Step-by-Step Assignment

Directions:  Follow all directions below.  Do not skip any steps, and be sure to follow the instructions in the order listed.
1. Open MS-Excel

2. Create a new, blank, spreadsheet.

3. Save the spreadsheet in your Excel student “network folder,” and save as Step-by-Step
4. Click/select A1, and key Step-by-Step Assignment
5. Increase the font size in A1 to 24 and Bold
6. Click/select A2, and type your first and last name (use Alt+Enter to type your last name on a 2nd line in A2)

7. Increase the font size in A2 to 18 and Bold
8. Click/select A3, and type today’s date:  MM/DD/YYYY
9. Increase the font size in A3 to 14 and Bold
10. Click/select A4, and type the class period (1A, 3A, or 4B)

11. Increase the font size in A4 to 12 and Bold
12. Apply the Verve theme to the spreadsheet

13. Click/select A1, and use Cell Styles and choose Title
14. Merge the title in A1 between Columns A and E

15. Click/select A2, and use Cell Styles and choose Accent 2
16. Merge your name in A2 between Columns A and E

17. Click/select A2, and use Cell Styles and choose Accent 3
18. Merge the date in A3 between Columns A and E

19. Click/select A3, and use Cell Styles and choose Accent 4
20. Merge the class period in A4 between Columns A and E

21. Click/select A4, and use Cell Styles and choose Heading 1
22. Select the range A10:A13, and format as Currency with 2 decimals

23. Click/select A10, and key 1.99

24. Click/select A11, and key 100.25

25. Click/select A12, and key 12345

26. Click/select A13, and key 10.123

27. Select the range E10:E13, and format as Accounting with 2 decimals

28. Click E10, and key 10.123
29. Click E11, and key 12345
30. Click E12, and key 100.25
31. Click E13, and key 1.99

32. In F10, enter a formula that adds A10 and E10

33. Copy the formula in F10 to F11:F13

34. Insert a blank row between Row 11 and 12

35. Insert a blank column between Column E and F

36. Resize columns if and where necessary

37. Add a “Normal Header” with ALL of the required information

38. Add a Footer, and insert the Sheet Name in the center section of the footer

39. Change to Landscape orientation

40. Use Page Break Preview to ensure that the printout will fit on 1 page
41. Save, print (in color), and close the spreadsheet

