TO:

Janice Downs

FROM:
Connie Zimbleman

DATE:
February 21, 2000

SUBJECT:
Excel Unit

Enclosed are the following documents:

· Scoring sheet

· THE EXCEL WINDOW
- terms,  2 pages

· Example of Excel Window

· Worksheet of terms

· Terms test, 2 pages

· FORMULAS, explanation

· Spreadsheet 1

· Spreadsheet form 1

· Spreadsheet 2

· Spreadsheet form 2

· Spreadsheet 3

· Spreadsheet form 3

· Spreadsheet 4 (2 pages)

· Spreadsheet form 4

· Spreadsheet 5 (3 pages)

· Spreadsheet form 5

· Spreadsheet Final

· Spreadsheet form in-progress

· Spreadsheet form Final

Items needed to complete this unit:


Computer


Overhead projector


Overheads of each completed spreadsheet

This unit took the students approximately 3 weeks to complete.

This unit was used for the Computer 1 classes.  For Computer 2 classes, they had to complete a variety of graphs to document the information in these Spreadsheets, as well.

If you have any questions, feel free to call or email me.

Ms. Connie Zimbleman

Takini School

HC 77, Box 537

Howes, SD 57748

(605) 538-4399

cjloup@hotmail.com

SCORING SHEET



STUDENT’S NAME
PROJECT
SCORE


Introduction



Information review



Term Worksheet



Spreadsheet 1



Terms Test



Spreadsheet 2



Spreadsheet 3



Formulas



Spreadsheet 4



Spreadsheet 5



Spreadsheet Final






















































01Scoring Sheet

THE EXCEL WINDOW

Title bar—at the top of a window identifies the window.

Menu bar—is located directly below the title bar

Toolbars—two rows of square buttons (or tools) and list boxes, located below the menu bar, makes up the toolbars.

Formula bars—located immediately below the toolbars, displays the data typed or edited.  When working with formulas, they may be correct here.  

Worksheet window or workbook window—the sheet you are creating, editing or using.  The worksheet window includes a series of vertical columns identified by lettered column headings and a series of horizontal rows identified by number row headings

Cell—is the rectangular area where a column and a row intersect.  Each cell is identified by a cell reference, which is its column and row location.  (The cell reference B6 indicates the cell when column B and row 6 intersect.)  The column letter is always first in the cell reference.

Active cell, indicated by a black border, is the cell you select to work with.

Pointer—the indicator that moves on your screen as you move your mouse.  The pointer changes shape to reflect the type of task you can perform at a particular location.

Scroll bars—Vertical scroll bar (on the far right side of the workbook window) and the horizontal scroll bar (in the lower-right corner of the workbook window) lets you move quickly around the worksheet.

Sheet tabs—lets you move quickly between sheets by simply clicking the sheet tab.  You can also use the sheet tab scroll buttons to see sheet tabs hidden from view.

Windows Taskbar—located at the bottom of the screen contains a program buttom for every program currently running.

Undo Button—you can cancel the last change—and only the last change—you made to the worksheet.  

Excel Functions:

AutoSum—A button used to create a formula that automatically totals values with the SUM Function.

Sort Ascending—A button used to alphabetize data (A to Z).
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Sort Descending—A button used to used to alphabetize data (Z to A).

Increase Decimal—A button used to add decimals to a number.

Decrease Decimal—A button used to eliminate the decimal in a number.

Currency Style Button/Percent Style Button/Comma Style Button—These can be used to format numbers to achieve the best look.

NAME______________________________________________

DATE______________________________________

Define the following terms:

1. Row Titles:

2. Column Headings:

3. Cell:

4. Active Cell:

5. AutoSum:

6. Undo Button:

7. Sort Ascending/Sort Descending:

8. Formula:

NAME _________________________________

DATE __________________________________

Circle the correct answer(s).

The following questions relate to the Excel spreadsheet.

1. The cell is:

a. the rectangular area where a column and a row intersect.

b. part of the menu bar.

c. used to split the worksheet window into two parts.

2. The active cell is indicated by:

a.   the slide bar at the right side of the window.

b. darker border around the rectangular area.

c. tabs at the bottom of the Excel window.

3. The formula bar shows:

a. the active cell address or active cell reference.

b. the data that is in the active cell.

c. both a and b.

4. The pointer:

a.  is the indicator that moves on the screen as the mouse is moved.

b. may change shape depending on where it is on the screen.

c. is located on the left and right hand.

5. The sheet tabs:

a. are located in a three ring binder.

b. are colored.

c. Lets you move quickly between sheets by quickly clicking on the tab.
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6. Scroll bars:

a. are located on the far right and bottom of the worksheet.

b. can cancel the last change

c. is the location of the autosum box.

7. The AUTOSUM feature allows:

a.   the user to end the worksheet job.

b. the user to quickly add rows and columns.

c. the user to put in lines in the worksheet. 

8. The AUTOFORMAT feature allows:

a. graphics to be entered into the worksheet.

b. the user to choose the format ($, lines, commas, etc) to put into the worksheet.

c. the worksheet to be opened.

9. When entering numeric information into the worksheet, normally:

a. the numbers left align in the cell.

b. the numbers right align in the cell.

c. which ever the user chooses.

10. When entering text information into the worksheet, normally:

a. the text will left align in the cell.

b. the text will right align in the cell.

c. which ever the user chooses.

11. In which class are you studying the Excel Worksheet?

a. Computers I

b. Computers II

c. Uncertain

Formulas specify the calculations you want Excel to perform.  Formulas can contain numbers or cell references.  The result of the formula appears in the cell where you entered the formula.  

Formulas always being with an equal sign (=), and other mathematical operators such as +  is addition, - is subtraction, * is multiplication, and / is division.  When using a series of cells in a formula use the : to indicate the first cell address and the last cell address (example:  =Sum(D14:D18).

[image: image1..pict]
SPREADSHEET 1

1. Open a spreadsheet.

2. Cell B4, enter Gas, right arrow, C4, enter Oil, right arrow, D4, enter Tires, right arrow,E4, enter Insurance, right arrow, F4, enter Total Cost.  Enter

3. Cell A5, enter Bonefield, Dallas.  Return

4. Cell A6, enter Graham, Ralph.  Return

5. Cell A7, enter Reynolds, Adam.  Return

6. Cell A8, enter Smith, Tom.  Return

7. Cell A9, enter Total.

8. Adjust Column A so the names fit.

9. In Cell B5 enter 40, right arrow, C5 enter 10, right arrow, D5 enter 15, right arrow,  E5 enter 10.

10. In Cell B6 enter 15, right arrow, C6 enter 5, right arrow, D6 enter 5, right arrow,  E6 enter 8.

11. In Cell B7 enter 20, right arrow, C7 enter 7, right arrow, D7 enter 8, right arrow,  E7 enter 15.

12. In Cell B8 enter 25, right arrow, C8 enter 12, right arrow, D8 enter 15, right arrow,  E8 enter 10.

13. Use the AUTOSUM feature to add each of the 4 rows, Total into Column F.

14. Use the AUTOSUM feature to add each of the 5 columns, Total into Row 9.

15. Cell A1, type in all caps, CAR COST.  Center over the 6 columns.

16. Cell A2, type in initial caps, Per Week.  Center over the 6 columns.

17. Highlight Cell A4 through Cell F9.  Use the AUTOFORMAT feature (Format, Autoformat, Accounting 2, OK) to format the spreadsheet.

18. Cell A12, type your name.

19. Cell A13, type date.

20. Preview document, make any necessary changes.

21. Save AS SP1.

22. Print

Per Week














Gas
Oil
Tires
Insurance
Total Cost

Bonefield, Dallas
 $   40.00 
 $   10.00 
 $   15.00 
 $   10.00 
 $    75.00 

Graham, Ralph
      15.00 
        5.00 
        5.00 
        8.00 
       33.00 

Reynolds, Adam
      20.00 
        7.00 
        8.00 
      15.00 
       50.00 

Smith, Tom
      25.00 
      12.00 
      15.00 
      10.00 
       62.00 

TOTAL
 $ 100.00 
 $   34.00 
 $   43.00 
 $   43.00 
 $  220.00 















Name






Date






SPREADSHEET 2

23. Open a spreadsheet.

24. Cell B4, enter Green Beans, right arrow, C4, enter Potatoes, right arrow, D4, enter Laundry Detergent, right arrow, E4, enter Milk, right arrow, F4, enter Bread, right arrow, G4, enter Total.  Adjust the column widths so names fit.  Right align these column entries.

25. Cell B5, enter 16 oz. Can, right arrow, C5, enter 10# Bag, right arrow, D5, enter 24 oz. Dry, right arrow, E5, enter 1 Gallon, right arrow, F5, enter 1.5# Loaf.  Right align these column entries.

26. Cell A6, enter Sam’s Food Market.

27. Cell A7, enter Praire Groceries.

28. Cell A8, enter Ron’s Foods.

29. Cell A9, enter Lueders. 

30. Cell A10, enter Surway Foods.

31. Cell A12, enter Total Cost By Product.

32. Adjust Column A so the names fit.

33. In Cell B6 enter .98, C6 enter 1.50, D6 enter 3.35, E6 enter 2.28, F6 enter .90.

34. In Cell B7 enter .75, C7 enter 1.10, D7 enter 2.79, E7 enter 1.18, F7 enter .85.

35. In Cell B8 enter .50, C8 enter .75, D8 enter 3.99, E8 enter 2.99, F8 enter .93.

36. In Cell B9 enter .66, C9 enter 1.75, D9 enter 2.50, E9 enter 2.35, F9 enter .60.

37. In Cell B10 enter .45, C10 enter 1.60, D10 enter 2.00, E10 enter 2.40, F10 enter 1.90.

38. Use the AUTOSUM feature to add each of the 5 rows, total into Column G.

39. Use the AUTOSUM feature to add each of the 6 columns, total into Row 11.

40. Highlight the table from A4 through G11.  Format the Table using AUTOFORMAT (FORMAT, AUTOFORMAT, ACCOUNTING 2).

41. Cell A1, type in all caps, GROCERY PRICE COMPARISON.  Center over the 7 columns.

42. Cell A2, type in initial caps, Week of January 24, 2000.  Center over the 7 columns.

43. Cell A13, type Research By (your name).

44. Cell A14, type date.  

45. Preview document, make any necessary changes.  This spreadsheet must fit on one sheet.

46. Save AS SP2.

47. Print

GROCERY PRICE COMPARISON







Week of January 24, 2000
















Green Beans
Potatoes
Laundry Detergent
Milk
Bread
Total


16 oz. Can
10# Bag
24 oz. Dry
1 Gallon
1.5# Loaf


Sam's Food Market
 $           0.98 
 $    1.50 
 $                   3.35 
 $    2.28 
 $    0.90 
 $  9.01 

Praire Market
              0.75 
       1.10 
                      2.79 
       1.18 
       0.85 
     6.67 

Ron's Foods
              0.50 
       0.75 
                      3.99 
       2.99 
       0.93 
     9.16 

Lueders
              0.66 
       1.75 
                      2.50 
       2.35 
       0.60 
     7.86 

Surway Foods
              0.45 
       1.60 
                      2.00 
       2.40 
       1.90 
     8.35 

Total Cost By Product
 $           3.34 
 $    6.70 
 $                 14.63 
 $  11.20 
 $    5.18 
 $41.05 









Research By (your Name)







Date







SPREADSHEET 3

Create a worksheet that will show the following data:

Company Name:  ENCORE MUSICAL INSTRUMENTS

Subtitle:  Division Revenue (in thousands)

Heading for Cell B4:  1992

Heading for Cell C4:  1993

Heading for Cell D4:  1994

Title for Cell A5:  Electronics
Title for Cell A6:  Acoustics

Title for Cell A7:  Pro Studio Equipment
Title for Cell A9 Space twice:  TOTAL REVENUE
You may need to adjust Column A to accommodate the  titles.

Figures for:  B5 enter 233700  C5 enter 359200  D5 enter 523600
Figures for:  B6 enter 279700  C6 enter 350800  D6 enter 446400
Figures for:  B7 enter 202200  C7 enter 344600  D7 enter 499000

In Row 9, AutoSum Columns B, C, and D.

Format Row 5 and Row 9 with the dollar sign ($), comma, No decimal (use the Decrease decimal funtion).

Format Row 6 and Row 7 with comma, No decimal (use the Decrease decimal funtion).

Autoformat  the worksheet.

Merge and Center the Company name and Subtitle over the columns.

Type name and the date on worksheet

Preview the spreadsheet.

Save as SP3

Print

ENCORE MUSICAL INSTRUMENTS




Division Revenue (in thousands)










1997
1998
1999

 Electronics 
 $233,700 
 $    359,200 
 $    523,600 

Acoustics
   279,700 
       350,800 
       446,400 

Pro Studio Equipment
   202,200 
       344,600 
       499,000 






TOTAL REVENUE
 $715,600 
 $ 1,054,600 
 $ 1,469,000 






Name




Date




SPREADSHEET 4

The ABC Sports Store wanted to create a spreadsheet to document the turnover of inventory by the month.

We will help them.

Create a worksheet with the following information.  This spreadsheet will be saved as SP4:

Title in All Caps and Bold:  
ABC SPORTS STORE

Subtitle in initial caps:
Inventory for January, 2000

Inventory

Purchases
Sales

Inventory


January 1, 2000  
January
January
January 31,2000

Basketballs

10

15


8




Soccerballs
  
5

  0


2

Baseballs
  
8

  2


4

Footballs
  
3

  2


0

Hockey Pucs
 
10

  0


9

   Subtotal

Tennis Rackets  
4

   1


4

Ping Pong Paddles 
6

   4


5

Pool Cues
  
4

   1


0

Hockey Clubs    
5

   0


2

  Subtotal

Hackey Sacs
  
18

    2


10

Frizbees
  
12

    3


  4

Marbles

11

    4


13

  Subtotal

Nike Shoes
   
20

    5


16

Saucony Shoes   
15

   10


8

Reebok Shoes   
10

   10


0

Easy Spirit Walkers
  5

     0


0

  Subtotal

      TOTALS

Your Name

Date

Enter the above information as shown; space 2 times before typing “Subtotal and 4 times before typing “TOTALS”.

To format the date in Column B and E-(FORMAT, CELL, NUMBER, DATE, mmddyyy).

Bold the Column Headings.

Adjust any cell widths to accommodate the data.

The items will be alphabetized after you enter the equipment names and the figures for each group.  Highlight the names and the figures, click on Sort Ascending Key.

AutoSum will be used to calculate the subtotal for each column the groups.  

A formula will be set up to calculate each row (CellB__+CellC__-CellD__).

A formula will be set up to calculate the TOTALS (Column__12+Column __18+Column __23+Column__29).

Bold the TOTALS row including the figures.

Merge and center the Title and Subtitle.

Highlight the figures starting with B7 through E30, and center for a balanced look.

Name 

Date

Preview the spreadsheet

Save As SP4

Print



ABC SPORTS STORE



Inventory for January, 2000












Inventory
Purchases
Sales
Inventory


January 1, 2000
January
January
January 31, 2000







Baseballs
8
2
4
6

Basketballs
10
15
8
17

Footballs
3
2
0
5

Hockey Pucs
10
0
9
1

Soccerballs
5
0
2
3

  Subtotal
36
19
23
32







Hockey Clubs
5
0
2
3

Ping Pong Paddles
6
4
5
5

Pool Cues
4
1
0
5

Tennis Rackets
4
1
4
1

  Subtotal
19
6
11
14







Frizbees
12
3
4
11

Hackey Sacs
18
2
10
10

Marbles
11
4
13
2

  Subtotal
41
9
27
23







East Spirit Walkers
5
0
0
5

Nike Shoes
20
5
16
9

Reebok Shoes
10
10
0
20

Saucony Shoes
15
10
8
17

  Subtotal
35
25
24
36

    TOTALS
131
59
85
105







Connie Zimbleman





1/31/00











Save as Sp5

The information that will be used to build this spreadsheet.




1st


Projected Increase 




Quarter


Per Quarter

Sales


$60,000


2%

Salaries
 
 35,000


(given below)

Rent


   9,000


(Constant for all periods)

Telephone

   1,000


5%

Office Supplies       
      750


$50

Miscellaneous

   1,000


 3%

Building the spreadsheet:

1. Open the spreadsheet

2. Starting in Cell A1, enter in all caps - sales.  Return

3. Cell A3 enter in all caps - expenses.  Return

4. Cell A4, space twice with the spacebar, then type in all caps - salaries.  Return

5. Cell A5, space twice with the spacebar, then type in all caps - rent.  Return

6. Cell A6, space twice with the spacebar, then type in all caps - telephone.  Return

7. Cell A7, space twice with the spacebar, then type in all caps - office supplies.  Return

8. Cell A8, space twice with the spacebar, then type in all caps - miscellaneous.  Return

9. Cell A9, space four with the spacebar, then type in all caps - total expenses.  Return

10. Cell A11 enter in all caps - gross profit.

11. Adjust Column A to accommodate the row titles.

Entering the Assumptions:

1. Cell A13, in all caps type - growth rate.  Return

2. Cell A14, in all caps type - assumptions.  Return twice

3.   Cell A16, in all caps type - sales.  Return

3. Cell A17, in all caps type - telephone.  Return

4. Cell A18, in all caps type - office supplies.  Return.

5. Cell A19, in all caps type - miscellaneous.   Return.

6. Cell C16 and type 1.02. Enter.  Click on C16, on the lower right corner of the active cell and pull the Cell out to the right side of Column E.  Release the corner.  The figure 1.02 should have copied into Cells D,  & E.

7. To input the TELEPHONE, OFFICE SUPPIES AND MISCELLANEOUS expense rates for Quarter 2:  type 1.05 in Cell C17, return, type 50 in Cell C18, return, type 1.03 in Cell C19.  Copy the figures into Cells D & E with the same method as in Step 6.

8. To enter the SALES amounts for the first quarter:  Move to Cell B1, enter 60000.  To enter the formula to calculate the new figure, move the pointer to Cell C1, type  =B1*C16, right arrow.  In Cell C1, 61200 should appear.  Using the copy Command, fill in Cells D1 and E1.

9. To fill in the SALARIES, move to Cell B4, type in 35000, right arrow, C4 type in 35500, right arrow, D4  type in 36200, right arrow, E4 type in 37000.

10. To fill in the RENT, move to Cell B5, type in 9000.  Fill in Cells C5, D5 and E5 using the Copying Command as was done in #6.

11. To fill in the TELEPHONE, move to Cell B6, type in 1000, right arrow.  To enter the formula to calculate the new figure, move the pointer to Cell C6, type =B6*C17.  In Cell C6, 1050 should appear.

12. Using the copy command, fill in Cells D6 and E6.

13. To fill in the OFFICE SUPPLIES, move to Cell B7, type in 750, right arrow.  To enter the calculate the increase for each quarter, move the pointer to Cell C7, type =B7+C18.  In Cell C7 800 should appear.

14. Using the copy command, fill in Cells D7 and E7.

15. To fill in the MISCELLANEOUS, move to Cell B8, type in 1000, right arrow.  To enter the formula to calculate the new figure, move the pointer to Cell C8, type =B8*C19.  In Cell C8, should appear 1030.

16. Using the copy command, fill in Cells D8 and E8.

17. Use the AutoSum feature to calculate row totals and put into Column  F.

18. Use the AutoSum feature to calculate the Total Expenses in Columns B, C, D and F.

19. Create a formula to calculate the Gross Profit.  (Sales minus Total Expenses).

20. Use the Decrease Decimal feature in Columns C, D E and F.  No decimal or zeroes should appear in the figures.

21. Move to Cell A1.

22. Click on Insert,  click on Row twice, this will insert 2 rows at the top of the worksheet.    

23. For Column headings type in QTR 1—in Column B, QTR 2—in Column C,  QTR 3—in Column D, QTR 4—in Column E, YR TOTAL—in Column F.

24. Return to Cell A1, click on Insert, click on Row three times.

25. In Column A1 type in all caps and bold ABC Company, center over the worksheet columns

26. In Column A2 type in initial caps budget, center over the worksheet columns.

27. Format Row 6 with the $ sign, but NO decimals.

28. Format Row 9 through Row 14 with only commas.

29. Format Row 16 with the $ sign, and No decimals.

30. Columns may need to be adjusted to accommodate the figures.

31. Cell A26, enter your name.

32. Cell A27, enter date.

33. Save as SP5, then print.

ABC COMPANY






Budget














QTR 1
QTR 2
QTR 3
QTR 4
YR TOTAL








SALES
 $   60,000 
 $  61,200 
 $    62,424 
 $   63,672 
 $      247,296 








EXPENSES






  SALARIES
      35,000 
     35,500 
       36,200 
      37,000 
         143,700 

  RENT
        9,000 
       9,000 
         9,000 
        9,000 
           36,000 

  TELEPHONE
        1,000 
       1,050 
         1,103 
        1,158 
             4,310 

  OFFICE SUPPLIES
           750 
          800 
            850 
           900 
             3,300 

  MISCELLANEOUS
        1,000 
       1,030 
         1,061 
        1,093 
             4,184 

    TOTAL EXPENSES
 $   46,750 
 $  47,380 
 $    48,213 
 $   49,150 
 $      191,494 








GROSS PROFIT
 $   13,250 
 $  13,820 
 $    14,211 
 $   14,522 
 $        55,803 








GROWTH RATE






ASSUMPTIONS













SALES

1.02
1.02
1.02


TELEPHONE

1.05
1.05
1.05


OFFICE SUPPLIES

50
50
50


MISCELLANEOUS

1.03
1.03
1.03









Connie Zimbleman






2/7/200






FINAL SPREAD SHEET

Save as SPF

This spreadsheet will show the number of 2 point shots, 3 point shots and free throws by each player.  Those figures will be calculated to show the points for each type of shot and total points for each player.  The point columns will be totaled to arrive at the final game score.  The Average Points Per Player will be calculated, also.

1. Open a spreadsheet.

2. Cell A1-title for spreadsheet, bold and caps:  BASKETBALL SCORES

3. Cell A2-subtitle for spreadsheet, format cell: 2/1/00.

4. Starting in Cell B4, enter the Column headings.  Leave Cell E blank.

5. Adjust the Column Headings to fit the data.

6. Starting in Cell A5 through A13, enter the names of the players.  Adjust the columns if necessary.

Duriel W.
10
5
2

Bernie ITW.
4
0
2

Wanbli CE.
5
1
2

Thomas C.
3
0
0

Tate L.
4
0
2

Jordon K.
3
0
4

Jay S. J.
4
1
2

Ian W.
2
0
0

Emmette L. S.
1
0
1

7. Enter the statistics in Columns B5 through D13.

8. Alphabetize the data in Cell A5 through D13.

9. Cell A14, enter TOTAL

10. In Cell F5, enter a formula to multiply Cell B5 by 2.  Copy the formula down the column to Row 14.

11. In Cell G5, enter a formula to multiply Cell C5 by 3.  Copy the formula down the column to Row 14.

12. In Cell H5, enter a formula to multiply Cell D5 by 1.  Copy the formula down the column to Row 14.

13. AutoSum Row 5 through Row 13, starting in Columns F, G, and H to calculate PLAYER PTS.

14. AutoSum Columns F, G, H and I starting in Row 5 to calculate TOTAL.

15. In Cell A16, enter Average Points

16. In Cell A17, enter Per Player

17. In Cell B17, enter a formula to divide Cell I14 by the number of players (9) to calculate the average number of points per player.

18. Center the Title and Subtitle over the columns used.

19. Format the Spreadsheet starting in Cell A4 through Cell I14.

20. Name in Cell A19.

21. Date in Cell A20.

22. Preview Spreadsheet.  It must fit on one sheet horizontally;  make any necessary adjustments.

23. Save As SPF

24. Print

BASKETBALL SCORES









2/1/00




















2 Pt
3 Pt
Free Throws

2 Pt Total
3 Pt Total
1 Pt Total
PLAYER PTS 

Duriel W.
10
5
2






Bernie ITW.
4
0
2






Wanbli CE
5
1
2






Thomas C.
3
0
0






Tate L.
4
0
2






Jordon K.
3
0
4






Jay S. J.
4
1
2






Ian W.
2
0
0






Emmette L. S.
1
0
1


























BASKETBALL SCORES
2/1/00


2 Pt
3 Pt 
Free Throws

2 Pt Total
3 Pt Total
1 Pt Total
PLAYER PTS


Bernie ITW
4
0
2

8
0
2
10


Duriel W.
10
5
2

20
15
2
37


Emmette LS
2
0
1

4
0
1
5


Ian W
3
0
0

6
0
0
6


Jay SJ
4
1
2

8
3
2
13


Jordan K
3
0
2

6
0
2
8


Tate L
3
0
2

6
0
2
8


Thomas C
3
0
0

6
0
0
6


Wanbli CE
5
1
2

10
3
2
15


TOTAL




74
21
13
108













AVG Points










Per Player
12




















Name










Date
























05 Terms Test








