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Project 3
Enhancing Worksheet Appearance

Background

Bob Maxi, President of National Pride Inc., has long considered expanding into other parts of the state. He has called a meeting of potential investors and the parent company to discuss possibilities. Juan Sante will help analyze National Pride’s main activities.

Juan and Bob have identified phone and Web inquiries, follow-up calls, consultation visits, planning sessions, and agreement signing as tasks to be analyzed. They will develop a workbook with a worksheet, a chart, and a related diagram. 

Business Purpose

Create a worksheet with data for each month of the past year, listing business tasks and activities that lead to sales for National Pride. Include a chart on a separate sheet comparing monthly numbers. Build a diagram that illustrates the relationships among the tasks identified.

Procedures

1.  Create a new workbook and choose a document theme different from the default Office theme.

2.  Key National Pride, Inc. in cell A1. Key Project Activity Analysis in cell A2. Use the Headings font for these labels.
3.  Key these labels in cells B3:G3 using the Headings font. Press [Alt]+[Enter] to force a line break so that the second word is on the second line in the cell for each entry.

	Phone
Query
	Web 
Query
	Follow-up
Call
	Initial 
Consultation
	Planning 
Session
	Agreement 
Signed


4.  Choose font sizes and column widths after the labels are completed.

5.  Fill in the months of the year starting with January in cells B4:B15.

6.  Key the following values:
	
	Phone
Query
	Web 
Query

	January
	30
	15

	February
	25
	10

	March
	32
	8

	April
	45
	20

	May
	50
	32

	June
	53
	22

	July
	62
	18

	August
	43
	32

	September
	55
	23

	October
	65
	14

	November
	71
	20

	December
	52
	10


7.  In column D, add the number of phone and web queries. In column E, multiply the number of follow-up calls by 50%. The formula for consultations calculates 50% of the follow-up calls. It is assumed that 50% of the consultations result in planning sessions and that 50% of the planning sessions result in signed agreements. Use the ROUND function with 0 decimals for formulas that might result in a decimal. 
8.  Sum the activities for the year in row 16.
9.  Draw some type of shape around the cell in column G with the highest value using a black outline and no fill. 
10.  Complete the formatting for this sheet to make it professional and easy to understand. Label the sheet tab Analysis.
11.  Create a 3-D bar chart on a separate sheet for the months and the agreements signed. Use an appropriate chart title and no legend. Choose a style and make your own formatting decisions. Label the sheet tab BarChart.
12.  Create a staggered process SmartArt shape on a separate sheet with five shapes. The first (starting) shape should show Queries, combining the Web and phone queries into one category. For the remaining four shapes, key the tasks analyzed. Position, size, and style the SmartArt to fit on a portrait page. Label the sheet tab Diagram.
13.  Save the workbook as Project3. 

14.  Add a “Normal” Header and Footer and print the spreadsheet with VALUES.  Include “Values” in the Footer.
15.  Add a “Normal” Header and Footer and print the spreadsheet with FORMULAS.  Include “Formulas” in the Footer.
16.  Add a “Normal” Header and Footer and print the 3-D bar chart.  Include the sheet name in the Footer.
17.  Add a “Normal” Header and Footer and print the SmartArt diagram.  Include the sheet name in the Footer.
18.  Staple all four (4) printouts in order.

NOTE:  
For information on SmartArt diagrams, refer to Lesson7 - Exercise 49 (Pg. 260 - 263) in the textbook.
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