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Background

Relative and Absolute References are really important for this assignment. See the
summary table on page SS61.

Y ou will be creating formulas for one row and copying them to other rows.

Do not try to type in al the numbers. It will take too much time. Using formulas is much
quicker and more accurate. Thisis the point of the exercise.

When using the Chart Wizard to create the histogram and pie charts, play with the
features. That is more valuable than merely following the directions. The directions are
given in detail below, but these are intended for use as a last resort.

The final product consists of two items,

the spreadsheet view, which will include the data, a histogram, and a pie chart,
and

the formula sheet view.

Both are to be printed in Landscape mode. Each one should be fit to only one shest,
selected by the File | Page Setup menu.

Input Data

Use the following data and produce the attached spreadsheet, using formulas and other
features of Excdl.

Table1. Hourly Pay and Manhours

L abor Hourly Pay | Man Hours
Carpenter $10.25 3500
Brick Mason | $12.50 1750
Electrician $11.55 2250
Plumber $14.75 1550
L aborer $6.25 7500
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Table2. Expense Rates

CSC100
Methodist College

FICA | FUTA | SUTA

WC

GL

7.65% | 0.80% | 2.70%

5.75% | 4.25%

Sample Output

Datasheet View
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Formula Sheet View

CSC100
Methodist College
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Spreadsheet Procedure
1. Create a new spreadsheet. Save it asfile “Job Estimating”, and enter the following

headings.
a [T e [T o [T E [T'F & [ H T 1 1T & ]
1 Bid Request
2 | Total Cost
3 |Labor Hourly Pay Man Hours | Wages | A4 Fifra SifrA ¥ [27d Labor Cost
4
5
E
7
g
a9 Individual Labor Cost Total Labor Costs

10
11 |Ezpenses Hate EzpenseTotal

12 | A
13| i
14 | siira
15 | &
18| i
17 | Total Ezpense Cost
Periodically save your file as you do your work.
Make al headings in bold font, except headings in rows 12 through 16.
Right justify headings in columns B through Jin row 3.
Right justify headings in columns B and C in row 11.
Make headings in rows 12 through 16 in non-bold italic font.
2. Makethetitle, “Bid Request”, 20 point, bold, to make it obvious thisis the

spreadsheet report title. Merge and Center the title over cells A1 through A3.

3. Typeindatafrom Table 1. Hourly Pay and Manhours into the “Labor”, “ Hourly Pay’
and “Man Hours’ columns.

4. Enter thedatafrom Table2. Expense Rates into column B using percentages.
5. Compute Wages by multiplying Man Hours and Hourly Pay.

Use aformula to compute Wages in cell D4 as the product of cells B4 times CA4.
Remember that the asterisk is the symbol used for multiplication.

ComputeI Wages inI cells D5 through D8 by dragging the copy handle of cell D4
fi
down. 2 ~

6. Compute FICA, FUTA, SUTA, WC, and GL by multiplying Wages times the
percentages given for these quantities.

Hint: Y ou can change arelative cell reference, such as B13, to an absolute cell

reference, such as $B$13, by pushing the F4 function key immediately after
entering the cell reference B13.
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7. Use the sum button to compute the Labor Cost in cells J4 through

J8 by

Labor Cost = Wages + (FICA + FUTA + SUTA + WD + GL)

8. Compute the Individual Labor Cost, in cell D9, by adding al the numbers in Wages,
column D. If the formula is automatically entered into other columns (E, F, G, I), delete
the extra formulas. This appears to be a bug in Excel 2000.

9. Compute the Tota Labor Costs by adding all the numbersin Labor Cost.
10. In the Expenses block:

Add all the values for FICA by using the sum button and store in the FICA row.
To do this, select the cell where the sum isto be stored (such as C12), and push
the sum button. Select cells to be included in the sum (such as cells E4 through
E8). After the last cell has been selected for the sum, push the green check mark

button, XS]
Do the same for the other quantities in the Expenses block.

11. Use the sum button to compute Total Expense Cost, in cell C17, by adding all the
numbers under Expense Total (cells C12 through C16).

12. Compute Total Cost in cell B2 using the formula
Total Cost = (Individua Labor Cost) + (Total Expense Cost).
The vaduein Total Cogt, cell B2) should equal Total Labor Cost (J9).

Histogram Procedure

Create the histogram on the same page as the spreadsheet. Note the keys, titles, and
labels. Proof read your printed output. Do not worry about matching exactly the number
of labels on the vertical axis of the histogram. The high value may be either $50,000 or
$60,000.

1. Select the data for the histogram.

a. Incolumn A, select the six rows containing the label and categories,
beginning with “Labor” and ending with “Laborer”.

b. Push and hold down the CTRL key.

C. Incolumn D, select the six rows containing the label and data, beginning
with “Labor Total” and ending with the value on the same row as
“Laborer”. Do not select the number labeled “Individua Labor Cost”.

d. Release the mouse button. Release the CTRL key.
2. Select the 3-dimensional histogram.

100%:

. | = F
a Push the Excel Chart Wizard icon. Chert wizard



Microsoft Excel Lab CSC100 6
Job Estimating Methodist College

b. Sdect the “Clustered column with a 3-D visual effect” chart for use as a
histogram, and then push the “Next” button.

Chart Wizard - Step 1 of 4 - Chart Type

c. Toidentify which column contains the frequency or count data for this
problem, select “Rows’ next to “Seriesin” on the “Data Range” sheet of

“Chart Wizard Step 2 of 4”.

I. Do not worry about the number of numbers on the left size of the
histogram. The number of values displayed in the Wizard is not
necessarily the number of values displayed on the histogram that is
produced. Further, the number of values will change if you stretch
the vertical dimension of the histogram. Y our chart will be OK if
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the top value is $60,000, or $50,000.
Chart Wizard - Step 2 of 4 - Chart Source Data

$50,000.00
$45,000.00
$40,000.00
$35,000.00
£50,000.00 H Erick Mazoan
$25,000.00 O Electrician
:?g-ggggg O Plumber
$10,000.00
$5,000.00
$0.00

& Carpenter

M Laborer

Labor Tatal

=ShestZ1$af4:$049, Sheet 2 $D44: 4040

ii. Pushthe“Next” button of the “ Chart Wizard — Step 2 of 4 — Chart
Source Data’ dialog box.

d. Enter thetitle “Labor Costs’ in the “Chart title” edit box on the “ Titles’
sheet of “Chart Wizard Step 3 of 4” dialog box.

Chart Wizard - Step 3 of 4 - Chart Options

Labor Costs Labor Costs

$50,000.00
$45,000.00
$40,000,00 O Carpenter
:gg'ggggg B Erick Mazsan
$5,000.00 O Electrician
t?g'ggggg O Plumber
:10:000:00 B Laborer
$5,000.00
10,00
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e. Uncheck the “Category (X) axis’ checkbox on the “Axes’ sheet of the
“Chart Wizard Step 3 of 4” dialog box.

Chart Wizard - Step 3 of 4 - Chart Options

Labor Costs

$50,000.00
$45,000.00
$4.0,000.00 O Carpenker
:gg'ggggg B Erick Mazod
$25,000.00 O Electrician
:?g'ggggg O Plumber
$10,000.00 | Laborer
$5,000.00
$0.00

f. Make sure “Magjor gridlines’ boxes are checked for “Category (X) axis’
and “Value (Z) axis’ on the “Gridlines’ sheet of the “Chart Wizard Step 3
of 4” dialog box.

Chart Wizard - Step 3 of 4 - Chart Options

Labor Costs

C1<l

150,000.00
$45,000.00
$40,000.00 B Carpenter
:ggggggg B Eirick Mazon
$25:UDD.DD O Electrician
ﬁgggggg O Plumber
$10,000.00 B Laborer
£5.000.00
f£0.00

r
r

L1l

1
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g. Get rid of the legend by ensuring “ Show legend” box is unchecked on the
“Legend” sheet of the “Chart Wizard Step 3 of 4” dialog box.

Chart Wizard - Step 3 of 4 - Chart Options

Labor Costs

$50,000.00
$45,000.00
$40,000.00
$35,000,00
$30,000.00
$25,000.00
$20,000.00
$15,000.00
$10,000.00
£5,000.00
$0.00

h. Ensure data labels are not applied above the histogram bars by ensuring
“None” is selected on the “Data Labels’ sheet of the “Chart Wizard Step 3
of 4” dialog box.

Chart Wizard - Step 3 of 4 - Chart Options

Labor Costs

$50,000.00
$45,000.00
$40,000.00
$35,000.00
$30,000.00
$25,000,00
$20,000.00
$15,000.00
$10,000.00
$5,000.00
0,00

I. To obtain the data table with legend below the histogram, check the boxes
labeled “ Show data table” and “ Show legend keys’ on the “Data Table’
sheet of the “Chart Wizard Step 3 of 4” dialog box.

i. Do not worry if some of the rows of the data table do not
completely appear in the preview or in the generated chart. The
vertical dimension of the chart can be stretched so those rows will
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appear.
Chart Wizard - Step 3 of 4 - Chart Options

Labor Costs

$60,000.00
$40,000.00
$20,000,00

$0.00

Labar Tatal
B Carpenker 33587500
H Erick Mazon $21,875.00
O Eleckrician $25,957.50
O Plumber $22,5662.50
—rloo.- 146.575.00

J. Click the“Next” button on the “Chart Wizard Step 3 of 4” dialog box.

k. To make the histogram display on the same spreadsheet as the data, select
“Asobject in” on the “Chart Wizard Step 4 of 4” dialog box. Thelabel in
the edit box should be the sheet containing your source data. 1t will

probably say “Sheetl” rather than “ Sheet2” as shown in the image below.

Chart Wizard - Step 4 of 4 - Chart Location EHE

chartt ]

{cl

[.  Click the“Finish” button on the “ Chart Wizard Step 4 of 4” dialog box.

m. Stretch the vertical dimension of the histogram to get numbers on the
vertical axisto appear, and to get data rows below the histogram to appear.
Do this by dragging the bottom center resizing handle downward.

3. Drag the histogram to alocation that does not cover any of the spreadsheet
entries.

a. Point to an areainside the chart, such as near the upper right corner, until a
4-headed arrow appears. A yellow tag labeled “ Chart Ared” may also
appear for a short period of time.

b. Drag the histogram to a new location.
c. Select any cell of the spreadsheet to deselect the histogram.

4. If your histogram does not look like the one in the handout, do not panic. You
can still modify the formats without having to redo the Wizard. To do this, right-
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click on the white area of the histogram near one of the corners so that the whole
image is selected. Follow the directions below for the item you need to change.

a. Enter the title that goes above the chart into the “ Chart title” edit box on
the “Titles’ sheet of the “Chart Options’ dialog box.

Chart Options

Labor Costs

b. To make sure the vertical axis has numerical labels, ensure the “Vaue (2)
axis’ box is checked on the “Axes” sheet of the “ Chart Options’ dialog
Chart DOptions

c. Todisplay mgor gridlines on the histogram, check “Major gridlines’ in
the “Category (X) axis’ and the “Vaue (Z) axis’ sections of the
“Gridlines’ sheet of the “Chart Options’ dialog box.

Chart Options

L1l

r
r

1<l

1
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d. To get rid of the legend, uncheck “ Show legend” on the “Legend” sheet of

Titles | Hwes |Gridlines Legend |

the “Chart Options’ dialog box. ™

e. Sdlect “Show Data Table” and “Show Legend Keys’ on the “Data Table”
sheet of the “Chart Options’ dialog box.

[¥ Show data table
v Show legend keys
f. Click the“OK” button on the “Chart Options” dialog box to close the
dialog box.

g After editing the histogram is finished, select any cell of the spreadsheet to
desdlect the histogram.

Labor Costs

Pie Chart Procedure

Create the pie chart on the same page as the spreadsheet. Note the titles, labels, rotation,
and pie dice colors. When labels get too close to the bottom of the pie chart, they appear
on the monitor, but they might not print. Proof read your printed output. Y ou might need
to move some labels higher.

1. Select the datafor the pie chart.

a. Incolumn A, select the six rows containing the label and categories,
beginning with “Labor” and ending with “Laborer”.

b. Push and hold down the CTRL key.

c. Incolumn D, select the six rows containing the label and data, beginning
with “Labor Total” and ending with the value on the same row as
“Laborer”. Do not select the number labeled “Individual Labor Cost”.

d. Release the mouse button. Release the CTRL key.
2. Select the 3-dimensional pie chart.

100%:

T | =
a Push the Excel Chart Wizard icon. chat waardf
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b. Select the “Exploded pie with a 3-D visual effect”, and then push the
“Next” button.

Chart Wizard - Step 1 of 4 - Chart Type

3. To identify which column contains the frequency or count data for this problem,
select “Columns’ next to “Seriesin” on the “Data Range” sheet of “Chart Wizard
Step 2 of 4”.

a. Note the inconsistency with conventions used for the histogram. That isa
Microsoft issue. Do not worry yet if “Labor Total” appears as the title.



Microsoft Excel Lab CSC100 14
Job Estimating Methodist College

That will be changed in another step.
Chart Wizard - Step 2 of 4 - Chart Source Data

O Carpenter

B Errick Mazor
O Electrician
O Plumber

M Labarer

4. Theentries on the “ Series” sheet of “ Chart Wizard Step 2 of 4” should not need
changing, if previous steps were done. Here is what it should look like.
Chart Wizard - Step 2 of 4 - Chart Source Data

O Carpenter

B Erick Mazor
O Electrician
O Flumber

W Laborer

Wages =sheet11$043

=Sheet11$D$4:$045

=Shest11$A4: 5445

5. Click the“Next” button on the “Chart Wizard Step 2 of 4” dialog box.
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6. Enter thetitle “Costing Elements’ into the “ Chart title” edit box on the “ Titles”
sheet of the “Chart Wizard Step 3 of 4” dialog box.

Chart Wizard - Step 3 of 4 - Chart Options

Costing Elernents Costing Elements

O Carpenter

B Errick Mazod
O Electrician
O Plumber

M Labarer

a. Thetitle shown in the preview image might not change instantaneously.
To force the change to appear, click on the “Legend” tab, and then click
on the“Titles’ tab.

7. Remove the legend from the pie chart by unchecking the “ Show legend”
checkbox on the “Legend” sheet of the “Chart Wizard Step 3 of 4” dialog box.
Chart Wizard - Step 3 of 4 - Chart Options

Costing Elements

8. Add data labels and percentages by selecting “ Show label and percent” in the
“Datalabels’ section on the “Data Labels’ sheet of the “Chart Wizard Step 3 of
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4" dialog box.
Chart Wizard - Step 3 of 4 - Chart Options

Costing Elements

Carpenker
Laborer B

3%

Erick Mazon

14%
Electrician

17

9. Check the “Show leader lines’ box on the “Data Labels’ sheet of the “ Chart
Wizard Step 3 of 4” dialog box. Thiswill alow generation of leader lines when
labels are moved away from the data dlices.

10. Click the “Next” button on the “Chart Wizard Step 3 of 4” dialog box.

11. To make the pie chart display on the same spreadsheet as the data, select “As
object in” on the “Chart Wizard Step 4 of 4” dialog box. The label in the edit box
should be the sheet containing your source data.

Chart Wizard - Step 4 of 4 - Chart Location

Sheet]

12. Click the “Finish” button on the “ Chart Wizard Step 4 of 4” dialog box.
13. Notice that the pie chart is still not exactly like the pie chart in these instructions.
a. The pie chart needsto be rotated 60 degrees clockwise.
b. The plumber dlice needsto be pulled out.
c. Colors need to be changed on 3 dlices.
d. Labels need to be moved to cause the leader lines to appear.

14. To rotate the pie chart 60 degrees clockwise:

a. Right-click one time on one of the dlices. One “move handle’ should
appear one the edge of the arc of each dice of the pie. A short-cut menu
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should appear.

Costing Elements

Carpenter
Labarer 530,

Plumhber

o,
15% Colol NrEnmlERy

b. Select “Format Data Series...” on the short-cut menu.
c. Select the“Options’ sheet on the “Format Data Series’ dialog box.

d. Set“Angleof first slice” to 60 degreesin the “Angle of first dice” edit
box on the “Options’ sheet of the “Format Data Series’ dialog box.

Format Data Series

Costing Elements

Labarer
3%

Plumber
15%

Carpenter

23N

Electrici
ti ?”;:mn Erick Mazon

14%

e. Check “Vary colors by dlice” on the “Options’ sheet of the “Format Data
Series’ dialog box.

f. Click the“OK” button onthe “Format Data Series’ dialog box.

0. Select the“Plumber” dice of the pie. When the “Plumber” diceis
properly selected, it will be the only dlice of the pie with move handles
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visble. There will be one move handle at each corner, and one move
handle along each edge.

I. If each dlice of the pie has one move handle visible at the curved
edge, then click once on the “Plumber” dlice.

ii. If no dice of the pie has one move handle visible at the curved
edge, then single-click twice on the “Plumber” dlice. Note: Single-
click twice is different that a double-click. Pause dightly between
clicks.

h. Drag the“Plumber” slide away a short distance from the center of the pie
so that it stands out from the rest of the dices. The dice will move only
along one radial axis, toward or away from the center.

I. Change colors of the electrician, laborer, and carpenter slices.

I. Select the electrician dice, using the same procedure used earlier
to select the plumber dlice.

ii. After the electrician dlice has been selected, right-click the
electrician dice. Sdect “Format Data Point” from the short-cut
menu.

Costing Elements

Labarer
3%

Flumber
5%,

arpenter
23%

Farmat Daka Paint, ..
Electrician

17% Chart Tyvpe. ..
Source Data...

e ele N E =l iz

lii. Select the “Patterns’ sheet of the “Format Data Point” dialog box.
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Format Data Point

i. Change the dice color for the electrician to orange by selecting the
color inrow 3, column 2, in the “ Area’ section of the “Patterns’
sheet on the “Format Data Point” dialog box.

ii. Click the“OK” button in the “Format Data Point” dialog box.

k. Using asimilar procedure, change the slice color for the laborer to green
by selecting the color in row 2, column 4, in the “Area’ section of the
“Patterns’ sheet on the “Format Data Point” dialog box.

|.  Using asimilar procedure, change the slice color for the carpenter to
poplar yellow by selecting the color in row 4, column 3, in the “ Area”
section of the “Patterns’ sheet on the “Format Data Point” dialog box.

15. Cause leader lines to appear between labels and the associated dlices by moving
the data labels away from the center of the pie.
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a. Select adl datalabels by clicking once on any of the data |abels.

Costing Elements

.Lal:u:urer.
3%

Plumber
15%,

Carpenter
23%

.EIE;:;rci;ian. Brick Masaon
" 14%

b. Select the “Laborer” datalabel by clicking once on the “laborer” data
label. 1t will be appear with abox around the label.

Costing Elements

Plumber
159%
Carpenter
B 23%
Electrician Brick Mason

17%

14%

c. Place the mouse cursor on the edge of the box. Drag the label away from
the center of the pie. A leader line will appear. A leader line leads the eye
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d. Change the position of other dice labels to generate leader lines. Do not

Methodist College
from the label to the item the labd is to identify.

Costing Elements

Plumber
15%,

Ele;::;r;:ian Brick Mason
i 14%

worry about obtaining the same shape of leader line shown in the
directions.

21

e. To emphasize the electrician label, double- underline, and change the font

to bold red.

Format Data Labels

Double

Mone
Single
‘Double

I.  Single click twice on the electrician data label. When properly
selected, the labdl “Electrician’” will appear in white font on a

17%

black rectangular background.

ii. Right-click on the data label and select the “Format Data Labels’

menu item from the context-sensitive menu.

iii. Select “Bold” form the “Fond style” drop-down list on the “Font”

sheet of the “Format Data Labels’ dialog box.



Microsoft Excel Lab CSC100 22
Job Estimating Methodist College

iv. Select the color red, row 3, column 1, from the “Color” drop-down
list on the “Font” sheet of the “Format Data Labels’ dialog box.

v. Select “Double” from the “Underling” drop-down list on the
“Font” sheet of the “Format Data Labels’ dialog box.

vi. Click the“OK” button in the “Format Data Labels’ dialog box.
16. Click in any spreadsheet cell to deselect the pie chart.

Chart Positioning

Both charts are to be positioned and scaled below the data on the spreadsheet so that
everything will be visible smultaneously.
1. Postion the histogram upper left corner into the upper left corner of cell A19.

2. Scale the histogram by dragging the histogram lower right corner so that the
lower right corner of the histogram is in the lower right corner of cell E39.

3. Position the pie chart upper left corner into the upper left corner of cell F19.

4. Scalethe pie chart by dragging the pie chart lower right corner so that the lower
right corner of the pie chart isin the lower right corner of cell J39.

5. Click in any spreadsheet cell to deselect the pie chart.

Printout Procedure

1. Select File | Page Setup
2. Select the “Page” sheet of the “Page Setup” dialog box.

Page Setup

etter 8 125 11y g
pon

ok | cenel |

a. Select “Landscape’ in the “ Orientation” section of the “Page” sheet of the
“Page Setup” dialog box.
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b. Sedect “Fitto” inthe “Scaling” section of the “Page”’ sheet of the “Page
Setup” dialog box. Enter “1” into both edit boxes for the scaling.
3. Select the “Header/Footer” sheet of the “ Page Setup” dialog box.

Page Setup

Sfnone)
M

a. Select “Custom Header” on the “Header/Footer” sheet of the “Page Setup”
dialog box.

Header

C3C100 &[File]&[Tah] our Marme

1. Enter “CSC100" into the “Left section” edit box of the “Header”
diaog box.

2. UsetheFileicon . and Tab . icon to enter codes for
inserting the source file name and the sheet tab name into the
“Center section” edit box of the “Header” dialog box.

3. Enter your name into the “Right section” of the “Header” dialog
box.

4. Click the“OK” button on the “Header” dialog box.

b. Select “Custom Footer” on the “Header/Footer” sheet of the “Page Setup”
dialog box.
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Footer

&[Date] &[Time] Jaob Estimation &[Page] of &[Pages]=
Bid Reqguest

1. Usethedate == and time ’E icons on the “Footer” dialog box to
enter codes for date and time into the “Left section” of the
“Footer” dialog box.

2. Enter “Job Egtimation” and “Bid Request” on separate lines into
the “Center section” of the “Footer” dialog box.

3. Use the page number and total pages ’E icons on the
“Footer” dialog box to enter codes for the page number and the
total pagesinto the “Right section” of the “Footer” dialog box.
4. Click the“OK” button in the “Footer” dialog box.
4. Select the “Sheet” sheet of the “Page Setup” dialog box.

Page Setup
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a. Ensure gridlines do not print with the spreadsheet by making sure the
“Gridlines’” checkbox is unchecked on the “ Sheet” sheet of the “ Page
Setup” dialog box.
5. Click the*OK” button on the “ Page Setup” dialog box.
6. Print the spreadsheet in data sheet view (normal view in Landscape
orientation, fit to one sheet.
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a. Print Preview before printing to make sure the output is correct.

b. If the output is OK, then select Print. The datasheet view should appear as
the sample given early in the directions for this lab.

7. Print the formula sheet in Landscape orientation, fit to one sheet. Recall to
push CTRL+L EI—:F SINGLE QUQOTE (to the left of the ‘1’ key) to get the formula

sheet displayed.
a. Print Preview before printing to make sure the output is correct.

b. If the output is OK, then select Print. The formula sheet should appear
similar to the sample given early in the directions for this lab.



