CIS 5
           Computer Literacy
                                                N. Rose

Lab 7 Cover Sheet
Name:______________________________________     Section ______________________

I am turning in the following on disk in a Lab 7 folder:

PART 1
·  I have shown or stapled the report from New Perspectives Spreadsheets  

PART 2  From Unit E:

· Fresh Air Goods Product Order 

· August Order Summary (Independent Challenge 1)


From Unit F:

· Product Order Form 
· Quarterly Sales Analysis (Independent Challenge 1)

From Unit G:

· Sales Growth Chart

Note: In the box below, write a thorough and detailed response. If a tutorial had nothing new for you, then critique the tutorial’s presentation or discuss what you already knew about the subject. If you prefer, you may word process on a separate sheet and attach it.

	What I gained from this lab is:

	Instructor’s Comments:
	Points Earned   _______

Points Possible      40


Lab 7 Instructions

PART 1   New Perspectives “Spreadsheets) (Steps only)

PART 2   Microsoft Office 2003 [NOTE: You will need the files from your Student Disk 1 floppy.]


1. In Unit E: Creating and Enhancing a Worksheet in your Microsoft Office 2003 text:

a. Read and do pages 95-112; print Fresh Air Goods Product Order (p. 112)

b. Do Independent Challenge #1 (p.117); print August Order Summary (bonus)


2. In Unit F: Using Complex Formulas, Functions and Lists in your Microsoft Office 2003 text:

a. Read and do pages 122-137; print the Product Order Form (p. 132)

b. Do Independent Challenge #1 (p.141); print Quarterly Sales Analysis (bonus)


3. In Unit G: Creating a Chart in your Microsoft Office 2003 text:

a. Read and do pages 146-160.; print the Sales Growth Chart (p. 160)

PAGE  
1

