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You are the owner of a business and have seven members of your sales team. You want to track their sales from January through April. To do this, you want to know how much they sold in each month and which sales person is your best seller. For each sales person, you will determine  their total sales and the average sales per month. Additionally you will calculate the total sales of the entire sales team for each month and the average during each month of your sales team. Follow the steps below to complete a spreadsheet that  contains all of this information. Then turn the spreadsheet in as LastName – Excel 60. 

Click here to open the Step-by-step directions for Excel.
Step 1 – Add data. For this assignment, you will create a spreadsheet that displays the sales of your employees, and then calculates total sales and averages over a four-month period. To do this, open MS-Excel. Click in cell C5 and enter the amounts in the chart below. Hit the “Enter” key after typing the number to move down a column. (Hit the “Tab” key to move across a row.) When you are finished you should have data in cells C5 through F11.

	700
	888
	454
	628

	550
	755
	568
	747

	687
	699
	500
	624

	600
	642
	721
	781

	789
	871
	587
	874

	554
	747
	749
	999

	623
	638
	627
	588


Step 2 – Add Salespersons’ names. Click in cell B4. Type “Salesman”. Add the following names: Bob, Joan, Phyllis, Elaine, Caroline, Sam, and Frank. Underneath Frank, add the word “Total” and “Month Average” below that. 

Step 3 – Add months. Click in cell C4. Type “January” and hit the “Tab” key. Add the following headings: “February”, “March”, “April”, “Total”, and “Salesman Average.” 

Step 4 – Add Total formulas. Create a formula in C12 that calculates the total sales of the month of January. “Fill” this formula for the remaining months. Create a formula in cell G5 that calculates the total sales of that person for the four-month period. “Fill” this formula for the remaining salesmen. Include a grand total of all salesman in all four months. 

Step 5 – Add Average formulas. Create formulas in row 13 that calculates the averages of each month. Repeat the process in column H to find the month average of each salesman

Step 6 – Add a row and insert another salesman. A great thing about Excel, that you can make big changes to the spreadsheet without much effort. Insert a new row underneath Joan. Create a name for this person, and make up sales amounts that are within the ranges of the other salesmen. Double check to be sure all of the formulas are correct.  

Step 7 – Merge cells and create a title. Create an appropriate title for this table which is centered. (

Step 8 – Format the cells. Format the amounts so they have dollar signs but no decimal points. Choose a font that is legible. Choose a different font and style for the headings in row 4. Make sure none of the text is cut off. Choose a third font and style for the names of the salesmen. Make your table legible but creative and colorful. Create a thick border around the outside table and a thin inside border. 

Step 9 – Create a graph. Make a graph of the salespeople and their total sales for the three months. Click on the name of the first salesman and drag through the name of the last salesperson. Then hold the control key down and click and drag their total sales for the three months. Click on the ChartWizard (or select insert chart.) Choose a column, cylinder, cone or pyramid chart. Insert the labels for the x and y axis. Change the background color and the color of the bars to something unique yet readable. Save this document to the “Special Assignments” folder. 

