


You will use the conditional formatting to make the Cost ea. numbers that are greater than 60 red.


The Cost ea. numbers are formatted to have 2 decimal places and the Ext. Cost numbers are formatted to use Accounting formatting (go to Format, Cell, Accounting).


The title has been centered across columns using the Merge & Center





The finished sheet: Formatted





When you press the Control & apostrophe keys, you are shown the actual formulas. The sheet becomes wider and your name might look cut off. Do make sure to preview the sheet before you print it to make sure it fits on one page.





Clustered column chart





Chart Wizard icon
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