Chapter 8 – Spreadsheets

On the following page are independent assignments that you will be working on over the next two weeks.  Some of the assignments you will have to print and hand in and some of the assignments you will just have to submit.  

***********   PLEASE READ ALL DIRECTIONS CAREFULLY   **********

Save the assignments as follows:  

You will put your last name first, then either “act” (for activity) or “app” (for application), and then the assignment number.

Example:  Milleract8-1     or     Millerapp8-1

SPECIAL DIRECTIONS:

Put Footers on all Printed Documents, placing your name in the left side, and your application/activity # on the right side.

Setting up Headers/Footers:  

Click View, Header and Footer

Click Customize Footer

Type Name in Left Section

Type either Application or Activity and number in the Right Section

Click OK and OK


IT IS IMPARATIVE THAT YOU READ THROUGH ALL THE OBJECTIVES AND 
CHAPTER INFORMATION BEFORE YOU BEGIN AN ACTIVITY OR APPLICATION!!


· Read through the objectives on pg. 227.

· Read objectives for lesson 8-1.

· Review the commands on top of page 228

· Read parts of a worksheet on page 228 and definitions on page 229 (Note: You will be quizzed on these terms at a later date).

· Read “Data Types” on bottom of pg. 229 on top of pg. 230.

· Read “Entering Data” on page 230.

· Read “Navigating Within A Worksheet” on bottom of pg. 230.

· Read “Changing Column Width” on top of page 231.

· Complete Activity 8-1. PRINT.

· Read “Cut, copy, and paste commands” and “Worksheet Tabs” on pg. 233.

· Flip Book Over

· Read “Spell Check” on top of page 234.  

· Complete Activity 8-2.  Save. DO NOT PRINT.

· Read “Creating a Formula” p. 236-237

· Read “Number Formats” p. 237

· Complete Activity 8-3. PRINT.

· Read “Using Functions” on page 238.

· Complete Activity 8-4. (Remember to “save as” Act. 8-4).  SUBMIT.

· Read “Absolute and Relative Cell References” on page 239 and 240.

· Read the objectives and “Deleting and Inserting Columns and Rows” on pg. 243.

· Complete Activity 8-6.  SUBMIT.

· Read “Formatting Data”, “Changing Row Height”, and “Clearing Cells” on pgs. 246-247.

· Complete Activity 8-7. (Remember to save as “Act8-7”).  PRINT.

· Read “Fill and Fill Series” and “Inserting a Worksheet” on pgs 249-250. 

· Complete Activity 8-8.  PRINT.

· #4 – change handle down to “series, auto fill”

· #5- change B6 to “G2, series, Auto fill”

· Read objectives on bottom of pg. 251.

· Read “Setting Margins and Centering” on top of pg. 252.

· Complete Activity 8-9.  (Remember to save as “Act8-9). SUBMIT.

· Read “Setting a Print Area” and “Page Options” on pg. 253.

· Complete Activity 8-10. (Remember to save as Act8-10).  SUBMIT.

· Complete Activity 8-11.  You will need to open up Activity 8-6 for this assignment (not 8-10) Remember to save as “Act8-11”. SUBMIT.

· Read objectives on page 257 and “Creating Charts” on pg. 258.

· Complete Activity 8-13. (Remember to save as Act8-13). PRINT.

· Read “Modifying Charts” on pg. 260.

· Complete Activity 8-14.  (Remember to save as Act8-14). SUBMIT.

· Complete Activity 8-15.  (Remember to save as Act8-15). Also, save the memo as 


“Act8-15memo”.  PRINT MEMO ONLY.

PROJECT ASSIGNMENT:

Using the “My Timed Test” file in your student folder complete the following activities and print final product.

1. Create a Title for you information, merge Title cell across all columns.

2. Change Headings to a different size and type

3. Change all information to a different size

4. Change the Cell format for Date to Show “MONTH, DAY, YEAR”

5. Change the Cell Format for numbers to be left aligned

6. Create a new column that is for Accuracy, create a formula that compute a percentage based upon your adjusted speed and typing speed.

7. Bold any Accuracy level over 90%

8. Bold any Adjusted Speed over 40

9. Create a line graph that shows the change of speeds over time, put in the same page.

10. Then create a bar graph that shows the change of accuracy over time, put in the same page.

11. Setup the document so that the gridlines show when printed

12. Setup up the Margins and Layout (if needed) allow the information all on one page, and the two charts on one page.

13. PRINT and turn in.

