Spreadsheet Project Description: 

Working on this project individually, solve the three-spreadsheet problems below. Template files for each of the problems are provided by the instructor.  Be sure to format each problem as illustrated below. Knowledge of the following Excel functions will be useful for completing these problems: 

· Sum 

· Average 

· Min 

· Max 

· Count 
· CountA
· Round 

· Today 

· If 

· Vlookup 
Problem 1: 
Open the Problem 1 template file. Format the spreadsheet as shown in the example.  All blanks in the spreadsheet require formulas and/or functions.  The user needs to calculate the following fields: Total Sale, Amount of Discount, Discounted Total, Sales Tax, and the Amount Due.  Then, the user needs to calculate the totals down below: Number of Customers, Highest Current Price, Fewest Units Sold, Average Discount, and Total Amount Due.  The customer only gets a discount when purchasing items that cost $6,000.000 or more.  When completed, print a values version and a cell formula version of this problem. 
Problem 2: 
Open the Problem 2 template file. Format the spreadsheet as shown in the example. 
1. Pivot tables: 

Insert yourself as the first record (before Adamson). Your position is Admin Assist (Note: you need to use the words EXACTLY; otherwise your insertion will not be grouped or calculated correctly) for Accounting department, with a salary of $33,000 and a hire date of 1/1/06. Don’t worry about shift.

Follow the instruction of Spreadsheet Handout 4 (Pivot Tables), add your name in cell J5, and then replicate the procedure in the handout, take screen prints of the following (your name – in J5 - must appear in the screen prints):

(1) sum of salary by department;   1 print out

(2) sum of salary by department and then by position.  1 print out
2.  Pivot tables: Find average of salaries for Admin Assist by department, print the screen. [Note: You need to resize several columns so the whole pivot table will show on the screen. 1 print out
3. Create and print charts (with appropriate title, and your full name appearing in the title):

(1) a pie chart showing the percentage of number of employees by dept; [Hint: Count salary]    1 print out
(2) a column chart, showing number of Admin Assistant and Group Assistant by departments.  2 print outs
Problem 3: 
Open the Problem 3 template file. Format the spreadsheet as shown in the example.  The user must calculate the following fields: University Fee, Student Fee, Non-Res. Fee, Late Fee and Total Fee.  All blanks in the spreadsheet require formulas and/or functions. The non-residents are students with a residency status of zero.  The late fee formula can be calculated using: if function and the vlookup function.  When completed, print a values version and a cell formula version of this problem. 
· Turn in problems either on a diskette, CD_ROM or E-mail them.
· Print out a values version and cell formula version of each problem file. 

· Please place all of this in a large envelope, and write your full name, class, day & time.
Extra Notes:

To Start up MS Excel:


Click on the Start Menu


Click on the Programs Menu 


Click on the MS Excel Program and the tool will open up for you.

Printing out cell formulas:

( Highlight a particular cell in the spreadsheet.

( Select Tools from the menu bar.

( Select Options from the drop down menu.

The options window will be displayed.

( Check the Formulas box under the windows options and click the OK button. 
Formatting cells with currency values:

· Format

· Cells

· Under Category, select currency

· Select how many decimal places you want under the decimal box with the up and down arrows.

· Click the OK button

Inserting formulas into a cell:

· Insert

· Formula

· In the select function window, scroll through until you find the correct function.

· Fill in the necessary arguments

· Click the OK button

