LESSON

Practice It Activities

1. Format a Worksheet

Follow the steps to complete the activity.

Step-By-Step
‘lw FIGURE 3.45 Font box in Font group

Office-jkingl xlsx - Microsoft Excel

o Open the data file

A\
(Ca )
[ ]

) "

Home * age Layout Formulas Data Review View
Office.xlsx. Save as: e _ T - e
) o j ®  Bookmanoids~11 v [A A7| [Z ==|¥| ZF Gceneral - B éj i:r‘,j [_‘4 .
Office-[your first initial and ol ‘ S ———— S -
| Paste | ByeL O || £ - Sy v A-( === | Eg- IS~ % o *s8 39| Conditional Format Cell o
o4 j b ! Formatting ~ as Table ~ Styles ~ u,_J
'aSt nameﬂ g Clipboard Font e ila Alignment ] Number &~ Styles
9 Select A1:E7. On the lL..Aa kb 9 : P LoD LuiE F G H I
Home tab. in the Font 1 October Novemb«Decembe¢Total
’ 2 |Rent 2500 2500 2500 7500
group, choose the font 3 [Utilities 1135 1244 1437 3816
Bookman Old Style (see 4 |Office st 312 246 133 691
Figure 3.45). 5 [Support 1002 1200 1104 3306
6 [Misc. 111 354 596 1061
e Select A2:A7. Change the 7 [Total 5060 5544 5770 7500
8 |
Font Size to 12. Click g1
Bold|B| 10
- 11
a From the Border drop-down 12
list, choose Right Border. 13
Select B1:E1. Click
e Bold FIGURE 3.46 Modify column width
o .
(@ o, R 5 Office-jkingl.xlsx - Microsoft Excel
0 Change the FOI'It Size - | Home - lnsenr = Page Laygy‘f Formulas Dara Review View
to12. [ ;& Calibri -1 - AL |F = |Sf  General - 15 ;};;’2 1
LL’ = 5 ‘ . | 0 «.0 .00 on I—iOnB orma
= | i3 = aieal éﬁ' P8 om o S d] Fcormc;:tingl' afTab!et' St§l
On the Border drop'dOWn Clipboard Sl Font 1 _ Alignment ~ Number IF] Styles
list, choose Bottom | 118 * @ |
A B C D E F
Border.
1] October November December Total
e RSBl ER 2 Rent 2500 2500 2500 7500
T A —— 3 |Utilities 1135 1244 1437 3816
. . 4 |Office Supplies 312 246 133 691
by Inarease: tie-width it 5 Support Services 1002 1200 1104 3306
columns A, B, C, D, and E. 6 Misc. 111 354 596 1061
. 7 Total 5060 5544 3770 73500
0 €DCHECK) Your screen 3|
should look like Figure 3.46. 9 |
Save and close your file. 10
11|
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LESSON

Stép-By-Step
\t

o Open your Office-1 file.
Save as: Office-[your first

initial and last name]2.

Select A1:E7. Choose
Home> Styles>Format
as a Table. Select Table
Style Light 9. Click OK.

12/

Select B2:E7. Choose
Home>Cell Styles>
Currency (see Figure
3.47). If necessary, double-

3

click the lines between
column headings to
increase the width of
columns B, C, D, and E.

In cell A1, change the
column heading to
Monthly Expenses.

Change the Font Size
to 12. Adjust the column
width, if necessary.

o

©CHECK) Your screen
should look like Figure 3.48.

o

O Save and close your file.

Lesson 3: Practice It Activities

Practice It Activities

2. Format As a Table and Use Cell Styles

Follow the steps to complete the activity. You must complete Practice It

Activity 1 before doing this activity.

FIGURE 3.47 Currency style selected in Cell Style menu

N = Office-jking2xlsx - Microsoft Excel Table Tools - = X
i1 E
J Home | Insert Page Layout Formulas Data Review View Design © - o x
& TR . By 4 SInsert ~ ® v A ¥
Bookman OldS~ 11 ~|A° A7| = = &=||¥~| |EF | Genenal > = q
) & = {iad | kﬂ 3 Delete + | [~ zT \}&
Paste | ME==Ral e B - || &8 - |[«@ 08| Conditional Format | Cell " Sort & Find &
e g (Bi2 T |E ) O A || N 2 W 3 Bl (8% o [ g ot Tabte - syies | (EJFormot - | 27 Fier~ setect- |
|/ Clipboard [ . i Font m : Alignment Ilum!:[tr Good, Bad and Neutral
B2 - £ 2500 [ Normal | Bad Good Neutral
A | B C D E Dataand Model
fll Cotvmat____H October B Novombes B Decomber H Tota![[STRTAI| mssceans R T
2 Rent $2,500.00 $ 2,500.00 $ 2,500.00 $7,5 i e . SR
T arning Te
3 Utilities $1,135.00 $ 1,244.00 $ 1,437.00 $3,8]°F DINRLEX
4 Office Supp $ 31200 $  246.00 $  133.00 $ 6 TMesandreadings -
5 Support Services | $1,002.00 $ 1,200.00 $ 1,104.00 $3,3 Heading 1 Heading2  Heading3 Heading 4 I
6 Misc, $ 111.00 $ 354.00 $ 506.00 $1,0¢ Themed Cell Styles
7 Total $5,060.00 $ 5,544.00 $ 5,770.00 $7,5( 20%-Accentl 20%-Accent2 20%-Accent3  20%-Accentd  20%
8
9 40%- Accentl  40%- Accent2  40%- Accent3  40% - Accentd  40%
10 ! A
i e T [
13l Number Format
14 Comma Comma [0] | Currency Currency [0] Per
15 5] New Cell Style.. A
16 | Z1 Merge Styles..
17 o o » 4
18
il [Currency format |
21
22|
23
24
i <> v Sheet1 Sheet2 /Sheet3 ¥ 7T L
Ready | Average: $2350.25  Count: 24 Sum: $56,622.00 |00 Hja

FIGURE 3.48 Column header added to cell A1

(o) 90 s Office-jking2.dsx - Microsoft Excel )
o | Home | Inset  Pagelayout  Formulas  Data  Review  View
_ﬁ b caion u A a| (= =] S cenem . Eél 4!‘2 l__;g i::::e
' r{ New column head b -| (B = (3 o) s~ (s - % o[58 28 Condtions Fomat ool oy
| Clipboard |_Font i Alignment | Columns AutoFit l Styles Cells
H18 - £ 1
B C D E F

'l Monthly Expenses [ October fj November 3 December g Total v

2 Rent $2,500.00 $ 2,500.00 $ 2,500.00 $ 7,500.00

3 Utilities $1,135.00 $ 1,244.00 $ 1,437.00 $ 3,816.00

4 Office Supplies $ 312.00 $ 24600 $ 133.00 $ 691.00

5 Support Services | $1,002.00 $ 1,200.00 $ 1,104.00 § 3,306.00

6 Misc. $ 111.00 $ 354.00 $ 596.00 $1,061.00

7 Total $5,060.00 $ 5,544.00 $ 5,770.00 $ 7,500.00

o |

9 [Currency formatted | {
10

11

12

12 —_—
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LESSON

Step-By-Step
b

o Open your Office-2 file.
Save as: Office-[your first
initial and last name]3.

9 Choose Home>Cells>
Format. Under Organize
Sheets, click Rename

Sheet.

Key: Monthly Expenses.

Press | .

Choose Home>Cells>
Format. Under Organize
Sheets, click Tab Color.

Select Red.

ECHECK) Your screen
should look like Figure 3.49.

Choose Page Layout>
Page Setup>
Background.

© ©000 0O

Navigate to the folder
containing the data file
Officelnc.JPG. Select the
file. Click Insert.

ECHECK) Your screen
should look like Figure 3.50.

19

@ Save and close your file.

Lesson 3: Practice It Activities

Practice It Activities

Daty

3. Add a Background and Rename a Worksheet 5

>
File

Follow the steps to complete the activity. You must complete Practice It

Activity 2 before doing this activity.

FIGURE 3.49 Tab color added to worksheet

(“’65\‘ Q- s Office-jking3.xlsx - Microsoft Excel
o Home Insert | Page Layout | Formulas Data Review View
nColors - Fef s 3 f:] 31 Width: Automatic ~  Gridlines | Headings 5
[A]Fonts - = Jj lj r AI —Lj 3] Height: Automatic ~ | V' View | V| View = -}SendtoBaf
Margins Orientation Size Print  Breaks Background Print g o 1
[O] effects ~ & 5 Al R Titles || A Scale:  100% Print print || %, Selection P
Themes Page Setup [F] Scale to Fit el Sheet Options ™ Arrl
| L26 - %]
| A B | C D E E G H | J
Il Monthiy Expenses B October [ November [ December §§ Total B3
2 Rent $ 2,500.00 $ 2,500.00 $§ 2,500.00 § 7,500.00
3 |Utilities $1,135.00 $ 1,244.00 $ 1,437.00 S 3,816.00
4 |Office Supplies $ 312.00 § 246.00 § 133.00 $ 691.00
5 Support Services $ 1,002.00 $ 1,200.00 $ 1,104.00 $ 3,306.00
6 |Misc. $ 111.00 s 354.00 $ 596.00 $ 1,061.00 ‘
7 |Total $ 5,060.00 $§ 5,544.00 $ 5,770.00 $ 7,500.00 1
8
9

21
22
23

2+ | Worksheet named |

26 |
LLLL‘M Sheet? , "Sheet3 ~¥J [ I
s i@ﬂlﬂm.@d
FIGURE 3.50 Office Inc. background added to worksheet
{/jc!_n w9 s Office-jking3.xlsx - Microsoft Excel
i)
Home Insert Page Layout Formulas Data Review View
nColors - —:I bn 3 ‘”‘ ] =l {34 Width: Automatic ~  Gridlines |Headings J; Bring
. Fonts ~ 1 lj E /l —&J _j 7] Height: Automatic ~ ¥ View |V View | -} Sendt
Themes Margins Orientation Size  Print Breaks  Delete Print X X @ .
. Effects = - - - Area~ ~  Background Titles 4] Scale: 100% Print Print | H; Selecti
Themes Page Setup F} Scale to Fit ] Sheet Options 1%
T = Gl
A B C D E E G H | o
1 onth rpenses ober §4 November 4 December j4 Tota v
2 Reat $ 2,500.00 $ 2,500.00 $ 2,500.00 $ 7,500.00
3 |Utilities $ 1,135.00 § 1,244.00 $ 1,437.00 § 3,816.00
4 |Office Supplies $ 312.00 $ 246.00 $ 133.00 $ 691.00
5 Support Services $ 1,002.00 $ 1,200.00 $ 1,104.00 $ 3,306.00
6 Misc. $ 111.00 § 354.00 8 596.00 $ 1,061.00
7 |Total $ 5,060.00 § 5,544.00 § 5,770.00 § 7,500.00
8
9 7\ Na r
10 { /u 1 ‘_\ N Era ,\r‘l
" \JIMTICEINC
13
14
15
18 i
17
18 |
19 - me . 1
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Step-By-Step
i

0 Open the data file

Planner.xlsx. Save as:

Planner-[your first initial and
last name]4.

Change the Font Size of
A2:C2to 12.

Bold the text in A2:C2.
Change the font of A1 to
font size 14 and Bold.

Adjust the width of
column A.

Change the Font Color of

®© 0 00

row 2 and column A to
blue. Center the title in A1
across A1:C1.

Q

@CHECK) Your screen
should look like Figure 3.51.

In column B, list how you

€

spend your after-school
hours. In column C, list how
you could spend your time
more efficiently.

9 Adjust the width of columns

B and C.

E)CHECK) Your screen
should look similar to
Figure 3.52.

@ Save and close your file.

Lesson 3: You Try It Activities

You Try It Activities

vaty
4. Schedule Change Q

File
One characteristic of being flexible is the willingness to change the way you

do things. Create a schedule that lists the way you typically spend your
after-school and evening time. Consider the things you normally do such as
chores. Next to that list, key in how you think you might be more efficient
during those hours. Remember to proofread for mistakes.

FIGURE 3.51 Planner with formatting applied

G H9-o- s Planner-jking4 xlsx - Microsoft Excel
\ -y Home | Insert Page Layo}:t Formulas Data Review View
THE am RS (e (3o - BH S T
baste (B 7 u-m-[&- A |EEFFEE S (8- % W8 Condon Tomat e || B Forma
Clipboard ™ Font F] Alignment ] Number ] Styles Cells
[ ks v Cacide]
' A B c D E F & H —
1 Schedule
2 Time Activity Change
3 2pm-4pm
4 4pm-6pm
5 |6pm-8pm
6 8pm-10pm
7
8
. |
10
11

|

FIGURE 3.52 Completed planner

e, 1) = B R s Planner-jking4 xisx - Microsoft Excel
) v
«j | Home | Insert Page Layout Formulas Data Review View
b e | [ - thb) () g Insert v
By & Catbri -1 A (=] |5 Genenl - k,}‘] 1354 g P 3
. 23 4 % Delete - | g]

o

ste (B 2 U-[E-[O- Ac] [ RFEE E- (s - % o |[u A Codtoral Fomat col

Formatting ~ as Table ~ Styles ~

;:_'] Format~ 2

Clipboard ™ Font F] Alignment £ Number 2 Styles Cells
| s < K ) —
( A B g D E
1 Schedule
2 Time Activity Change
3 2pm-4pm Hang out with friends Homework with friends
4 4pm-6pm Sleep Homework alone 1
5 6pm-8pm Eat dinner, do homework Help prepare dinner, eat, help clean up
6 8pm-10pm Watch television Watch television, get ready for next day ]
74
8
: |
10
11
12
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Step-By-Step
i

o Open the data file

Backpacking.xlsx. Save

the file as: Backpacking-
[your first initial and last
name]5.

e Add a bottom border for
cells A1:C1.

0 Select A1:C1. Bold and
center the cell contents.

a In each column, list three
items you would need for
that category. Adjust the
width of each column.

e E)CHECK) Your screen

should look similar to
Figure 3.53.

6 Rename the worksheet tab
Packing and change the
tab color to Green.

0 Choose Page

Layout>Page Setup>
Background. Locate the
data file Pack.JPG and
insert it.

e Hide Sheet2 and Sheet3.

Q OCHECK) Your screen

should look similar to
Figure 3.54.

@ Save and close your file.

Lesson 3: You Try It Activities

You Try It Activities

Oaty
5. Being Prepared B

File
As part of a contest, you and a group of friends must spend a week in the
wilderness living out of a backpack. Create a worksheet to list what you

should take on your trip.

FIGURE 3.53 Backpacking list

’/Té;%\‘ ‘g ) .‘ o s Backpacking-jking5.xlsx - Microsoft Excel ’
- | Home | Insert ?ageLayout Formulas Data Review View
| ﬁ‘ $  Caiibr Jdu C[A A [E =] (S cenem - L ([
f ;a::] q:j.[n I U-|# A-lE _=_==||)<_$|§\lg§v |'$ - % |8 578 C°’§%n" F"%f' cen
| 4 b ! X Formatting ~ as Table ~ Styles ~
| Clipboard ™ Font F] Alignment IF] Number F] Styles
[ = — = ! : L
A | B | c . D E F G

1 Clothing Food Gear

2 Socks Water Tent

3 | Hiking Boots Dry Soup Mix Backpack

4 Jacket Trail Mix Sleeping Bag

5

8.

7

5

9 |

10 |

FIGURE 3.54 Formatted backpacking list

En) 9 Backpacking-jkingS.xlsx - Microsoft Excel
) Home  Insert | Pagelayout | Formulas Data Review  View

A B colors - ™ [j @ =R T‘il_] 51 Width:  Automatic ~
3 I = |eal &

Gridlines | Headings | <J; Bring to Fro

; [A]Fonts ~ - &) Height: Automatic = = | View | V| View | - 5end to Bad
‘The'rnzs Erfects = Mav'gms Orienfatinn Size AP’relglv Brevaks B“lieglreot:nﬂ :;llr:(; ﬂ ===l 100% - Bt - ‘{[} slediion PaRE. ARG y
Themes i ___ PageSetup s i Scale to Fit | SheetOptions ™ Arrange
[ 18 - 5]
A B | [¢ ) E F G | H |

1 | Clothing Food Gear

2 |Socks Water Tent

3 Hiking Boots Dry Soup Mix Backpack

4 Jacket Trail Mix Sleeping Bag

5 i

6

T

8

9

10

11|

12

13|

14

15

16 |

17 | . . Mi
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