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Unit G: Creating and Enhancing a Worksheet 
[bookmark: _Toc355113069]Concepts Review

	Screen Labeling
	Matching Items
	Multiple Choice

	1. Name box
	13. f
	19.c

	2. Enter button
	14. b
	20. a

	3. Formula bar
	15. c
	21. c

	4. Row selector buttons
	16. e
	22. b

	5. Sheet tabs
	17. a
	23. a

	6. New Sheet button
	18. d
	

	7. Active cell 
	
	

	8. Column headings
	
	

	9. Decrease Decimal button
	
	

	10. Comma Style button
	
	

	11.Number Format list arrow
	
	

	12. Accounting Number Format button
	
	



[bookmark: _Toc355113070]
Skills Review
The filename for the completed workbook in this exercise is G-December Sales.xlsx. The completed solution file is shown here. Note that the date in the student’s footers should reflect the current date.

Filename: G-December Sales.xlsx (close up view of data)

[image: ]
Filename: G-December Sales.xlsx (in Print Preview—showing footer)
[image: ]


Independent Challenges
Because students may tackle the Independent Challenges in different ways, it is important to stress that for some Independent Challenges there is not just one correct solution. 
[bookmark: _Toc355113071]Independent Challenge 1 
Students create a new workbook and enter specified information into cells. They enter formulas, format cells, and add a header, and apply the Solstice theme.  Solutions should match the solution below. 

Estimated completion time: 20 minutes
Filename: G-Top June Orders.xlsx  (up close view in Normal view)
[image: ]

Filename: G-Top June Orders.xlsx  (in Print Preview))
[image: ]
[bookmark: _Toc355113072]Independent Challenge 2 
In this exercise, students create a new worksheet that analyzes sales of a craft business which has 5 stores in the Midwest. The purpose of the worksheet is to compare July sales at each store to the prior month (June). They also compare actual July sales to the forecast.  Students enter data, labels, and formulas, apply conditional formatting and format the worksheet, and add their names to the header.  Students’ solutions should contain the same content and formulas, but will be formatted differently (they can choose any theme they want).  One possible solution is shown below. 

Note: if you are using the first printing of the book, please be aware that the introductory paragraph has some inconsistencies in it, which will be fixed in subsequent printings.  The corrections made are shown here: 

You are the franchise manager for Blackford & Wickes Crafters a new specialty store business with five craft stores n the Midwest. You need to create a worksheet that analyzes first quarter July sales by store. Your worksheet needs to compare third quarter July sales of each store to the previous quarter month (June). You also want the worksheet to show how third quarter July actual sales compare to the third quarter July sales forecast. Because it is a new, growing business, each store was forecast to meet a sales increase of 5% over the prior quarter month.  

Estimated completion time: 20 minutes
Filename: G-Sales Analysis.xlsx
[image: ]
[bookmark: _Toc355113073][image: ]
Independent Challenge 3 
In this Independent Challenge, students create a new worksheet that calculates profits for used car business. Students are instructed to enter specific data, labels and formulas in specific cells. Students’ solutions will vary in formatting. Student solutions should also have the student’s name in the header.

Estimated completion time: 20 minutes

Filename: G-Car Profits.xlsx (up close look in Normal view)
[image: ]

Filename:  G-Car Profits.xlsx (full page view, in Print Preview)

[image: ]
[bookmark: _Toc355113074]
 Independent Challenge 4: Explore
In this Independent Challenge, students create a worksheet that compares the cost of living in a new apartment to their current apartment costs. Actual data is provided in the exercise, so the solutions should contain the same data shown in the solution below.  However, solutions will vary from student to student in content and format. Look for the following in each solution: 

Filename:  G-My New Budget.xlsx (Student solutions will be formatted differently, but the formulas and data should match the solution.)
Estimated completion time: 30 minutes

[image: ]
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Visual Workshop

In this exercise, students create the worksheet shown below using the commands, formulas, and formatting skills learned in the unit. Solutions should match the figure below exactly. Instructions on how to rotate the labels in column A are provided in the assignment instruction paragraph (they should have fun with this!).  Formatting in this solution is as follows: Shading:  Orange, Accent 1; theme applied: Wood Type.  Fonts: Rockwell Condensed for cell A1 Rockwell for all other cells.

Filename:  G-Holiday Sales Summary.xlsx (up close in Normal view)
[image: ]




Filename:  G-Holiday Sales Summary.xlsx (full page in Print Preview)
[image: ]
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Top Five Orders for June, Midwest Region
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Order Number Account Name Date Order Total Amount Paid Balance Due
4778 Pink & Blue Care Givers, Inc. 6/10/2016 $  17,865.00 S 14,325.00 S 3,540.00

4889 Baby City Foods 6/15/2016 $  16,845.00 $ 14,328.00 S 2,517.00

4997 Nathan and Bob’s Market 6/17/2016 $  10,966.00 $ 5,543.00 $ 5,423.00

5013 Mother Hen's Care Centers, Inc. ~ 6/22/2016 §  12,259.00 § 10,954.00 S 1,305.00

6024 Jones & Rowley Grocers, Inc. 6/26/2016 5 4,095.00 § 2,266.00 S 1,829.00

$ 62,030.00 §  47,416.00 $  14,614.00
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G-Top June Orders.tsx

Top Five Orders for June, Midwest Region

Order Number  Account Name Date Order Total Amount Paid Balance Due
a7 Fink & Bue Care Givers, Inc.  6/10/2016 5 17,86500 5 1432500 S
@89 Baby City Foocs 6/15/10%6 S 1684500 S 1432800
597 Nathan and Bob's Harket 6/7/10%6 5 1096600 5 55400
013 Nother Hen's Care Centers, Inc.  6/22/2016 S 12,5900 S 10,954.00
eozs Jones & Rowley Grocers, Inc.  6/26/2016 S 409500 S 2,266.00
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Blackford & Wickes Crafters
Third Quarter Sales

WI 30.878 $ 5212 $41,871.90 $ 3.218.10
OH 66,476 $ (6.567) $69,799.80 $(9,890.80)
Detroit MI 42,767 $ 4,243 $44,905.35 $ 2,104.65
Naperville  IL 55590 $ 6,073 $58,369.50 $ 5,293.50
Lansing MI 50,980 $ 887 $53,538.45 $(1.662.45)
Totals 255,700 3 9848 § 268,485 [ $(2,937.00)]
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Blackford & Wickes Crafters
Third Quarter Sales
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Sam's Pre-Owned Cars
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Q1 Profits
profit
Chevrolet Malibu $ 520000 |$  880.00|S 6080.00 (S  10,795.00 | 1/22/2016|$ 4,715.00
Subaru Legacy S 920000|$ 125900 $ 10459.00 |  18,095.00| 2/1/2016] $ 7,636.00
Ford Explorer S 950000|$ 179800 $ 11,298.00|$  19,195.00| 2/15/2016] $ 7,897.00
Mercury Grand Marquis | 3,20000 | $ 150000 | $ 4,700.00|$ __ 9,295.00| 3/1/2016] § 4,595.00
2 [Honda Accord $ 7,250.00 | $ 3,250.00 |$ 10500.00 |$  15895.00 | 3/7/2016|$ 5,395.00
10 Total $ 3435000 $ 8,687.00 § 43,037.00 §  73,275.00 $ 30,238.00

1
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Q1 Profits
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Mercuy Grard arass |5 3,20000[ s 1500005 &70000[s  sass00 3uaciels esssoo
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Toal S 3435000 § 85700 § 4305700 § 727500 s 30,3800
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11/1/2016 ‘Your Name

My New Budget

[New Monihly Salary $ 380000

Current Monthly Salory [ $ 2500.00

[Salary Increase $1,300.00

[Expense [Current Cost|New Cost [Change
Rent 3 500005 135000]5 55000
Food 3 as000]s aso00]s
Utilities $ 6000|$ 150.00[$ 90.00
[Car Payment 3 - s 27500[s 27500
[Cor nsurance s[5 is00]s 12800
[Gos/Parking 3 — |$ 10000]3 10000
[Student Loan $ 15000[$ 15000]$% -
[Cable 3 co0ols soc0ls 3000
[Fone 3 Ti000]s Ti000]s -
[Entertainment $ 16000]$ 16000]% —
[Total Expenses: $ 1,49000]% 2960.00|$ 1.470.00

jcurent
Inew

Available for Savings

$1,010.00
$840.00
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Holiday Sales Summary

Quantity
Product Price Sold Total
| Almond Crunches 15.95 559 | §  8,916.05
£ [Cinnamon Sleds 15.95 1,026 | § 16,364.70
 [Coconut Snowmen 19.95 1,598 | § 31,880.10
& [Molasses Chews 19.95 2,281 | $ 45,625.65
2 |Raspberry Bells 21.95 787 | § 17,27465
= [Gingerbread Men 21.95 1,065 | § 23,376.75
2 [Chocolate Delights| 25.95 1,076 | § 27,922.20
O [ Cookie Baskets Subtotal: __8,398.00 | §171,360.10
[Mincemeat 15.95 1,087 | § 17,337.65
[Pecan 19.95 3,200 | $ 64,019.55
[Pumpiin 15.95 1,044 | 6 16,651.80
|Epple 19.95 2,054 | $ 40,977.30
& [Cheny 15.95| 3423 | § 54,506.85
& Pies Subtotal: 10,817 | 5193,583.15
[Chocolate 18.95) 1,006 | § 20,769.20
[Vanilla 18.95 543 | 10,289.85
1 [Lemon 17.95 227§ 4,07465
2 [Apple Cinnamon 19.95 2377 | $ 47,421.15
@ [Maple Pumpkin 17.95 4311 [ § 77,382.45
o] ‘Cakes Subtotal: 8,554 | §159,937.30

217,769 §524,880.55
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Miss Lexi's Baked Goods

Holiday Sales Summary
Quantity |
Product | Price | Sold | Total
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Marley's Organic Fruit Baskets December Sales
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s 23

ipplier
Florida Fruit Nation
Jackson Organic Imports
Hawaii Fruit Supply
Jackson Organic Imports
Jackson Organic Imports
Hawaii Fruit Supply
Florida Fruit Nation

S 59.95 12/31/2016 §  29,375.50

2,987 S 49.95 12/31/2016 S 149,200.65
1,188 S 39.95 12/31/2016 S  47,460.60
35 S 49.95 12/31/2016 S 16,233.75
28 S 39.95 12/31/2016 S 9,108.60
872 S 29.95 12/31/2016 S 26,116.40
783 S 29.95 12/31/2016 5 23,450.85
6,873 $ 300,946.35
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Marley's Organic Fruit Baskets December Sales

Fruit Basket lame: Supplier Quantity Sold_Unit Price_Close Date ol
12/3112016 §  29,375.50
12/3112016 5 149,200.65
12/3112016 §  47,460.60
1273112016 § 1623375
12/3112016 5 9,108.60
12/3112016 §  26,116.40
12/3112016 §

arsono1s G-December Sales.xlsx





