Microsoft EXCEL
TEC 921

Assignments

Rida vV sdd

Tiid it

i
= N

Prepared by
Dennis Funk

Fresno Pacific University



Copyright © 1998 — 2008 by Dennis L. Funk. All rights reserved. No part of this document may be used in any form
without permission from the author.

Page 2



TEC 921 Assignments

TEC 921 - Excel
Assignment Booklet

Introduction to the
Class

Assignment A - Page 2

[

Before we begin the coursework, I would like you
to take afew momentsand reflecton what you just
read. One of the most critical elements of this class
isunderstanding howtechnology suchas Excel will
change the way we and our students will function.
Please send anemail and introduce yourself. Tella
little about your current placementand what you see
asyour greatestchallenges. Also, inone paragraph,
reacttothe textyou justfinished reading. Remem-
ber, thisisagraduate level course soyour reflection
should give indicationthat you have giventhe text
somethoughtasitrelatesto yourteachingsituation.

Email thisto RFSwan@comcast.net

. Whatisa
Spreadsheet

No Assignments

1. Getting Started

[

Thisassignmentisintwo parts. Thefirstpartisvery
important because itwill setthe foundation for file
managementfor theentire course.

Assignment 1.1 - Page 9

Thisworks the same on both platforms so whether
you are using a Mac oraWindows machine, it does
not matter. The filesare exactly the same in both
folders. But, for the sake of everyone’s sanity, |
have created three FPUEXxcel folders, two inthe
Windows folder and one inthe Macintosh folder. In
the Windows folder there is one for older Excel
versions and one for Excel 2007. Use the appropri-
atefolder.

Open either the Windows or Macintosh folder,
locate the FPUEXxcel folder. Drag this folder to
your computer’s Desktop. We want to keep it
right out in front of us until we are finished with
this course. All the files you need to complete
thiscourse will be found inside this folder. Make
sureyou use thisfolder, andthisfolder only, forall
yourassignments. Save all work inthisfolderand it
will makeitverysimplewhenitisall over.

Whenwe are finished with the course, we will
identify which ofthe filesinthe FPUExcel folder you
needto return forevaluation. Neatand efficient.
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Now onto parttwo of thisassignment.

Launch Exceland openanew blank spreadsheet
file. Pull down File to Save As... and name the
filePRACTICE xls. (.xIsx ifyouare using Excel
2007) (You do not need to use caps but I am going
to use themthroughoutthis course to identify
filenames. The samethingappliesto the underlining.)
Thenselectthe correct folder FPUEXxcel onyour
Desktop and make sure the file is saved into that
folder. Ifyou have problems doing this, youneed to
seriously think about taking the Windows course
(TEC927XP) orthe Introduction to Macintosh
course (TEC937).

Once you have named and saved the file in the
correct folder, you should quit Excel and return
to the Desktop.

3

We are now going to go back and open the
PRACTICE xls file you created in the previous
assignment. We are going to open it twice so you
will know that there are more than one way to
accomplish this task and you may select either
method as you work through the course. It is
entirely a matter of preference.

Assignment 1.2 - Page 9

Method 1: File Icon - Go to your hard drive and
open the folder FEPUEXxcel by double-clicking.
Find the file PRACTICE.xls in the folder and
double-click to open. Notice that Excel was
launchedaswell. Thereisinformationbehind each
fileiconastotheapplicationthat created itand the
computerwillautomatically openthefileinthe
correctprogram, as long as you have the program
onyour computer. Pull down File to Close to close
outofthisfile. Thisaction leaves Excel still running.

Method 2: Open Menu - With Excel still running,
pulldown File to Open... and move to the
FPUEXxcel folder onyourhard drive. With Excel
2007, youwill needto click onthe Office Buttonto

getto Open. Once you arrive there youshould see
the file PRACTICE .xls listed there. Double-click on
thisicon orname andthefile will be opened.

There are several ways to quit Excel.

Windows - You can either click on the top X on
the Titlebar at the top of the screen or you can
pulldown File to Exit. With Excel 2007, you can
use the X or click onthe Office Buttonand locate
Exit Excel at the bottom. You also have a key-
board option - Alt+ F4. Or, if you like doing things
the hard way, you can press the Alt key to invoke
the top menubar, press F for File, and then press X
for Exit.

Macintosh - You can 1) pull down File to Quit, 2)
you can use the Cmd + Q keyboard option, or 3)
you can click on the red Close button.

There isnoway for me to verify that you have
completed thisassignment. Just make real sure you
understand what isgoing on because ifyoudon’t, |
canguarantee itwill comeback to hauntyou inthe
end.

VERY IMPORTANT NOTE!!! - Keep the
PRACTICE xls file open whenever you
come across a PRACTICE icon in the

manual.

Play around with and practice so you
can make sure you understand the func-
tion being discussed before you move on.
This is a very critical element of this
course and you must be very careful not
to fudge here. It will get you in the end.
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|x Assignment 1.3 - Page 12
Openthe PRACTICE .xlIsfile foundinthe FPUEXxcel
folderonyourharddrive. Click inthe veryfirstcell,
Al,andtypeinafewsentencesaboutyour knowl-
edgeregarding Excel. Are youacomplete novice or
doyou have lots of experience and background? Do
notworry about textwrap or any formatting.

Click in cell A2 and type in a few sentences
explaining what you would like to get out of the
class.

Pull down File to Save As... or the Office Button
and change the filename to PRACTICE?2.xls. Save it
asan Excel Workbook inyour FEPUEXxcel folder.

3

Weare going todo several thingsat thistime. This
willtakeawhileanditisalittletechnical soearlyin
the course butthisisthe best time to work with this.

Assignment 2.1 - Page 14

Firstofall, we are going to openasimple set of data
thatistab separated. Thisisthe standard text format
andthere are very few programsthat will notaccept
thistype of data. | am going to assume that you have
Microsoft Office installed since youare using Excel
S0 we are going to use the Word program.

Launch Word, and pull down File to Open. Go to
the FPUEXxcel folder onyour Desktop. Inside you
will findafile named SOLARSY S.txt. Openthisfile
into Word. Thismightnotgoassmoothlyasit
sounds. Youmay notsee the file if Word is looking
foronly .docfiles. Set the FileType to All files or
Text files to see those files thatare not .doc files.

Takeagood look atthe information you see dis-
played. Youwill notice thatitistab separated. If
youdon’tbelieve me, clickonthe Paragraph

Marker 9[ buttontodisplay the hidden charac-
ters. Youwill see Tab Markers

[Planet -+ Named-for - Typ
+ Size- (km-diameter) -
-+ Orbit-3Spesed-Temperatu

sun - -+ star-—anclent-t
days - "255,000,000-years"
kps"q

between each sets of data. All I wanted you to do
here was to take a look of how it looks in word
processing.

Close Word and launch Excel. Pull down File to
Open and go to the FPUEXxcel folder and open
the same SOLARSYS.txt file. We have the same
problem here we had just a moment ago in
Word. If Excel is looking only for .xIs files, it is
not going to see the text file we are trying to
open. Set the File Type to All files or Text files
and it will magically appear.

The following screen should appear:

Tewt Impert Wizard - Step 1 of 3 edl-

Thia Tand Vizard has dabsrm reid that o dais s Dedimioed
¥ this is cormact, choosa Heed, ar chooss the data fypa that bast dascribas your data.
Original daina type
Chooss the fle bype thet best d escribes your dats;
 [pedimi=d - tharsdars sich 35 COMaE oF [Bhe ceparata ach fisld
 Foed -_|d.lh - Fials aro aligned in columic with Spacas batsean aach fiald.

L -

Presaey af fle C\Doruments end Sattings Dyn e Deskiop MEW TE.\5DLARSYS, TXT

ry -
un
£himwaTmnn pf ppwTeavevaarwip] Tpnad g -

]

SEAIT iNport Bt fove: Fiki prigin: 437

T+ QEM Unkad States d

T L T L

Cancel |

Notice inthe datatypes box the factthat the bulletis
highlighted infrontof Delimited. Truthis, inmost
cases you could simply click the Finish button on
thisscreensince 90% of thetime, you aren’tgoing
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tobe makingadditional choices on the next few
screens. But for the sake of overall knowledge, click
onthe Next > buttonand the following will appear:

This scraen kis pod sef e delimibdrs P data COntange. Yau can
Sl heer wiadi bant k2 Affectad in i praviae bk,

Dalrritars [ Tisat conssoutra dalimiters & o

Tant gualfier =

[+ Tab Semicakan

pner [

Comima

[ spaca

Diaka presdisy

Notice thatthe Tab option hasacheckin front of it
whichisthe correct response since our dataisatext
fileand istab separated. The datashould look quite
normal inthe Data preview area. Click Next > and
the followingwillappear:

Text Import Wizard - Step 3 of 3

Thiz screen lets you select each colurmn and set
the Data Format.

olumn data format
) General

‘General’ converts numeric values to numbers, ) Text
date values to dates, and a1l remaining values to Moy -
toxt. () Date: hd

(2 Do not import column {Skip)

Data preview

fnergl Goncral
Discovered Color
pncient times el low
terrestrial pneient times
terrestrial pnocient times pel low-orange
terrastrial 1500 e
terrestrial ancient times ped

=TT
Moo= 0
mEDU=0
R Nl

o
oooo =
4 L'f »

(M

[ Cancel I [ < Back ] [ Hext > ]” Finizh ]I

Onthisscreen, you can click inany columnand
modify the data format for that column. Read the
comments on the window and it should make
sense. Click Finish and your data is displayed in
an Excel Worksheet.

Savethisfileasan Excel Workbook file as
SOLAR.xlsinthe FPUExcel folder onyour hard
drive.

Now, ontothe second portion of thisassignment. |
havealsoincludedafile that has the same data
exceptthatitisseparated by commas. Excel will
acceptdatathatiscommaseparated, exactly like
whatyou justexperienced. Onthe second of the
dialog box screens, youwould check thecomma
optionand the datawould flow into the cells just like
it did with tabs. But, I want you to be able to take
the information to any spreadsheetso I wanttorun
youthroughasimple exercise thatshould provide
enough background to make itwork the effort.

Launch Word (you may have to quit Excel if you
don’t have enough RAM to have both programs
opened at the same time). Find the file
SOLARCOMMA.txt Even thought it is a text
document, I purposefully put commas as delimit-
ers instead of tabs. Once you have opened the
file, youwill see the commas thatare separating the
dataelements.

"planet,Named for, Type,Discovere
diameter),Mass (times

earth),Gravity,Rotation,Orbit, St
"sun,,star,ancient times,yellow,
C,,""5unlight travels 299,000 kr
"Mercury,messenger of the gods,t
times, ,""57,900,000"",""4, Sg0"",

degrees centigrade,almost none, "

Yourjobistochangeall the commastotabs. This
will make itatruetextfile inevery sense. Pull down
Editto Replace... The standard dialog box opens
and you must click onthe More button to get the
feature we are looking for. We wanttoreplaceall
commas with tabs soplaceacommainthe Find
what: entry box. Now comes the tricky part. Make
surethe More sectionisdisplayed and that your
cursor isinthe Replace with: entry box. Hold
downyour mouse button on Special and move up to
TabCharacter.
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Paragraph Mark
| Tab Character .
Caret Charac_‘terp\E

Clipboard Contents

. Column Break L
Less = E
Em Dash =

En Dash

All -

FEind What Text

Manual Line Break

Manual Page Break
inglish) Monbreaking Hyphen

forms (English) Manbreaking Space

Optional Hyphen

Format «

Special ‘

Thefollowing will be placed in the entry box:

Find what: .
Replace with: ~t

Clickthe Replace All button and all the commas
will be replaced with tabs. You would now save as
astandard text file and this data can be opened by
any database or spreadsheet program known to
mankind.

You do not need to save this file. This was an
excercise to demonstrate how data can be moved
betweenapplicationsand doctored at either the
Word or Excel end.

I11. The Excel Screen

|x Assignment 3.1 - Page 22
Openanew blank Excel file. Youshould have
three Worksheets inthis Workbook. Youwill find

the Worksheet Names at the bottom of the screen.
Change the Names to the following:

Text
Values
Formulas

SavethisfileasFILE1.xls inthe FPUEXxcel folder
onyour harddrive. Youshould leave the file open
since we are goingto use it for the next few exer-
cises.

Assignment 3.2 - Page 22

[

Usethe FILE1.xIsyou created in Assignment 3.1
forthisassignment. Onthe first Worksheet, Text,
make the following changes:

changethewidthofcolumn Ato 10
changethewidthofcolumnBto 12
change the width of columnCto 15

Savethefile. (Since you have already giventhefile
aname and told it where to save it, you do not need
to go to Save As... Asimple Save will do it.)
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|x Assignment 3.3 - Page 23
Continuetouse FILE1.xlsforthisassignment.

Continue using the Text Worksheetaswell. Make
the followingchanges:

change the heightof Row 2t0 25
change the heightof Row 3to 30
change the heightof Row 4to 35

Savethefileandcloseit.

V. Entering Data

Assignment 4.1 - Page 28

[

OpentheFILEL.xlsfile fromthe FPUEXcel folder
onyour hard drive. Move to the first Worksheet,
Text, andenterthe following information into the
cells. Follow the instructions as you go step-by-step
throughthissection.

1) Type “House Payment” into cell A4

2) Press the return/enter key (notice that the
wordswere deposited incell A4 and thathighlight
moved down one cell to A5)

3) Type “CarPayment” into cell A5 and pressthe
downarrowonthe keyboard. (notice that the
wordswere deposited and the highlight moved
downtocell A6)

4. Type “Food” and press the tab key. (Notice the
word was deposited in A6 and the highlight moved

totheright, tocell B6. Ifyou are putting inarow of
data, use the tab key - otherwise, use the enter or

downarrow.

5. Movethehighlightto cell A7 and type “Utilities”.
Move over to the 10-key pad and find the enter key
inthe bottomright cornerand press this key. (Ifyou
own a Mac, the word was deposited and the
highlightstayed on A7, whichisnice for doing what-
ifkinds of activities. If you own a Windows ma-
chine, well, your 10-key enter works just like the
keyboard enter. It deposits the word and moves to
thenextcell.)

6. Movethehighlightto cell B4 and enter the
followingamountsincellsB4toB7:

A B
4 |House Payment 100
5 |Car Payment 200
6 Food 300
7 |Utilities 400

Savethefileas FILE1.xlsand closethefile.

V. Working with Text

Assignment 5.1 - Page 30

B

Openthe FILE1.xlsfileand move tothe first
Worksheet, Text.

Highlight cells A4:A7 and change the fontto Cou-
rier. Ifyoudo not have this font, select Helveticaor
Times New Roman.

Savethefileas FILE1.xlsinthe FPUEXxcel folder
onyour hard drive and leave the file open for the
nextexercise.

Page 8



TEC 921 Assignments

|x Assignment 5.2 - Page 31

Continue using the first Worksheet of the file
FILE1.xls.

Changethe fontsize of the cells A4:A7toany size
above 14 point.

Save the file and keep it open for the next as-
signment.

|x Assignment 5.3 - Page 31

Continuetousethe FILE1.xlsfile.

Change each of the four cells, A4:A7,to a
different style. Make one bold, one underlined,
etc.

Savethefile and keep it open for the next assign-
ment.

|x Assignment 5.4 - Page 32

National Technology Standards: 1A, 5C

Continuetousethe FILE1.xlsfile.

Change each of the four cells, A4:A7,to a
differentfontcolor.

Savethefileand close it for now. We will use it
again later.

|x Assignment 6.1 - Page 32

Openthefile PRACTICEZ2.xls fromthe FPUEXxcel
folderonyourharddrive.

Earlier, you entered a few sentences into cells
Al and A2. As you can see, the text strings off
into the other cells. We are going to change that.
Highlight cell A1 and pull down Format to
Cells... Click on the Alignment tab on the top of
the dialog box, find the Wrap textoptionand click
inside the box. Click OK and take a look at what
thisdidto yourtext. With Excel 2007, this feature is
located rightonthe Home Ribbon.

Do the same thing to cell A2.

Now, modify the width of column A, making ittwice
aswide as before. Modify the height of row 1 and
notice the change inthe text. Make the height of row
1 largerthan the textand pull down Format to
Cell...and changethe Vertical: alignmentto Top.
Again, thisislocated onthe Home Ribbon in Excel
2007.

You have lots of options here. Play around with
thisand whenyouare finished, make sure you save
thefileasPRACTICE2.xlsonyour harddrive.
Leavethefile open forthe nextassignment.

|x Assignment 6.2 - Page 33

Continuewiththe PRACTICE2.xlsfile.

Changethe heightofrow 2 so thatitis larger than
theavailabletextin A2. Highlight A2 and pull down
Formatto Cell...and click onthe Alignment tab.
Inthe Vertical: alignment, change itto Justify.
Click OK.
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Notice thatthe contentswere spread out tofill the
cell. The taller you make the row, the more the text
will be spread vertically tofill the cell.

Save the file PRACTICE2.xIs file on the hard
driveand leave itopen for the nextexercise.

3

Continuewiththe PRACTICE2.xIsfile.

Assignment 6.3 - Page 34

Highlight cell A1 and pull down Format to
Cell... Click on the Alignment tab and change
the Orientationto 90°. With Excel 2007, there is
an Orientation button onthe Home Ribbon.

| ¥~ |

Savethefile PRACTICE2.xlsand closeit.

V1. Working with
Values

Assignment 7.1 - Page 37

[

Openthefile FILE1.xls fromthe FPUEXcel folder
onyourharddrive.

Weare going to do something tricky here butitis
important that you know how to do this. Move to
the first Worksheet of thefile, Text. Highlightcells
A4:B7.Placethe pointeron Ad4anddragrightand
downtoB7. Youwill have highlighted ablock of
cellsand remember, A4 will be white. Pull down
Editto Copy. With Excel 2007, the Copy button s
rightonthe Home Ribbon.

Look down atthe bottom of the Worksheet, find
the Valuestabandclickonce. Clickoncell A4 to
highlight. Pulldown Fileto Paste. Thatis howyou
can copy items from one Worksheetto the next.

Now, making sure youare onthe VValues
Worksheet, highlightthe cellsB4:B7, pull down
Format to Cells... and click on the Number tab.
We do not want dollar signs so set it for Num-
ber, set the Decimal places to 2, and go ahead
andselectthe thousands separator. With Excel
2007, the Number optionisrightonthe Home
Ribobn.

Save the file and leave it open for the next
assignment.

[

Continuewiththe FILE1 .xlsfile.

Assignment 7.2 - Page 38

Move back to the Text Worksheet. Click in cell
A9andenter today’sdate. Click incell A10and
enter someone’sbirthdate. Clickon A9and pull
down Format to Cells... and click on the Num-
ber tab. Click onthe Date category (or the small
arrow inthe Number section onthe Home Rib-
bon)andsetitfor the following:

Mumber ‘ﬁllignment ‘ Font I Border ‘ Pat
Category: Sample
General

Number J

Currency Type:
SR e

_ ‘March 14, 2001
Time 3/14/01 1:30 FM
Percentage 3/14/01 13:30
Fraction Mo

Scientific M-01
Text 3/14/2001
Special .
Custom | Locale (location):

Now clickoncell A10and pull down Formatto
Cells...and click onthe Number tab. Click on
Dateandsetitfor the following:
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Mumber lAIignment l Font } Border l Fatterns l Protectio |x

Sample

Category:

General J

Number
Currency

Accuuntini

Time
Percentage
Fraction
Scientific B
Text 14-Mar-01 ~|

Special
Custem J Locale {location):

|Eng|ish {United States) j

Savethefileand leave it openfor the nextexercise.

[

Continueusingfile FILE1 xIs.

Assignment 7.3 - Page 38

Usethe Text Worksheet. Highlightcell A12 and
enter“11:15”. Move downto cell Al3andenter
#1:36”. Formatthefirsttime including secondsand
change the AM to PM on the second time up in the
texteditbox. Your cellsshould look like this:

12 11:15:00 Ak
13 136 PM

14

Remember to widen your column ifyoufindthe
poundsigns (#).

Savethefileand leave itopen for the nextassign-
ment.

Assignment 7.4 - Page 38

Continueusingfile FILE1 xIs.

Use the Text Worksheet. Enter the following
valuesincells A15through A17:

100
.156
1739

Highlight all three cells and pull down Format
to Cells... Click the Number tab and click on the
Percentage option in the list. Set the decimal
places to 2.

Now, click on cell A17 and click on the De-
crease Decimal button on the Toolbar so there
is only one decimal place.

Savethefile FILEl.xlsand closeit.

VII. Calculations

B

Open FILE1.xIsand moveto the second
Worksheet, Values.

Assignment 8.1 - Page 41

Clickoncell B9tohighlightitand enter the follow-
ing:

=B4+B5+B6+B7

Press Enter.
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Thiscalculationaddsthe values of the four cellsyou
have included above. Go back and change one of
thevaluesinany cell betweenB4and B7. Don’t
forgetto press Enter sothat Excel knows you are
ready to go.

Thisisagoodtimeto utilize some of the other
operands. Enter the value 2000 into cell B1. We are
going to make believe thatthisis our take home pay.
Weare going to calculate how much money we
have lefteach monthafter paying our bills. Clickon
cell B11andenterthe following:

=B1-B9
This subtracts the total of our bills (B9) from the
amount of our take home pay (B1). Don’t forget

the Enter key.

Save FILE1.xls and leave it open for the next
exercise.

3

Continueto usethe VValuesWorksheetin FILE1.xIs.

Assignment 8.2 - Page 41

Let’sdo something out of the way foramoment.
Clickoncell B18andenterthe following:

=4+6*3

Don’tpress Enter justyet. The questionis, what is
the correct answer? Is it 30 or 227 Press Enter to
findthe answeris22.

Let’sgetalittle more practical. | want to find out
how much | pay for house and car payment every 6
months. My house paymentis cell B4 and my car

paymentiscell BS. The formulashouldlook likethis:

=B4+B5*6

Clickoncell B14 and enter thisformula. Goahead
and press Enter. Factis, thisfigure istotally incor-
rect. The formulashouldread:

=(B4+B5)*6
Enter thisinto B15and look atthe difference.

Don’tbe caughtunaware. Thissituation can make
you look bad in front of students, peers, and boards
ofeducation. Testyour calculations by puttingin
some easy numbers and make sure the outcome is
whatitissupposedto be. Inalmostevery case, itis
user-errorand not Excel.

Savethe FILE1.xls and leave itopen for the next
assignment.

[

Continuetouse the Values Worksheetin FILEL.

Assignment 8.3 - Page 42

Weare goingto cover formulasinabigway inthe
nextsection but | wantto contrast the use of formu-
lasand calculations.

Cell B9 hasthe calculation that sumsthe four values.
Thisworksgood ifthereare only four values but
what ifthereare 100?

Clickoncell B10andenterthe following:
=SUM(B4:B7)

Press Enterand you should see the same valuein
B10asisinB9. Thatis because they are summing
the same set of cells. Imagine how these two cells
mightdiffer if there were 25 cellsto sum. I think you
getthe picture.

Save FILE1.xls and close it. We will use it in the
nextsectionbutitisimportantto learn howto close
andopenfiles.
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VI1Il. Formulas

Assignment 9.1 - Page 44

[

Open EILE1.xIsfromyour hard drive and move to
the last Worksheet, Formulas.

Iwantyouto enter values into 10 cells starting with
Al.Use 4 and5digit numbers (1000 - 99999) and
donotuse commas. Your entriesshould look
something likethis, eventhoughyourvalueswill be
different.

1 1254
2 1245
3 6577
- 5426
] 4567
] 74658
7 5499
&} 9745
9 97541
10 6879

I wantyouto experimentwithentering formulasin
cell A12. The formulawill always be the same
(=SUM(A1:A10) butthereare several waysto
enter the same formula.

Firstofall, clickoncell A12to highlightthe celland
enterthefollowing:

=SUM(A1:A10)
Press Enter and the sum of the 10 values is instantly
presented incell A10. Youcanhardly getyour

Enter key down before the calculationiscomplete.

There isanother way that I want you to know about.
Walk throughthiswithme. Clickoncell A12to

highlightthe cell once again. Weare going toreplace
the formulathere withanother. Begin by typing

=SUM(

Do not press Enter or add anything else at this
time. Grab your mouse and place the pointer on
cell Al. Hold down the mouse button and drag
downto cell A10. Make sure those 10 cells are
contained in the dotted selection box. Release
the mouse button, close the parenthesis with
shift+0 and press Enter. You get the same result
without having to type in the Range.

Save FILE1.xlsand leave itopen for the next
exercise.

[

Continue to use the Formulas Worksheet of
FILE1.xls.

Assignment 9.2 - Page 46

Pleaseenterthe following informationintocellsC1
through C7.

32.586

1

2

3 |INT

4 MOD

5 Pl

6 [RAND
7 | SQRT
8

Starting incell D3, enter the following formulasinto
the cellsdown columnD.

=INT(C1)

=MOD(D3,5)

=(PI1()*C1)"2 (pi * radius squared)
=INT(RAND()*D3)

=SQRT(C1)
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Take some time to study the formulas you entered.
They are very straightforward mathematical formu-
las. Ithelpsto understand what they are doing.

Save FILE1.xls and leave it open.

3

Continue to use the Formulas Worksheet of
FILE1.xls.

Assignment 9.3 - Page 47

Let’s move down a little and do a few calcula-
tions that involve statistics. Since we already
have a set of numbers we can play with, we
might as well use them.

Enterthe following informationintocells Al4
through A18:

A B
14 | Average
15 | Count
16 | Maximum
17 | Minimum
18 | Standard Deviation
19

Weare going to putthe formulasin column B but
wewilluse the valuesincolumn A. Starting incell
B14, enter the following formulasas you go down
columnB:

=AVERAGE(AL:A10)
=COUNT(A1:A10)
=MAX(A1:A10)
=MIN(A1:A10)
=STDEV(A1:A10)

If that doesn’t impress you, you must be asleep.
Gobackandchangeany ofthevaluesincellsAl
through A10 and watch how fast the computer can
recalculate all the values in A14 through A18. Who
needsacalculator?

Save FILE1.xls and leave it open.

B

Continue to use the Formulas Worksheet of
FILE1.xls.

Assignment 9.4 - Page 48

Enterthe following informationintocellsC11
throughD13:

C D E
11 |Yearly Int 0.0875
12 |Months 36
13 |Loan Amt 24500
14
15 |Payment
16

Pointof order there. Please enter .0875 into cell
D11. Percent is a decimal fraction so you cannot
enter 8.75 because that is 875% and | don’t think
you afford that kind of a loan unless it is from
Cousin Guido. Click on D11 and click the
Percent button on the Toolbar. Then, add two
decimal places by clicking on the Increase
Decimal place button on the Toolbar and you
are set.

—Increase Decimall

Clickoncell D15andenter the following formula:
=PMT(D11/12,D12,D13)

Now go to the three variables in D11 through
D13and make some changes. Change the interest
rate to 9.12% and see what it does to the monthly
payment. Change the number of monthsto 48.
Change the amount of the loan to 26000. You can
see how thisisagreat way to manage loan pay-
ments.

Save the file and leave it open.
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Assignment 9.5 - Page 49

3

Continue to use the Formulas Worksheet of
FILE1.xls.

Enterthe followinginto cellsF1through G1:

F G H

Sales 15000

1
2 |Commission
3

4

We are going to calculate the commission to be
paid the salesperson. If they sell more than
$15,000, they get 12% commission. Anything
less than that they get only 9.2%. So click in cell
G2 and enter the following formula:

=IF(G1>15000,G1*.12,G1*.092)
Play around with the value in G1. Enter a num-
ber greater than 15000. Enter a number less than

15000. Get the picture?

Thereare lots of applications for this logical formula.
Keep itinthe back of your mind and one of these
days, itwill be ready to work for you.

Save the file and leave it open for one more
assignment.

3

Continue to use the Formulas Worksheet of
FILE1.xls.

Assignment 9.6 - Page 50

We are going to do something simple here so
you get the idea. Click in cell B19 and pull down
Insert to Function... Click on Math & Trig
from the list on the left and select SUM on the
right. Click on the OK button and then either
enter A1:A10 or click on the small colorful box
to the left of the top entry area. Move the pointer to
cell Aland drag fromthereto A10. Click onthe

colorful box againand another OK will complete the
operation.

Save FILE1.xls onto the hard drive and close the
file. Weare finished with it for now.

IX. Fill

[

Open FILE2.xls found inthe FPUEXcel folderon
your Desktop.

Assignment 10.1 - Page 51

Move to the Fill Worksheet, the first one of the
Workbook.

Thefirstthing we are going todo hereistosumthe
firstcolumnofvalues. Clickonthecell B15and hit
the Autosum button.

- I 24 %l

7 autosum[
Youwillneedto pressthe Enter keyto finish the
formula.

Drag from cell B5 to E5. Cell B5 will be white
andthe otherswill be highlighted. Pull down Edit to
Fill and over to Right.. Now drag from B6 to E6
anduse Command/Control+R. With Excel 2007,
the Fill optionisatthe rightonthe Home Ribbon.

Now drag from B7 to E13. Yes, this is a block of
cells and B7 will be the only cell that is white
while the others are all highlighted. Pull down
EdittoFill to Right. Youwill find thatall the rows
filledtotheright.

SavethefileasFILE2.xlsinthe FPUEXxcel folder
onyour harddrive. Leave itopen for the next
assignment.
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3

Continue using the FILE2.xls Workbook.

Assignment 10.2 - Page 52

Make sure you are still on the Fill Worksheet.
HighlightcellsB15to E15anddoaFill Right.
Clickoncells C15, D15, and E15 to see that Excel
has adjusted the formulato account for each col-
umn.

Save the file.

[

Continue using the FILE2.xls Workbook.

Assignment 10.3 - Page 53

We are going to do some major work here so that
the whole idea of relative and absolute reference
canfitin.

Firstofall, we are going to use the Fill Worksheet
togetanideaofwhatwe are talkingabout. Highlight
cellsA5toB15. Thiswill beablock of cells. Pull
down Editto Copy. Clickoncell A20and pull
down Edit to Paste. We have made a duplicate of
our January payments.

What we wantto do hereis to figure out what
percent of our total budget goes for each category.
Ourtotalisincell B30. Tofigure out the percentage
of each category, we need to create afraction with
the monthly paymentas the numerator and the total
being the denominator. The house paymentwould
look like this: 784.52/1730.59. If we substitute cells
forvalues, the formulais B20/B30. So, clickincell
C20andenterthe following:

=B20/B30

Highlightfrom cell C20downto C28anddoaFill
Down (Command/Control+D). We have aprob-
lemhere. The problem, aswe stated in our manual,
isthe factthataswe Fill aformula, the formulais
adjusted for rows and columns. Ifyou clickon C21
and C22 and study the contents, you will see the
problem. The total (C30) has changed to C31 and
C32and there are no numbers there. C30 is where
the total resides and does not change based ona
new row or column.

To fix the problem, we need to add dollar signs
to the formula. Click on cell C20 and modify the
formula so that it reads:

=B20/$B$30

Now highlightthe cellsand doaFill Down. Viola! It
works like achamp. By the way, you need to
highlightcells C20to C28and click onthe Percent

button < sothatthe decimalsare expressed as
percent.

Savethefileandcloseitfornow. Wewilluseitin
the nextassignment but we have another project for
NOW.

I want you to open a file titled PERSTEPS .xIs. It
would be wise to print this spreadsheet out in
order accomplish this next section. You are to
recreate a spreadsheet that calculates personnel
costs foragroup of fouremployees. The
PERSTEPS xlsfile listsall the stepsinorderto
complete this spreadsheet and you will find a
copy of the final productin APPENDIX B ofthe
Assignment Manual. Use the combination of these
two itemsto complete the assignment. By going
throughthe steps of creating arather sophisticated
Workbook, youwill become much more comfort-
able withthe use of Excel.

SavethefileasPERSONNEL .xlsand make sure
thatitis inthe FPUEXxcel folder onyour hard drive.
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3

OpenEILE2.xIsfromthe FPUExcel folder onyour
harddrive.

Assignment 10.4 - Page 54

Movetothe Fill Worksheet.

We are going to finish off this spreadsheet in a
major fashion. The Fill Handle is simply awe-
some in its power. There are several steps we are
going to take here.

1) Click on cell E5 and position the pointer so
that it becomes the small black plus sign in the
lower right corner of the cell. Grab it and drag it
overto I5.

2)HighlightcellsE6to E13. Grab the small Fill box
inthe lower right corner of the block and drag over
to 113.

3) Highlight E15 and drag the Fill Handle to 115.
Notice that the formulas are all adjusted to the
relative column.

Save the file and leave it open for the next
exercise.

B

Continuetousethe Fill Worksheet of EILE2.xls
fromthe previousassignment.

Assignment 10.5 - Page 54

Drag from A40 down to A50 and pull down Editto
Fill and overto Series... The seriesisinacolumn
and set for Linear with a Step value: of 1. Click
OK.

Save the file and leave it open.

B

Continuetousethe Fill Worksheet of FILE2.xIs
fromthe previousassignment.

Assignment 10.6 - Page 55

Drag from B40 down to B50 and set it for Linear
but this time, set the Step value: to 5.

Save the file and leave it open.

[

Continuetousethe Fill Worksheet of FILE2.xIs
fromthe previousassignment.

Assignment 10.7 - Page 55

Drag from C40 to C50 and set the Type for Date
and the Date unit to Weekday.

Drag from D40 to D50 and set the Date unit for
Month.

Savethefileand leaveitopen.

[

Continuetousethe Fill Worksheet of FILE2.xIs
fromthe previousassignment.

Assignment 10.8 - Page 56

Firstofall, move downand highlightcell E40. Grab
the Fill Handle and drag down to E50. You should
findthatitfilled itasaseriesinweekday order.

Move uptocell B3andhighlightthatcell. Grabthe
Fill Handle and drag to the right all the way to M3,
whichshouldbe December.

Save the file and leave it open.
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Assignment 10.9 - Page 56

3

Continuetouse the Fill Worksheet of EILE2.xls
fromthe previousassignment.

Move down and highlight F40. Grab the Fill
Handle and drag down to F50. VIOLA in a big
way.

Let’sfinishthisspreadsheetwhileweareatit.
Highlight15to 115, grabthe Fill Handle, and drag
overto M15.

Go back into the values and change some of the
numbers. Your house payment will most likely
stay the same but your food bill varies as to whether
relativesare comingover. Your utilitieschangeas
well. Modify ahalfdozenor so. Pretend that lots of
folksare coming to your house for Easter so you
mustallocate anadditional $150 for April’sfood
bill.

Clickon N5 and hitthe Autosum buttononthe
Toolbar. Don’tforgetto Enter. Highlightthatcell
and grab the Fill Handle and pull downto N13. If
youmake amistake, highlightthe entire columnand
pull down Editto Clear and overto All. Itwill be
erased.

Now for something tricky. Click on cell N13.
We are going to drag a copy of this cell down to
N15. To do this, you must place the pointer on
the very edge of the cell so that it becomes an
arrow. If you were to drag it at this point you
would move it instead of copying. You must
hold down anadditional key while you drag inorder
foritto copy. Windows - hold down the Control
key and Macintosh - hold down the Option key.
Youshouldseealittle plus show up right nextto the
arrow. Whenyou see the plus, you are copying and
notmoving. Now, holding down the additional key,
drag the contents of N13 to N15. Neat and simple.

Save the file and Close it. We will come back to
thisfilelater.

X. Working with Cells

[

OpenEILE2.xIsfromyour hard drive and move to
the Fill Worksheet.

Assignment 11.1 - Page 59

We are going to add another category to this
budget. Move all the way to the left of the spread-
sheetand click onthe Row Heading 10. Thisisthe
little box all the way to the left with the number 10
inside. Whenyou click on thisbox, the entire row
10will be highlighted. Pull down Insert to Rows or
clickonthe Insertbuttononthe Home Ribbon.

The totals have been moved from row 15 to row
16. Click on any total at the bottom of the budget
to see how it has been automatically adjusted.

Click on A10 and make up your own category.

Save the file and leave it open for now.

[

Continue using the Fill Worksheetonthe FILE2.xIs
Workbook.

Assignment 11.2 - Page 59

Add some values into row 10. Just make up some
realistic values based on the category you chose.

Now, movetocell N10. Thereisno formulathere.
Whenyou inserted arow, Excel did notautomati-
cally move the formuladown. Youneedtoadda
formulaintothat spot. The easiestway isto click on
cell N9, grab the Fill Handle, and drag down to
cellN10.
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There are other ways to do this. You could use the
Copy and Paste feature under Edit, or you could
have held down the optional key and used the arrow
to Copy the contentsto the next cell. Any of the
wayswillwork justfine.

Finishoutthe valuesinrow 10. You are welcome to
usethe FillHandle if itwill make iteasier.

Save the file and leave it open for the next
assignment.

[

Moveto the Attributes Worksheet of FILE2.xIs.

Assignment 11.3 - Page 62

We are going to work on most of the alignment
attributes in this assignment. Complete each of
the followingactivities: (for Excel 2007 -all com-
mandsare onthe Home Ribbon.)

1) Use the Formatting ToolbartoaligncellsAl
through A3 based onwhatisindicated ineach cell.
Ifitsays Right, then Right Justify.

2) Use the Format Cells option to Justify cell
A4,

3) Highlight A8to H8. Use the Format Cellsto
Center Across Selection. Thisisfoundinthe
Horizontal: alignment.

4) Notice A12 and the sentence found there. The
same sentence resides in A14 but you can’t see it
becausethereisavaluein B14thatblocksthe view.
Click on A14 and use the Formal Cellsto Wrap
text.

5) Modify the Vertical: alignment of cells A19
through A21, again based on the instructionsineach
cell.

Save the file and leave it open for the next
assignment.

B

Continueto use the FILE2.xls Workbook from your
harddrive.

Assignment 11.4 - Page 63

Move to the Borders Worksheet. Highlight A6
through F6 and Fill this portionwithalightgray
color. Do the samething for A9:F9and A12:F12.
Again, all commands in Excel 2007 are on the
HomeRibbon.

Now move to the Fill Worksheet. Use the same
gray filltoemphasizerows7and 11.

Save the file and leave it open.

[

Continue using FILE2 and move to the Borders
Worksheet.

Assignment 12.1 - Page 64

Starting with cell A20, set a border for each of
the cells below based on the contents of that cell.
Youwillneedto gotothe Format Cellswindow in
order to get the top border.

Now, movetothe Fill Worksheetand highlight cells
B15to N15. Place a heavy bottom border on these

cells. Thiscan be done usingthe Borders i

button onthe Toolbar. With Excel 2007, these
commandsareall onthe Home Ribbon. If you
would like, you can begin clicking on the small
arrowed button in the bottom right of the Font
sectionand clickonthe Border and Fill tab.

Savethefileand leave itopen for the nextassign-
ment.
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3

Continueto use FILE2.xlsand moveto the Borders
Worksheet.

Assignment 12.2 - Page 65

HighlightcellsB4to F13. Using the Borders
button, setthe Border for total bordersonall cells.

H -~

Now highlightcells A4to A13and pulldown
Formatto Cells... and click on the Border tab. Set
the bordersasfollows. Keep clicking untilitisright.

Text

Text

]
No border on the far left.

Now highlight cells B3to F3and set the border to
thefollowing:

Text Text

Make sure to have a heavy line across the bottom.

Save the file and leave it open for the next
exercise.

B

Continue using the Borders Worksheeton
FILE2.xIs.

Assignment 12.3 - Page 65

HighlightcellsB3to F3. Change the Alignment
Orientationto 90°. Whilethissectionishighlighted,
goahead and modify the horizontal alignmentto
center.

Save the file and leave it open for the next
assignment.

B

Continue using the Borders Worksheeton
FILE2.xls.

Assignment 12.4 - Page 66

Changethe width of column Ato 15. Highlight
columns B through F using the Column Heading so
theentire columnishighlighted. Modify the width of
these columnsto 3.

Savethefileand leave itopenfor the nextassign-
ment.

B

Continueusing FILE2.xIsand movetothe Fill
Worksheet.

Assignment 12.5 - Page 67

Narrow column N so that some of the numbers are
no longer displayed. Leave itthisway for your save.

Save the file and leave it open for the next
assignment.
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3

Continue using the FILE2.xls Workbook and move
to the Borders Worksheet.

Assignment 12.6 - Page 67

Highlight rows 4 through 14 using the Row
Heading and modify the Row Height to 20.

Save the file and leave it open for the next
assignment.

[

Continue using the Borders Worksheeton
FILE2.xls.

Assignment 12.7 - Page 69

Remove the Gridlines from the Borders
Worksheet.

Save the file and leave it open.

&

Continue using the FILE2.xls Workbook and move
tothe Fill Worksheet.

Assignment 12.8 - Page 71

Movethe horizontal Scroll Bar all the way to the
leftsothatcolumn Aiisdisplayed. Splitthe screen
between column Aand columnB.

Savethefileand make sureitisinthe FPUEXxcel
folder onyour hard drive. We are finished with this
file now so you can Closeit.

B

I would like you to once more send anemail to Dr.
Swan. Provide responsesto each item below in your
email. Youmay attach adocumenttoanemail if you
prefer.

1. How isthe course going so far? Do you have any
issuesyou cannotresolve?

2.Howdoyou forsee using Excel inyour classroom
andinyourdaily life?

3.Doyousenseafeeling of information overload
both for youand for your students?

4. What do you see as the number one issue in
educationtoday? What do you feel isstanding inthe
way of exceptional student learning?

5. Describe the type of studentinformation system
available atyour school and what information do
youfindthe mostvaluable?

Email Assignment

Sendthisemail to rfswan@comcast.net

XI1. Working with
Worksheets

B

Openafilenamed WORKSHEET fromthe
FPUEXxcel folder onyourharddrive.

Assignment 13.1 - Page 73

Click onthe February Worksheet tab at the bottom
of the work areaand pull down Insert to
Worksheet to add another for January. With Excel
2007, you caneither click onthe Insert
Worksheet button next to the names of the
Worksheets at the bottom or you can click onthe
Insert button and select Sheet on the Home
Ribbon.
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Removethe Extra\Worksheet.

SavethefileasWORKSHEET .xlsinthe FPUEXxcel

folder. Make certain thatiswhere itwinds up.

[

Continue usingthe WORKSHEET xIsfile.

Assignment 13.2 - Page 73

Change the name of the Worksheet you added in
the previous exercise to January.

Save the file and leave it open.

[

Continue usingthe WORKSHEET .xIsfile.

Assignment 13.3 - Page 73

Rearrange May and June so thatthey are in order
and add additional Worksheets and name themso
there isasheet for each month of the year.

Savethefileand leave it open for one more assign-
ment.

&

Continue usingthe WORKSHEET xIsfile.

Assignment 13.4 - Page 75

Modify the Header sothat it says the following,
centered across the top of the page:

Learning Excel Worksheets
andthe date is posted inthe upper right corner. You

will need to use the Custom Header option to
accomplishthis. With Excel 2007, move tothe

Page Layout Ribbonand click onthe arrowed
button inthe Page Setup section. There you will see
the Header and Footer tab.

Modify the Footer so that the page number
appears at the bottom of the page. Your call asto
howandwhereitisdisplayed.

Clickonthe Print Preview button to make sure it
works. Print Previewis located inthe Printsection
under the Office Button

Save the file and Close it.

XI1. Working with
Toolbars

|x Assignment 14.1 - Page 78
Thereisnoway for me to assess thisactivity but |

think youwillappreciate the power if you will
completetheexercise.

Open a new spreadsheet file and add the In-
crease and Decrease Font Size buttons to your
Formatting Toolbar. Thisworksreally great. Well,
you Excel 2007 folks can take a break. Itis already
there.

Ifyoudo not have the alignmentbuttons, you should
consideradding those aswell.

Now, doesn’t that feel better?
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XII1. Printing
Spreadsheets

Assignment 15.1 - Page 83

3

OpenEILE2.xlIsfromthe FPUExcel folder onyour
harddrive.

Changethe Orientation of thisdocument to Land-
scape.

Save the file and leave it open for the next
exercise.

[

Continuetouse FILE2.xIs.

Assignment 15.2 - Page 85

Thisassignmentisinseveral parts.
1) Changeallthe marginsinthisfileto.5”.

2) On the Page tab, set it to Fit to: one page
wide by one pagetall.

3) On the Sheet tab, set the Rows to repeat at
top: forthe firstthree rows of the spreadsheet,
whichwould include the columnheadings in the third
row. ($1:$3)

Savethefileand leave it openfor the nextexercise.

B

Continuetouse FILE2.xIs.

Assignment 15.3 - Page 85

Turnonthe Gridlinesinthe Page Setup. Save the
fileandcloseit.

XIV. Working with
Names

Assignment 16.1 - Page 88

[

OpenEILE2.xls fromthe FPUEXxcel folder on your
harddrive.

Create a Name for the area of the entire budget
areathat contains values onthe Fill Worksheet. This
wouldincludeall cellsfromB5toM14. Youcan
eithertypeitinthe name box or use the colorful little
box. The Refers to: entry area should have the
following:

=Fill'$B$5:3M$14
Namethe areaBUDGET.

Savethefileand leave itopen for the nextassign-
ment.
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Assignment 16.2 - Page 88

3

Continuetouse FILE2.xIs.

Clickoncell A35andenter the following formula:
=SUM(BUDGET)

Savethefileandcloseit.

XV. Managing Data

Assignment 17.1 - Page 90

B

OpenEILE2.xIsfromthe FPUExcel folder onyour
hard drive and move to the Fill Worksheet.

We have moved our account from Sears to Penneys
and need to change the name where itappearsin
our spreadsheet. Use the Replace feature to change
the name.

Save the file and close it.

&

OpenTEXT .xlIsfromthe FPUEXxcel folder.

Assignment 17.2 - Page 91

Move to the first Worksheet, Word L.ist, and use
the spell checkto correctthe spelling errors found
onthatsheet.

Take amomentto consider how spell check might
be able to help your students meet some of the
academicstandards.

Savethefileas TEXT.xls into the FPUEXxcel folder
onyour harddrive. Leave itopen for the next
exercise.

[

Continue using the TEXT .xIs file from the FPUEXxcel
folderonyourharddrive.

Assignment 17.3 - Page 91

Using the Copy and Paste feature, Copy cell
D10 and Paste it into cell E10.

Save the file and leave it open.

[

Continueusingthe TEXT xlsfile.

Assignment 17.4 - Page 91

Using the Cut and Paste feature, Cut the con-
tents of D11 and Paste it into cell E11.

Save the file and leave it open.

[

Continueusingthe TEXT xlsfile.

Assignment 17.5 - Page 92

We are going to copy the names in column D to
the gender lists in columns E and F. You will
need to use the Option/Control key to accom-
plish this so that you copy and not move the data.

Drag each name from column D to the proper
columndepending upon the gender of their name.
Don’tworry aboutalphabetical unless you feel so
inclined. Thissure makes movingdataarounda
breeze.

Save the file and close it.

Page 24



TEC 921 Assignments

XVI. Linking

Assignment 18.1 - Page 93

[

Openthefile LINKING.xls foundinthe FPUEXxcel
folder.

Move to the first Worksheet, Bud 4175. Click in
cell D10 and link it so that the current balance
D7, appears in this cell. (=D7)

Save the file and leave it open for the next
assignment.

[

Continue usingthe LINKING.xIsfile.

Assignment 18.2 - Page 93

We are going to create asummary of the two
budgets we are managing. | have already created
aSummary Worksheet so move to that one at this
time.

We wantto be able to check on the remaining
balances inthe categories listed in each of the two
budgets. Click on cell B4 and hitthe equal sign key
(=). Move tothe first Worksheet, Bud 4175, find
cell D4 which contains the remaining balance for sub
salaries for thatbudget. Click once in D4 and hitthe
Enter key.

Save the file and leave it open.

Assignment 18.3 - Page 94

B

Continueusingthe LINKING.xIsfile.

Move to the Summary Worksheetand click on cell
C4.We want the remaining balance for Sub Salaries
inthis cell whichwould be foundincell D4 overon
the second Worksheet, Bud4196. Rather than using
the method we used above, we are going to type in
the link. Enter the following formulainto cell D5:

=’Bud 4196°!D4
Press Enter to complete the action.

I want you to finish this spreadsheet by finishing
the remaining links. Start with column B first
andlink cells B5and B6to the corresponding cells
onthe first Worksheet. Add a sum at the bottom of
thatcolumnincell B7.

Now for some additional magic. Since the cells
are in order by column, we can use the Fill
Handle to do the same thing. Click on cell C4, 0on
the Summary Worksheet, and drag the Fill Handle
down to C6. Works like a champ.

Now, add asum in C7 and also add sums to the
rightofeachrow of data.

Savethefileand closeit.
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XVII. Options/
Preferences

Assignment 19.1 - Page 96

3

Openthefilenamed WORKSHEET .xlsinthe
FPUEXxcel folderonyourharddrive.

Moveto the first Worksheet of the file and open the
Options/Preferences. Change the Showsothat
the Formulabar and the Status bar are not
showing.

Save the file and leave it open.

B

Continuetousethe WORKSHEET .xlsfile.

Assignment 19.2 - Page 97

Remove the Row & column headers as well as
both scroll bars.

Save the file and leave it open for the next
assignment.

&

Continue usingthe WORKSHEET .xIsfile.

Assignment 19.3 - Page 98

Make sure the User name: is your name, that is,
if you are using your own computer at this time.

Save the file and be done with it.

XVIIIl. Draw Tools

|x Assignment 20.1 - Page 104
Whileyouare working through thissection, you

mightdecidetohidethe Gridlines. Thisisdoneon
the Options/Preferences View dialog box. You do

not need to remove them to complete the assign-
ments, itsimply isyour choice.

Openthefile GRAPHICS.xIs from FPUEXxcel
folderonyourharddrive.

Make sure the Drawing Toolbar isdisplayed. Ifit
isnot, pull down Viewto Toolbarsand over the
Drawing. Make ita Tool Palette instead of a
Toolbar. For Excel 2007 users, make sure the
InsertRibbonisdisplayed. Once youhavean
Objectdrawn, youwill see the Draw tools.

Savethefileand leave itopenfor now.

[

Continueusingthe GRAPHICS .xlIsfile. Movetothe
first Worksheet, Basic Shapes.

Assignment 20.2 - Page 105

Clickonthe Line Tooland drawasimple line
somewhere onthe Worksheet.

Savethefileand leaveitopen.
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3

Continueusingthe GRAPHICS .xIs file. Move tothe
first Worksheet, Basic Shapes.

Assignment 20.3 - Page 105

Clickontheline youdrewinassignment20.2so
thatitisselected (Handlers). Change the line color
toacolorof your choice.

Savethefileand leaveitopen.

[

Continueusingthe GRAPHICS .xIs file. Move tothe
first Worksheet, Basic Shapes.

Assignment 20.4 - Page 106

Drawasecond line onthe Worksheetand change
the color to anew color found on the More Line
Colors...dialogbox.

Savethefileand leaveitopen.

&

Continue using the Basic Shapes Worksheet onthe
GRAPHICS xlsfile.

Assignment 20.5 - Page 106

Draw athird line onthe Worksheetand selecta
Pattern.

Savethefileand leaveitopen.

[

Continue using the Basic Shapes Worksheet onthe
GRAPHICS xlsfile.

Assignment 20.6 - Page 107

Changethe line thickness of each of the three lines
toadifferentthickness.

Savethefileand leaveitopen.

[

Continue using the Basic Shapes Worksheet onthe
GRAPHICS xlsfile.

Assignment 20.7 - Page 107

Changethe color of one of the lines using the More
Lines... option.

Savethefileand leaveitopen.

[

Continue using the Basic Shapes Worksheet onthe
GRAPHICS xlsfile.

Assignment 20.8 - Page 107

Change one of the lines to a Long Dash.

Save the file and leave it open.

B

Continue using the Basic Shapes Worksheetonthe
GRAPHICS xlsfile.

Assignment 20.9 - Page 108

Change one of the lines so that it hasanarrow at
oneendonly.

Savethefileand leaveitopen.
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Continue using the Basic Shapes Worksheet onthe
GRAPHICS xlsfile.

Assignment 20.10 - Page 108

Change one of the lines so that it has an arrow at
eachendusingthe More Arrows... option.

Move the linessothatthey are inthe upper left
corner of the Worksheet. Ifthey aretoo large, make
themalittle shorter.

Savethefileand leaveitopen. Ifatany time you
need to quit, make sure to save the fileas GRAPH-
ICSinthe FPUEXcel folderonyourharddrive. This
iswhereitshould be goinganyway.

B

Continue using the Basic Shapes Worksheet onthe
GRAPHICS xlsfile.

Assignment 20.11 - Page 109

Use the Rectangle Tool to draw a rectangle on the
Worksheet. Once you have drawn the rectangle, use
the Handlersto modify the size and shape of the
rectangle.

Savethefileand leaveitopen.

&

Continue using the Basic Shapes Worksheetonthe
GRAPHICS xlsfile.

Assignment 20.12 - Page 109

Draw two more rectangles. On one of them, let’s
do something different. Hold down the Shift key
whileyoudrawthe rectangle. Thiswill forceittobe
asquare. Neat, en?

Practice moving the rectanglesaround on the screen
but make sure to grab the line and nota Handler
unlessyourintentistoresizeit.

Save the file and leave it open.

[

Continue using the Basic Shapes Worksheetonthe
GRAPHICS xlsfile.

Assignment 20.13 - Page 110

Select one of the rectangles you drew and change
the Fill to a color.

Savethefileand leaveitopen.

B

Continue using the Basic Shapes Worksheetonthe
GRAPHICS xlsfile.

Assignment 20.14 - Page 110

Select one of the remaining rectangles and
change the Fill to No Fill. Notice the fact that
you can now see the Gridlines on the Worksheet.
Therectangleistransparent.

Save the file and leave it open.

B

Continue using the Basic Shapes Worksheet on the
GRAPHICS.xlsfile.

Assignment 20.15 - Page 110

Select the final rectangle and fill it with a Gradi-
ent that uses two colors. Your choice here. Make
it look wild!

Savethefileand leaveitopen.
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Continue using the Basic Shapes Worksheet onthe
GRAPHICS xlsfile.

Assignment 20.16 - Page 110

Draw another rectangle and Fill it with a Tex-
ture.

Save the file and leave it open.

[

Continue using the Basic Shapes Worksheet onthe
GRAPHICS xlsfile.

Assignment 20.17 - Page 112

Drawafifthrectangleand Fill itwithapicture. Click
on the Select Picture... button and go to the
Picture folder found onthe CD thataccompanied
this coursework. Selectany picture inthat folder.

Before we finish here, change the line sizeand line
color of each of the rectangles.

Savethefileand leave it openfor the nextexercise.

&

Continue using the Basic Shapes Worksheetonthe
GRAPHICS xlsfile.

Assignment 20.18 - Page 112

Drawtwoellipses on the Worksheet, one using the
Shiftkeytogetacircle. Filleachwithacolor,

pattern, texture, picture of your choice. Change the
linesizeand line color of at least one of the ellipses.

Save the file and close it for now. We will open
it right back up but it is a good idea to make sure
it is fully saved for now.

B

Openthefile GRAPHICS .xIsfromthe FPUEXxcel
folderonthe hard drive and moveto the
AutoShapes Worksheet.

Assignment 21.1 - Page 113

This will be a little tricky at first but with prac-
tice you should be able to select an AutoShape
with ease. Select any of the Basic Shapes, one that
you findinteresting, and draw ashape inthe upper
left corner of the Worksheet. Play around with
resizing the shapeand movingitaroundthe
Worksheet. When youare finished, putitbackin
the upper left corner in the cell labeled Basic
Shapes.

Savethefileand leaveitopen.

[

Continue onthe AutoShapes Worksheet ofthe
GRAPHICS.xlsfile.

Assignment 21.2 - Page 113

Select a Block Arrow and draw a shape in the
upper right cell labeled Block Arrows. Resize it
and move itaround for practice but make sure it
residesinthe cellwhenyouare finished.

Savethefileand leaveitopen.

B

Continue onthe AutoShapes Worksheet ofthe
GRAPHICS.xIs file.

Assignment 21.3 - Page 113

Selecta Flowchartgraphicindrawitinthe lower
leftcell and selecta Stars and Banners object and
drawitinthe lowerrightcell.

Page 29



Now, go back and work with each of the four
AutoShapesyou have justdrawn. Change the line
thickness, the line color, and change the Filloneach
aswell. Tryusingapicture fromthe CD or select
one of your own. Make each one different.

Savethefileand leaveitopen.

[

Continue onthe AutoShapes Worksheet ofthe
GRAPHICS.xIsfile.

Assignment 21.4 - Page 114

Select any two objects on this Worksheet and
add a Shadow to those graphics. Move back to the
Basic Shapes Worksheet and add a Shadow to
one of the graphics onthat page.

Savethefileand leaveitopen.

B

Continue usingthe GRAPHICS xlIsfileand moveto
the Shadow Worksheeet.

Assignment 22.1 - Page 115

Use the Shadow Settings to modify the shadow
on all three of the objects on that Worksheet.
You can modify the Fill if you like but make
sure to change the Shadow coloraswell asthe
horizontal and vertical length of the shadow.

Save the file and close it to make sure that
everything is saved correctly.

B

Openthe GRAPHICS.xlIsfile foundinthe
FPUEXcel folder on your hard drive. Move to the
3-DWorksheet.

Assignment 22.2 - Page 115

Add a 3-D option to the graphic in the left cell.
Draw a few more smaller objects under this one
and add the 3-D option to each of them.

Save the file and leave it open.

B

Continue using the 3-D Worksheet ofthe
GRAPHICS xlsfile.

Assignment 22.3 - Page 116

Selectthe objectintherightcelland moveto 3-D
Settingsto modify thisobject. Draw several
additional objectsinthisboxand play around with
some of the 3-D Settings. Some really wild stuff
here.

Savethefileand leaveitopen.

B

Continueto usethe GRAPHICS.xlIs fileand move
tothe Text Box Worksheet.

Assignment 22.4 - Page 117

Add two Text Boxes on this sheet and type in a
paragraph in each box. Type anything that comes
to your mind. You can even copy and paste from
something you have typed in another program.
Change the shape and location of each Text Box.
Notice how the words wrap within the confines of
the box.

Save the file and close it.

Page 30



TEC 921 Assignments

3

Openthe file GRAPHICS .xls fromthe FPUEXxcel
folder onyour hard drive and move to the Word Art
Worksheet.

Assignment 23.1 - Page 118

Open a new Word Art object and enter your
first and last name.

Savethefileand leaveitopen.

[

Continue using the Word Art Worksheet.

Assignment 23.2 - Page 118

Resizethe Word Art from Assignment23.1sothat
itfillsabout 1/4 of the Worksheet. If you havealittle
yellowdiamond, reshape the curve.

Savethefileand leaveitopen.

&

Continue using the Word Art Worksheet.

Assignment 23.3 - Page 118

Rotate your Word Artusing the rotationtool onthe
Word Art Tool Palette.

Save the file and leave it open.

3

Continue using the Word Art Worksheet.

Assignment 23.4 - Page 119

Click on the Work Art you created earlier and
pull down Edit to Copy and then Edit to Paste.

Thiswill give youasecond copy of your object. Use
the Word Art Shape Tool «: tochangethe
shape of the second copy.

Now, add your own Word Art. Play around with
thisuntil you feel comfortable.

Savethefileand closeit.

B

Openthe GRAPHICS .xlIs fileand movetothe
Grouping Worksheet.

Assignment 24.1 - Page 121

Selectthe three objects you find there and group
them so they act as one.

Create three additional graphic objectsinthe
remaining space and group themaswell.

Savethefileand leaveitopen.

B

Continue usingthe GRAPHICS xlIs file butmoveto
the LayeringWorksheet.

Assignment 24.2 - Page 121

Youwillfind three objects onthis Worksheet. You
need to do a little work before you can use them to
create the drawing below. Youmust firstturn off the
Fill and change the lineto No Line. You canselect
allthreeand do them all at once by holding down
the shiftkeytoselect.

Once you have made the modifications, you are now
ready to layer the images so you can create the
image below. Changethe layersand position the
images so thatthey appear as shown below. Once
you have themin position, add some people from
the Clip Art, orany other source, and place them
behindthe carinfrontof the church.
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Savethefileand leaveitopen.

[

Continueto usethe GRAPHICS.xlIs fileand move

Assignment 24.3 - Page 122

tothe Nudging Worksheet.

Selectthe graphicontherightand use the left
Arrow key to nudge ittoward the image to the left
sothatthe line that separates them become one.

Savethefileand leaveitopen.

[

Continue usingthe GRAPHICS .xls file butmoveto
the AligningWorksheet.

Assignment 24.4 - Page 123

Selectthe five graphicstothe left of the cell and
Alignthemtothe Left. Selectthe five objectsinthe
centerand Alignthemto Center. Select the final
five objectsontherightside of the celland Align
themto TopandDistribute Horizontally.

Savethefileand leaveitopen.

Assignment 245 - Page 123

[

Continueto usethe GRAPHICS.xIs fileand move
tothe Rotating Worksheet.

Selectthe arrow inthe upper leftand rotate so that it
pointsinadifferentdirection. Make sure itdoes not
pointatany of the 90° angles.

Save the file and leave it open.

[

Continueto use the Rotating Worksheet.

Assignment 24.6 - Page 124

Selectone of thearrowsandflip ithorizontally.
Relocate the arrows and using the Nudge feature,
move themso there tipstouch. Tender, isn’tit?

Savethefileand leaveitopen.

[

Continue usingthe GRAPHICS xlIsfileand moveto
the Resizing Worksheet.

Assignment 24.7 - Page 124

Resize the car you see here into three different
shapes. Make one low and sleek, turnanotherintoa
Volkswagen by making itshort, and resize the third
sothatitisasmallerversion of itself.

Savethefileand leaveitopen.
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Assignment 24.8 - Page 125

[

Continueto usethe GRAPHICS.xlIs fileand move
tothe Image Control Worksheet.

You will find a beautiful picture of the Golden
Gate Bridge. If you have never beento San Fran-
cisco, thisisasighttobehold.

First, change the image to Grayscale. Take agood
look atthe image. Ifyou were going to printthis
image onaregular laser printer, thisishowyou
wouldwanttodo it.

Now, change the image to Watermark. Youcan
changeeither color or grayscale to Watermark but
I happento prefer grayscale.

Savethefileand leaveitopen.

B

Continue usingthe GRAPHICS xlIs fileand moveto
the Clip Art Worksheet.

Assignment 24.9 - Page 129

Create a single picture here by adding at least
three Clip Art images to the Worksheet.

Savethefileand leaveitopen.

[

Continue usingthe GRAPHICS xlIs fileand moveto
the Cropping Worksheet.

Assignment 24.10 - Page 130

Crop this image so the only portion remaining is
the man sitting at the desk. Remember, Crop-
ping does not change the size of the graphic and that
iswhat I am going to be looking at.

Save the file and close it. We are finished with
the GRAPHICS file.

XIX. Sort

[

Openthe SORT .xIsfile from the FPUEXxcel folder
onyourharddrive.

Assignment 25.1 - Page 132

Onthis Worksheet you will find two identical lists of
studentswith lots of informationoneach. Weare
goingto Sortthefirstgroup correctly and thensee
how it works if we do not.

Highlight rows 1 through 21 and pull down Data
to Sort... In the Sort by: entry area, select Date
of Birth. Click OK and you now have a list of
studentsby age.

We are not going to leave it like that. | want you
to alphabetize the students in the top list so
highlightrows 1 through 21 againand thistime we
need to do atwo level Sort. Sortfirst by Last
Name and then by First Name.

Sort by
[Last Mamne |8 @) Ascending
) Descending
Then by
[First Name (%] @) Ascending

{_ Descending

We do itthis way in case two students share the
same lastname.

Now we move to the bottom list. First of all,
clickoncell B27. Pull down Datato Sort... and
you will see that Excel has done the selection for
you. Pretty smart, eh? Cancel out of thatand
highlight cells A26 through A32. Pull down
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DatatoSort...,sortinreverse alpha, and examine
the warning message very carefully. Click onthe
Continuewith the currentselectionand click
OK. Notice how you messed up your data big time.
Be careful.

Savethefileandcloseit.

XX. Advanced
Formulas

Assignment 26.1 - Page 133

[

Openthefile ADVANCED.xIsfromthe FPUEXxcel
folderonyourharddrive.

Now, move tothe first Worksheet, If. We are going
tocomplete three examples of the I F function.

In the first, click on cell B3 and enter the follow-
ing formula:
=IF(B2>9000,B2*.10,B2*.5)

Play around with the value in B2. If the number
entered is greater than 9,000, then the amount in
B3 will be 10% of B2. If it is less than 9,000,
then the amount in B3 will be 5% of B2.

Let’smovetothe nextexample. Click oncell B8
andenter the following formula:

=IF(B7>3.99,B6,0)

Now, play around with the number of hoursin B7.
Inourdistrict, if anyone works four hours or more,

they are entitled to medical benefits. Try 2 hoursand

6 hours.

Now forthe lastexample, whichisalittle more

tricky in that it involves text. Click on cell B12

andenter the following formula:
=IF(B11="m","male”, "female”)

Now change cell B11 to “f” and then back to
“m”. Notice the changes in cell B12.

Thinkthroughthe logichere. Itwill cometoyou.

Save the file and leave it open for the next
exercise.

[

Continueusingthe file ADVANCED.xIsand move
to the Lookup Worksheet.

Assignment 26.2 - Page 134

We are going to begin the makings of a
gradebook program. Move down to A20 where
you find the words Grading Scale and enter the
following information:

A B I

19

20 Grading Scale

21 50 0

22 60 1

23 70 2

24 80 3

25 90 4

26

We are now going to enter the formula for calculat-
inganumericgrade incolumn C. The numericgrade
is based on the 4=A, 3=B, 2=C, etc. Move to cell
C3andenterthefollowing formula:

=VLOOKUP(B3,A21:B252)

Test this formula by entering several values into
B3. Try 81, 80, and 79 to see if it changes to 2
when you hit 79. If it does, you know the for-
mula is working correctly.
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We now need to copy this formuladown to the nine
cellsbelow, but we have aproblem. We need to
anchor the lookup range sothatitisanabsolute
reference while we leave column B asrelative tothe
row. So, modify the formulaincell C3tothe
following:

=VLOOKUP(B3,$A$21:$B%$25,2)
Notice that we did notanchor B3. Now, using the
Fill Handle, copy C3 down to C12. Enter some

values into column B to see if it works correctly.

Savethefileand leaveitopen.

3

Continue using the Lookup Worksheet.

Assignment 26.3 - Page 135

We are going to move over to column E and
calculate the ranking of the scores. Start by
highlighting cell E3. Enter the following for-
mula:

=RANK(B3,$B$3:$B$12,0)

Notice we have added the dollar signsto anchor the
referencetotherange (B3:B12) which containsthe
scores. Also notice we put a 0 at the end so the
ranking would be descending - highestscore to
lowest score. Copy cell E3downto E12 and
VIOLA!

Let’sfinish off afew more ideas on this sheet before
we move on. We want Excel to tell usthe letter
grade of the students, not justanumeric grade. We
are goingto problem solve aswe move throughthis
concept.

We are going to do it a more difficult way first
so we can learn how formulas can work together.
It is possible to use the CHOOSE function to
establish letter grades, but there is a problem
which will surface in a moment. Move to cell D3
and enter the following formula:

=CHOOSE(C3,"F","D","C","B","A")

Theideahereistoselectthe value fromthe list
based onthe value in C3. The problemis,
CHOOSE does recognize a0. It starts with the
number 1. So modify the formulato the following by
simply removingthe “F” fromthe list:

=CHOOSE(C3,”D”,”C”,”B”,”A”)

Try changing the grade in cell B3. This will
work justfineas long as the grade is greater than
59, which is the break point betweenaD and an F.
SinceitcannotrecognizeanF, thereisnoway to
getanFintothatcell using the formulainthisway.
We need away to take into consideration the 0
numericgrade.

We are going to use acombination of functionsto
accomplishourgoal. Inthe previous section we
worked withthe IF functionand we are going to
resurrectittosolve our problem. The situationisthe
following: ifthe grade isa0thenwe wantitto putan
Finthe letter grade spot, if not, we want it to use
the CHOOSE formulato figure out the correct
grade. Modify cell E3tothe following:

=IF(C3=0,"F",CHOOSE(C3,"D","C" "B" "A")

Youonlyneedadd the boldface itemsin the editing
window at the top of the Worksheet. Thisformula
now says IF C3equals 0, then putan F inthe cell. If
not, then use the CHOOSE formulato selectD, C,
B, or Afromthelist. You don’tneed any dollar
signsonthisformulasince we are notreferringto
any other fixed range so cells. Copy from E3to E12
and play around with the scoresincolumnB. It
would be much easiertoread if you centered the
lettersincolumnE.
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Now for the easy way. Move down the cell D20
andenter the following information:

D E F

20 |Grading Scale

21 50 F

22 60 D

23 70 C

24 a0 B

25 90 A

26

Now, move up to cell F3and enter the following
formula:

=VLOOKUP(B3,$D$21:$E$25,2)
Notice we refer over to B3 which contains the
percentage score, notthe numeric grade. Copy the

formulafromF3toF12. VIOLAI

Save the file and leave it open.

3

Continueusingthe ADVANCED.xIsfileand move
to the PMT Worksheet.

Assignment 26.4 - Page 136

We are goingto calculate the payment ofaloanand
then lay out the payment schedule for the first year.

Tobeginwith, enter the following informationinto
the cellsstartingwith B3:

A B C
1
2
3 |Loan Amount 19500
4 |Interest Charged 8.15%
5 |Number of monthly payments 48
4]

Incell B4, enter .0815 and click on the Percent
buttononthe Toolbar. Youwill also haveto
increase the decimals to two.

Now we moveto cell B7 for the formula. Enter the
following:

=PMT(B4/12,B5,B3)

You can now play around with the numbers in
B3 to B5 and see what would happen to your
loan payment.

Highlight from Al1 to A22 and pull down Edit
to Fill and over to Series... We want to incre-
ment the Fill by month. Now move over to cell
D10 and enter 18000. Let’s say we make a
paymentof 500 per month. Enter 500 in cell B11.

Our interest rate is 7% per year which would be 7/
12 to calculate the per month interest. We pay this
amountonthe previous month’sunpaid balance,
whichatthispointresidesincell D10. Moveto cell
Clilandenterthefollowing:

=D10*(.07/12)

We put the parenthesis to force Excel to calcu-
late the monthly interest rate prior to calculating
the interest due. So, we are going to pay $105 in
interest for the first month.

We now need to calculate our balance after making
our January payment. We must subtract the interest
from the paymentand subtractthe remainingamount
fromthe unpaidbalance. Movetocell D11 and
enterthefollowing:

=D10-(B11-C11)
Now, drag from B11 to D22 and use the Fill Down
command. WOW. Well there you go. Works likea

champ.

Save the file and close it. I think your brain
needs a little breather after this last section.
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Openthe ADVANCED .xlIsfile fromthe FPUEXxcel
fileonyour hard drive and move to the Text
Worksheet.

Assignment 26.5 - Page 137

Weare goingto play around with a few text func-
tions found in Excel. To beginwith, type your last
nameinto G1landyour firstnameinto H1.

Let’s begin by calculating the length of each cell
with text. Move to cell B3 and enter the follow-
ingformula:

=LEN(B1)

The number is 16 because the space is a charac-
ter and is counted along with all the other letters.
Hold down the Option/Control key and drag
cell B3 to D3. Continue to hold down the Op-
tion/Control key and drag D3 to E3 and E3 to
G3 and G3 to H3. Neat!

Moveto cell B5and using the LEFT function, have
Exceldisplay theword Ferninthatcell. The formula
wouldlook like this:

=LEFT(B1,4)

Incell D5 have Excel display Micusingthe LEFT
function. Try one with your name ineither cell G3 or
H3

Now use the RIGHT functionto have Excel display
“key”incell D7. Try onewithyournameinG7 or
H7.

Using the MID function, have Excel display the
word “and” incell B9. The formulawould look like
this:

=MID(B1,5,3)

Play with your name and see if you can’t find a
word using the MID function.

Now onto the big word. We will use thiswith your
firstand last name just for practice. Movetocell
G1landenterthefollowing:

=H1&” “&G1
Incell G12, enter the following:
=G1&”,“&H1
Savethefileandcloseit.

I want you to take a look at another potential use for
Excel. I have includedafile named
SPELLINGpractice.xls. Take a good look at the
formulasfound incolumn C. Think about this for
having students practicing their spellingwords. This
works. Noassignment. just want you to consider
and learn.

XXI. Charting

|x Assignment 27.1 - Page 139
Itshould become quite obvious as youwork through
thisnextsection on charting thatthis feature has
some powerful applicationin helping students
achieve academic standardsinso many subject
areas. Whilemath isidentified specifically, itshould
be quite clear how it can be used inscience and
social studiesto analyze data. Asyouwork, keepin
the back of your mind how this canimpact your
classroom, notonly inachievement of the part of
your students, buton how you mightuse thisto
track and report student growth toward standards.

Open the file CHARTING.xIs. Make sure you
are on the Chart 1 Worksheet.
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Highlightcells Alto E5and pull down Insertto
Chart... Select a horizontal Bar chart and select
the first sub-type onthe top row. The other options
would not make sense.

Todemonstrate what | mean by not making sense,
youmightclick onseveral of the sub-types shown
there and hold down the mouse button on the Press
and Hold to View Sample button. Some of them
simply do not make sense.

Let’s not go any farther with this. Click on the
Finish button without going to any of the addi-
tional optionsatthistime.

Savethefileand leaveitopen.

[

Continue usingthe CHARTING.xIsfile fromthe
FPUEXxcel folderonyourharddrive.

Assignment 27.2 - Page 142

Stay on Worksheet Chart 1 for a moment. You
already have one chart on this page. Make sure it
is small enough for one more chart to fit on the
Worksheet.

Makea Line Chartout of the same information.
Gothroughthe steps of the Chart Wizardto
accomplishthis. Youmayembellishitinany way
youwish. Excel 2007 folks, you will find the Change
Chart Type optiononthe Chart Design Ribbon.

Save the file and move to the Pie Chart
Worksheet.

Make a Pie Chartoutof the informationfound on
thisscreen. Again, you canaddany embellishments
youwish

Save the file and leave it open for the next
exercise.

Assignment 27.3 - Page 143

B

Continue usingthe CHARTING .xlIsfileand moveto
the Chart 2 Worksheet.

Notice thatthe series of dataon this Worksheetisin
columnsinstead of rows. Highlight cells A1 through
E5and click onthe Chart Wizard buttononthe
Toolbar.

Go ahead and select a Line Chart at this time
and click on the Next button. On the Data
Range window, notice that the Data range: is
identified as =Chart 2!$A$1:$E$5 and that the
Rows series button is highlighted. Change it to
Columnsandwatch what happensto the display
window. With Excel 2007, there isa switch Row/
Columninthe Datasection.

Now click on the Series tab at the top of the
dialog box because we want to remove two of
the companies fromthe chart. Weare only inter-
ested inwhat happensto American Airlinesand
Shell. Soremove the other two.

Click Finish and Save the file but leave it open.

[

Continueusingthe CHARTING .xlIsfileand moveto
the Worksheet Chart 3.

Assignment 27.4 - Page 144

For Excel 2007 users. you will find all the buttons
you need toaccomplish the rest of this chapter on
the Chart Tool Ribbons. Look and you will find
them.

We are going to go back and chart the stock prices
again butthistime, we are going toadd some
enhancements. Highlight Alto E5andclick onthe
ChartWizardbutton. Selecta Column Chartand
choose the first sub-type in the second row:
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Click on the Next button twice to move to Step 3
of 4.

In the Title area, title the chart “Stock Market
Trends” and label the X-axis (Vertical) as“Months”
andthe Y-axis (Horizontal) as*“Share Prices”.

Do not save or exit the file at this time. Do not

closethe Chart Wizard window. Simply moveon
tothe nextassignment.

[

Click on the Axes tab and take off the Y axis
(Horizontal) labels.

Assignment 27.5 - Page 144

Do not close this window. Move onto the next
assignment.

[

Move to the Gridlines tab and add the Major
gridlinestothe Y axis (Horizontal) only.

Assignment 27.6 - Page 145

Do notclose thiswindow. Move onto the next
assignment.

[

Click on the Legend tab and move the Legend to
the top of the chart.

Assignment 27.7 - Page 145

Continuewithoutsavingor closing.

B

Click onthe Data Labels tab and have it show the
valuesonly.

Assignment 27.8 - Page 145

Continuewithoutsavingor closing.

[

Move to the Data Table tab and show the data
tablealong with the legend keys.

Assignment 27.9 - Page 146

Donotclose the window or quitthe application.
Move ontothe nextassignment.

[

Click on the Next button to move you to Step 4 of
4. Please locate this chart as a new sheet with the
name “Stocks”.

Assignment 27.10 - Page 146

You may now click on the Finish button and
positionthe charttoyour liking.

Save the file and leave it open. If you decide to
take a breather, you may close it as long as you
have saved itto the FPUEXxcel folder on your hard
drive.

[

Continuetousethe CHARTING.xIsfile located in
the FPUEXxcel folder onyour harddrive. Move to
the Chart 1 Worksheet.

Assignment 28.1 - Page 147
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Selectthe chartand usingthe Chart Tool Palette,
changethe charttypetoan Area Chart. Selectone
ofthe 3-D options.

Savethefileand leave itopen.

3

Moveto Chart2 ofthe CHARTING.xlIsfile.

Assignment 28.2 - Page 148

Selectthe outside perimeter to highlightthe Chart
Areaofthischart. Pull down Formatto Selected
ChartArea...and change the backgroundto either
acolor oraFill Effect of your choice. Choose
something thatis nottoo dark.

Save the file and leave it open.

[

Continue withthe charton the Chart 2 Worksheet.

Assignment 28.3 - Page 148

Resizethechartsothatitislarger.

Savethefileandleaveitopen

[

Continue withthe charton the Chart 2 Worksheet.

Assignment 28.4 - Page 149

Using the Draw Tools, place some arrows and
circlestoemphasize pointsof interest. If youare
really brave, try adding a small Text Box to add
commentary toyour chart.

Savethefileand leaveitopen.

B

Continue to use the Chart 2 Worksheet.

Assignment 28.5 - Page 150

Clickoncell F1and add an additional stock.
Choose something like IBM or Nike to keep it
simple. Put some figures in the four months
identified and add this data to your chart. Click
on the chart and use the small blue box at the
bottom right corner of the data box and drag it
one columntotheright.

Save the file and leave it open.

[

Continue to use the Chart 2 Worksheet.

Assignment 28.6 - Page 150

Selecteachdataseriesand putadifferentfill on
eachone. Have funwiththis.

Save the file and leave it open.

[

Continue to use the Chart 2 Worksheet.

Assignment 28.7 - Page 150

Modify the Series Order so that the chart makes
more sense fromavisual standpoint.

Savethe fileand leave it open. If you want to take a
break, make sure you have savedit.
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3

Move to the chart found on the Pie Chart
Worksheet.

Assignment 28.8 - Page 151

Addapicturetothe Chart Area.

Save the file and leave it open.

B

Move to the Chart 2 Worksheet.

Assignment 28.9 - Page 152

Changethe 3-D Line view of the chartsothatitis
morevisually pleasing.

Save the file and leave it open.

&

Thereare two final assignments for thissectionand
both are to be completed usingthe CHARTING.xls
file located inthe FPUExcel folder.

Assignment 28.10 - Page 152

Firstofall, lwould like youto chartthe testing
scores for the students on the Student Worksheet. |
will give youalotof latitude here to make your own
decisions. Understand that we are charting achieve-
menttestscores of students over afive year period
somake the chartreflect thatinformation.

Savethe CHARTING.xlIsfile.

Lastly, movetothe Your Chart Worksheetand |
would like you to create a chart of your own mak-
ing. Decide on the type of data and the type of
chart. Show offyour skillshere interms of colors,
fills, values, labels, legends, etc.

Savethe fileand you may close it. We are finished
withthe CHARTING.xIsfile.

XXII. Excel as a
Database

A note before we beginthis nextsection. Thereare
someassignments inthis section that I will notbe
abletoverify youractivity. While skipping overany
of these sectionswould save youtime inthis course,
itwill resultin missing pieces. Excel canbe very
powerful in the use of Lists as a database so be
very careful to do the assignment as stated. Inthe
long run, youwill benefit.

B

Openthe DATABASE .xlsfile fromthe FPUEXxcel
folderonyourharddrive.

Assignment 29.1 - Page 154

The first Worksheet of thisfile istitled Your Own
List. Iwould like you to beginadatabase using this
Worksheet. Decide for now the type of database
you want to create. Do you want to keep track of
cassette tapes or CDs? Home inventory? School
inventory? Books? A listof students? The type of
database isimportant because you must decide what
fieldsyouwantto create. Onthefirstrow, create
three field names. Thenadd at least four records for
each ofthethreefields. Youare welcome to make
somethingupifyoulike. I justwantyouto have the
experience.

Once you have entered the data, pull down Datato
Form...and you will see what you have created.
With Excel 2007, youwill need toadd the Form
button to your Quick Access Toolbar.

Savethe file making sureitissavedinthe
FPUEXcel folder onyour harddrive. Leave itopen
forthe nextassignment.
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3

Continue usingthe DATABASE xlsfile. Moveto
the Students 1 Worksheet.

Pull down Data to Form... and move through
the records you find there.

Close the window when youare finishedand move
tothe nextassignment.

[

Using the Students 1 Worksheet, openthe Data
Formandadd at least three additional records. Just
make up some names and addresses. Then, remove
two that were there before. You should wind up
withatotal of 21 records. Thisiswhat 1 will be
lookingfor.

Assignment 29.3 - Page 156

Savethefileand leave it openfor the nextassign-
ment.

[

Continueusingthe DATABASE xlsfileandstayon
the Students 1 Worksheet.

Assignment 29.4 - Page 157

Sortthe listby LastNameonly.

Savethefileand leaveitopen.

[

Continueusingthe DATABASE xlsfileand moveto
the Students 2 Worksheet.

Assignment 29.5 - Page 158

Firstof all, convertthisdatatoa Tableor List.

Sortthisfilealphabetically by City. Make sure that
Cityisyourfirstsort.

Save the file and leave it open for the next
assignment.

[

Move to the Filter 1 Worksheet.

Assignment 29.6 - Page 159

Using the AutoFilter, select all those records
that live in Sanger.

Save the file and leave it open.

[

Move to the Filter 2 Worksheet.

Assignment 29.7 - Page 159

Select all those students that have allergies. You
will be looking for all the non-blank cells.

Save the file and leave it open.

[

I wantyou to complete Your Own List. Add
additional fieldsso there are atotal of 6 fields. Add
records so they total 10. You are welcome to make
up information. Filter the informationonone of the
fieldsand Sortthe remaining data by a field of your
choice.

Assignment 29.8 - Page 160

Savethefileand closeit. We are finished with it.
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XXII1. Annotating
Cells

Assignment 30.1 - Page 161

3

Openthefile FILE2.xls fromthe FPUEXcel folder
onyour harddrive. Move to the Fill Worksheet.

Selectany three cellsand add a Comment to those
cells. Agood example mightbe food costs in April if
you have your family coming over for Easter. Make
upsome comments forany three cells.

Savethefileand leaveitopen.

B

Continueusingthe FILE2 xlIsfile.

Assignment 30.2 - Page 162

Pull down View to Comments and make sure all
three Comments are displayed.

Savethefileandcloseit.

XXIV.Using Templates

[

Openabrand new Excelfile.

Assignment 31.1 - Page 163

Create some form of template that you might need
to use inthe future. Itmight be abook checkout
form, acandy sale sheet, astudent checklist, a
permissionslip, whatever...

Savethisasa Template documentinthe
FPUEXxcel folder. Namethe file TEMPLATE .xt.
Close the file because we are going to use it in
the next assignment.

[

WhileinExcel, pull down Fileto Open...and
change the List Files of Type: to Templates.
Make sure youare inthe FPUExcel folder and your
TEMPLATE xltfileshould bedisplayed. Openit.

Assignment 31.2 - Page 164

Notice that the filename has been changedto
Templatel. Addsomeinformationtothisfile.

Save it now as a standard Excel Workbook file
to the FPUEXcel folder. Use the name
TEMPLATEZ1.xls. Close the file.
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XXV. Protecting Your
Spreadsheet

Assignment 32.1 - Page 166

3

Openthefile PROTECT .xlsfromthe FPUEXxcel
folderonyourharddrive.

We are going to protect the formulas on the
Formula Worksheet. Since the default is locked, we
needto highlightcells B4to F11and pull down
Formatto Cells...and click onthe Protection tab.
Noticethe check infront of Locked. Click onceto
removethischeckandclick OK.

Savethefileand leave itopen since we must finish
the process with the nextassignment.

[

Continueusingthe PROTECT .xIsfile.

Assignment 32.2 - Page 166

Onthe Formula Worksheet, pull down Toolsto
Protectionand over to Protect Sheet... Leaveall
the checkmarks as they are but add your own
Password. | should not be able to get into this
file.

Once you have closed the dialog window,

change some of the values in the cells B4 to F11.

Now try and add a value into acell that contains a
formula, suchas G9.

Save the file and Close it.

XXVI. Working
Collaboratively

Assignment 33.1 - Page 168

B

OpenFILE1.xls fromthe FPUEXxcel folder onyour
harddrive.

Pull down Tools to Track Changes and click on
the top box to Track changes while editing.

Savethefileand Closeit. When I openit, it will
track any modifications I maketoit.

[

Openthefile DATABASE .xls from the FPUEXxcel
filewhich contains students’ names and addresses.

Assignment 33.2 - Page 169

Pull down File to Save As... and set the File
Type to Text (Tab Delimited). Save this file as
TEXTFILE.txt in the FPUExcel folder.

Now, use any word processing program you
have, the most likely candidate would be Word, and
pull down File to Open and open the
TEXTFILE.txtfromthe FPUEXxcel folder onyour
harddrive. Change the fontto very small and notice
howthe datais laid out.

Save this word processing file as
WORDDATA .doc inthe FPUEXxcel folder on your
harddrive.
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|x Assignment 33.3 - Page 169
There are two files that came with this course, that
containstudent information. One file containsthe
studentsingrades6and 7 andistitled
GRADES67.xls. The other file contains the students
fromgrades8and 9, titled GRADES89.txt. The
GRADESB89.txtfileisatextfile while the
GRADES67.xlIsisan Excelfile.

Openthe Excelfiletitled GRADES67.xls. Now,
pulldown File to Open... and open the
GRADES89.txtfile. Highlightall the rows that
containdatainthe GRADESS89.txt fileand pull
down Editto Copy. Now pull down Window and
move over tothe GRADES67 .xlsfile. Clickinthe
firstcellincolumn A underthe last line of data. Pull
Edit to Paste and you have combined the two sets
of data.

Save this new GRADESG67.xIs file as
GRADES.xls in the FPUEXcel folder on your
harddrive. Youmay Closethisfile.

B

OpenthefileHYPER.xIs.

Assignment 33.4 - Page 170

Move to the Hyper Worksheet and click on the
cell that contains NASA. Pull down Insert to
Hyperlink... and enter the following URL in the
topwindow:

http://Amww.nasa.gov

Now, click on the White House and enter the
following Hyperlink:

http:/Aww.whitehouse.gov

Andfinally, click onthe Fresno Pacific Web Page
cellandenterthe following URL Hyperlink:

http://www.fresno.edu

We are going to link to one Named range. | have
already prepared a Name on the second
Worksheet titled FPU. Click on the cell which
contains Goto Fresno Pacificand pull down Insert
to Hyperlink... Move to the bottom window and
clickonthe Select... button. Youwill find FPU
listed. Selectitand you are done.

If you have a browser set up, you will be able to test
these links. Otherwise, the lastone isthe only one
youwill be able to play with.

Save the file and Close it.

XXVII. Using Macros

|x Email Assignment

Before you complete the final activities of this
course, I would like youto send one final email to
Dr. Swan. Firstofall to lethim know youare
nearing the end of your coursework and to provide
some feedback regarding the course. What did you
find the most valuable? What did you find the least
beneficial? Andfinally, inone sentence, describe
howthis course will impact your classroom manage-
ment, your communication, your teaching.

Send thisemail to rfswan@comcast.net
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XXVIII. Excelin
Education

Assignment 34.1 - Page 175

3

Your final assignmentwill be four projectfilesthat
you need to complete fromscratch. Inaddition, I am
going toask youtoselect one colleague and demon-
strate or teach one skill you have learned that you
think they mightbenefitfrom.

Thiscourse has covered alotof territory and taken
asignificantamountoftimeandeffortso I feel
somewhat restrained inthe amount of work | want
toassignasyour projects. Thisisn’tasix-unit
course and I am aware of that. I still want you to be
able to use Excelasatool inyour classroom so
please complete the following four projects.

1) School Budget

National Technology Standards: 1A, 2B, 2D, 2E,
3D, 4B, 5B, 5C, 5D, 6B, 6C, 6D, 6E, Mathemat-
ics, Social Studies, Science, Language Arts

I wantyou to create asample school budget. We
will limitourselvesto only four categories butyou
should getthe idea. Openthe file SCHSTEPS .xIs.
Openanew empty file right over the top of this one.
Resize them and position the two windows so that
you can see both on the screen. Complete the steps
youfindto complete the SCHOOL. .xls file that will
be saved onyour hard drive. Enter the data that you
findin APPENDIX Afound atthe end of this
Assignmentsbooklet.

*Be onyourtoes! Office Supplies hasa $300
balance!

Savethisfileas SCHOOL.xlIsinthe FPUEXxcel
folderonyourharddrive.

2) Candy Sale

Create a spreadsheet that will keep track of a 5-day
candy sale. To make iteasy, say each candy bar
costs$1.00. Besuretoinclude the following:

10students

First day distribution per student

5daysofcollection

Calculatedtotal sold

Calculated balance due

Enter data

Save this file as PROJECT2.xls in the FPUEXcel
folder on your hard drive.

3) Gradebook

Create a gradebook that calculates the following
information:

10 student names

5scores

Average per each score

Average per each student

Highest grade per score

Lowest grade per score

Enter data

Save this file as PROJECT3.xls in the FPUEXcel
folder on your hard drive.

4) Project of your choice

Please create a spreadsheet of your choice. I will
give you a lot of latitude here but I want you to
make sure it is something you will be able to use
in your classroom. Use this project to show off your
expertise. If you have already created a spreadsheet
that you are using, you are welcome to submit that
as your project of choice. Your call. Just remember,
on Page 4 of the Course Manual, we set out the
following minumum requirements for your project.
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2Worksheets

10 Cellswithformulas
5CellswithFill Color

1 Chart

3Linkedcells

2 Graphicsfrom Clip Art
Wrapped TextinaCell
1 Hyperlink

1WordArt

Save this file as PROJECT4.xls in the FPUEXcel
folder on your hard drive.

5) Peer Coaching

Select a colleague and teach them one skill or
concept that you feel they could benefit from. You
might want to really score some points and pick an
administrator that must keep track of budgets.

You are to provide a paragraph or two which
identifies your selected peer, what concept you
decided to demonstrate, and a comment as to how it
went. You may do this in a word processing file or
astextinacell. Title the file PEER.xIs and make
sure itis in the FPUEXxcel folder on your hard drive.
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National Technology Standards

The assignments contained in this course are closely aligned to the ISTE National Content Standards established for
technology known as the National Educational Technology Standards (NETS) and Performance Indicators.

The following technology standards are addressed throughout this course.

1.

Facilitate and Inspire Student Learning and Creativity

Teachers use their knowledge of subject matter, teaching and learning, and technology to facilitate experiences that
advance student learning, creativity, and innovation in both face-to-face and virtual environments.
Teachers:

A.

B.

C.

D.

2.

promote, support, and model creative and innovative thinking and inventiveness.

engage students in exploring real-world issues and solving authentic problems using digital tools and
resources.

promote student reflection using collaborative tools to reveal and clarify students’ conceptual understanding
and thinking, planning, and creative processes.

model collaborative knowledge construction by engaging in learning with students, colleagues, and others in
face-to-face and virtual environments.

Design and Develop Digital-Age Learning Experiences and Assessments

Teachers design, develop, and evaluate authentic learning experiences and assessments incorporating cotemporary
tools and resources to maximize content learning in context and to develop the knowledge, skills, and attitudes identified

inNETS-S.
Teachers:

A. design or adapt relevant learning experiences that incorporate digital tools and resources to promote student
learning and creativity.

B. develop technology-enriched learning environments that enable all students to pursue their individual
curiosities and become active participants in setting their own educational goals, managing their own learning,
and assessing their own progress.

C. customize and personalize learning activities to address students’ diverse learning styles, working strategies,
and abilities using digital tools and resources.

D. provide students with multiple and varied formative and summative assessments aligned with content and
technology standards and use resulting data to inform learning and teaching.

3. Model Digital-Age Work and Learning

Teachers exhibit knowledge, skills, and work processes representative of an innovative professional in a global and
digital society.
Teachers:

A.

B.

demonstrate fluency in technology systems and the transfer of current knowledge to new technologies and
situations.

collaborate with students, peers, parents, and community members using digital tools and resources to support
student access and innovation.

communicate relevant information and ideas effectively to students, parents, and peers using a variety of
digital-age media and formats.

model and facilitate effective use of current and emerging digital tools to locate, analyze, evaluate, and use
information resources to support research and learning.
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Promote and Model Digital Citizenship and Responsibility

Teachers understand local and global society issues and responsibilities in an evolving digital culture and exhibit legal
and ethical behavior in their professional practices.

Teachers:

A. advocate, model, and teach safe, legal, and ethical use of digital information and technology, including respect
for copyright, intellectual property, and the appropriate documentation of sources.

B. address the diverse needs of all learners by using learner-centered strategies and providing equitable access to
appropriate digital tools and resources.

C. promote and model digital etiquette and responsible social interactions related to the use of technology and
information.

D. develop and model cultural understandings and global awareness by engaging with colleagues and students of
other cultures using digital-age communication and collaboration tools.

5. Engage in Professional Growth and Leadership

Teachers continuously improve their professional practice, model lifelong learning, and exhibit leadership in their school
and professional community by promoting and demonstrating the effective use of digital tools and resources.

Teachers:

A. participate in local and global learning communities to explore creative applications of technology to improve
student learning.

B. exhibit leadership by demonstrating a vision of technology infusion, participating in shared decision making
and community building, and developing the leadership and technology skills of others.

C. evaluate and reflect on current research and professional practice on a regular basis to make effective use of
existing and emerging digital tools and resources in support of student learning.

D. contribute to the effectiveness, vitality, and self-renewal of the teaching profession and of their school and

community.

Chapter Topic

Technology Standards Addressed

1 What is a Spreadsheet 33, 5b

2 Getting Started 1c.3a.5b

3 The Excel Screen 3a, 3d

4 Entering Data 3a,3d

5 Working with Text 2¢, 33, 3d, 5b, Language Arts

6 Working with Values 33, 3d, 5b, Mathematics

7 Calculations 13, 33, 3d, 5b, Mathematics

8 Formulas 13, 33, 3d, 5b, Mathematics

9 Fill 33,3d

10  |Working with Cells 3a,3d

11  |Working with Worksheets 33, 3d

12 Toolbars and Ribbons 3a, 3d, 5b

13 Printing Spreadsheets 33,3d, 5b

14  |Working with Names 33, 3d

15 Managing Data 33, 3¢, 3d, Language Arts

16 Creating Links 13, 33, 3d

17 Options/Preferences 33, 3d, 4c

18 Draw Tools 13, 1b, 23, 33, 3d

19 |Sorting 33, 3d

20 Advanced Formulas 1b, 33, 3d, Mathematics

21 Charting 1b, 33, 3¢, 3d, 5a, Mathematics, Science, Social Studies

22 Excel as a Database 13, 23, 2d, 33, 3¢, 3d, 5a, Mathematics, Science

23 Annotating Cells 2¢, 33, 3¢, 3d, 53, Language Arts, Science

24 Using Templates 3a,3d

25 Protecting Your Spreadsheet 33,3d,4a

26 Working Collaboratively 13, 1b, 1c, 1d, 2b, 2¢, 33, 3b, 3c, 3d, 43, 4c, 4d, 53, 5b, 5¢, 5d, Language
Arts, Mathematics, Science, Social Studies

27 Using Macros 33, 3d

28 Excel in Education 13, 1b, 1c, 1d, 243, 2b, 2c, 3b, 3c, 3d, 43, 4b, 4c, 4d, 53, 5b, 5¢, 5d, Language
Arts, Mathematics, Science, Social Studies
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APPENDIX A

A B c D E F
1
2 School Budget
3
4 Budgeted Spent Remaining Percent
5 1120 Sub Salaries 2000.00 255.00 1745.00 87.3%
§ 4310/ Instr. Supplies 2950.00 74535 2204 65 74 7%
7 4510 Office Supplies 500.00 0.00 500.00 100.0%
8 6490 New Equipment 3000.00 0.00 3000.00 100.0%
9 TOTALS 8450.000 1000.35 7449 65 88.2%
10
11 1120 Sub Salaries
12 |Date Payee Comment P.O. Amount
13 1/1/05 Sammy Sub Bob 85.00
14 1/5/05 Sarah Sub 2-day conf 170.00
15
16
17
18 255.00
19 4310 Instr. Supplies
20 |Date Payee Comment P.O. Amount
21| 1/2/2005 GW Schoaol Posters 2342 487 36
22 | 2/1/2005 Barnes & Nobles Books 55435 25799
23
24
25
26 74535
27 4510 Office Supplies
25 |Date Pavee Comment P.O. Amount
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APPENDIX B

et Meo RS R R EFS RS R

[ais]

10
11

12
13
14
15
16
17
18
19
20
21

22
23
24
25
26

A

Personnel Costs

EMPLOYEE

Wages

Work Days
Hours per Day
Hourly Wage

BENEFITS

Health Benefits
PERS
OASDHI

Un. Ins.

TOTAL

6,985.00
567.00
102.38

86.63

15,616.00

348.14
62.86
53.19

5,299.43

D E
Health Benefits 6985
PERS 7.20%
OASDHI 1.30%
Un. Ins. 1.10%

180

35

875
TOTAL

5.512.50 18,222.75

- 6.985.00
396.90 1.312.04
71.66 236.90
60.64 200.45

6.041.70  26.,957.13
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