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MS EXCEL LAB ASSIGNMENT PART 1

MICROSOFT EXCEL FOR OFFICE 2007
GRADE SHEET
You are to use MS Excel to complete this assignment.  MS Excel usually has an X on the icon or you can get to the program by using Start, clicking Programs, and finding the MS Excel program.

1.  Key the following labels in the designated cells.  Bold all of your labels.
CELL

LABEL TO ENTER

CELL

LABEL TO ENTER
A1


NAME



F1

ASSIGNMENT 2

B1


TEST 1



G1

ASSIGNMENT 3

C1


TEST 2



H1

AVERAGE

D1


TEST 3



I1

TEST %

E1


ASSIGNMENT 1

J1

ASSIGNMENT %

2.  Key the following data underneath the labels.  Start in cell A2.

NAME
TEST 1
TEST 2
TEST 3
ASSIGNMENT 1
ASSIGNMENT 2
ASSIGNMENT 3

Doe, John
80
75
88
93
87
88

Hall, Robert
100
95
98
98
89
100

French, Joy
72
65
78
78
98
83

Rutter, Keith
100
100
77
100
98
98

Boston, Mike
63
60
85
61
79
80

3.  Key the following in the designated cells.  Bold all of these labels.
CELL

LABEL TO ENTER

A8

MAX SCORE

A9

MIN SCORE

A10

AVG SCORE

4.  Key the following data in the designated cells.

CELL

DATA TO ENTER

I2

.3
J2

.6
5.  Enter formulas in designated cells.

H2
Enter a formula to average all of the grades for each student.  
The school district has determined that the formula is as follows:  

The tests are to be averaged and multiplied by the factor in I2.  Added to this is the average of the assignments multiplied by the factor in J2.

Average = (average of tests)*I2+(average of assignments)*J2

The formula will include an absolute reference to I2 for multiplying the average of the three tests by and an absolute reference to J2 for multiplying the average of the three assignments by.   Remember, absolute reference to a cell means to place a $ in front of the letter and a $ in front of the number (ex. $A$1).  It’s not hard; you just have to think about what you are doing.
H3-H6
Copy the formula in H2 to these cells.
B8

Enter a function to get the maximum score for cells B2-B6.
C8-G8
Copy the function in B8 to these cells.
B9

Enter a function to get the minimum score for cells B2-B6.
C9-G9
Copy the function in B9 to these cells.

B10

Enter a function to get the average score for cells B2-B6.

C10-G10
Copy the function in B10 to these cells.

6. 
Enter a header:  The course name and number, such as COMP13751 Computer Literacy in the center header section.   To do so, click the Page Layout tab, then click the small arrow to the right of Page Setup, to open the dialog box.  Next, ensure you’ve selected the Header Footer tab and then click Custom Header.  Put your heading text in the center section, and then click OK.
7.
Click on the Custom Footer button.  Enter your name in the right footer section, and click OK.  If you closed the page setup button follow the instructions in 6 to get back to it.  Remain in page setup for the next step.
8.
Click on the Page tab.  Click landscape in the Orientation section.  Click OK at the bottom.  Save your work on your flash drive as Grade Book.
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You will create two charts in this lesson.  The first chart will be a column chart, and the second one will be a pie chart.
CHART 1

1.
Select the Insert tab.  Now click to select B1.  While holding Ctrl, click in cell B9.   While holding Ctrl, click in cell C1.  While holding Ctrl, click in cell C9.  While holding Ctrl, click in cell D1.  While holding Ctrl, click in cell D9.  Release Ctrl.  Cells B1, B9, C1, C9, D1, and D9 should be selected now.
 2.
While the above cells are selected, click on the Column button on the Insert tab toolbar.  Next move your cursor over the first button under 3D.  This is the 3D Clustered Column icon.  Click it; it brings up the graph and a new tab called Chart Tools at the top of the screen.  On the new tab, click Layout.
3.
Select the Chart Title button and then Above Chart button.  Now type in without the quotes “Minimum Test Grades” and Enter.  The text should show up on your chart headings. 

4.
Back under the Layout tab now click Axis Titles and select the Primary Horizontal Axis Title and click the Title Below Axis button.   Now type in without the quotes “Which Test” and hit enter.
5.
Now to label the vertical axis.  Back under the Layout tab now click Axis Titles and select the Primary Vertical Axis Title and click the Rotated Title button.  Type in “Grades” and hit enter.

6.
Back under the Layout tab now click on the Legend button, and click None to turn off the Legend.
7.
Back under the Layout tab now click on the Data Labels button and click on Show to data values over each bar. 

8.
Right click on the Chart Border, select Move Chart and then select the radio button for a New Sheet, and click OK.   This creates a new worksheet labeled Chart 1 and places your chart on it as seen on the sheet tabs at the bottom of the screen...
9.
After you view your new chart go back to Sheet 1 by clicking the sheet tab at screen bottom.
CHART 2

1.
First, click to select cell A2.  Click and hold the left mouse button and drag from A2 through A6 to select all of the names.  Release the left mouse button.  While pressing and holding the Ctrl key, click and drag from H2 through H6.  Release Ctrl.  You should now have cells A2-A6 and H2 through H6 selected.
2.
While the above cells are selected, click and make sure the Insert tab at screen top is selected.  Click on the Pie button and choose the second button under 3D Pie to create an exploded 3D Pie chart.  It brings up the graph and a new tab called Chart Tools at the top of the screen.  On the new tab, click Layout.
3.
Select the Chart Title button and then Above Chart button.  Now type without the quotes “Grade Averages” and Enter.  The text should show up on your chart headings. 

4.
Select the Data Labels tab then select Center.  This places data values on each Pie Wedge.  
5.
Left click on the border of the chart and drag it under the data of your worksheet starting in approx cell A12.  Widen the chart so it goes across to column I.  Save your work on your flash drive
You are to print your Excel assignment, the formulas, and the charts.  One chart will be printed on the same page as the grades, and the other one will be printed on a page by itself.  Make sure the assignment is printed in Landscape view and that the formulas are printed in Landscape view with the formulas showing.  Make sure the assignment is on one page, the formula view is on one page, and the chart by itself is on one page.  To see your worksheets with the formulas showing, so that you can print formulas, hold Ctrl and hit the tilde key which is this character ~ just below the escape key.  You can use the same key combination to go back to the regular view.
