Exercise 1  Create a Personal Monthly Budget
Objectives

1.
Create a personal monthly budget using selected spreadsheet commands.

2.
Practice adding rows and columns.

3.
Add color to highlight selected information.
Activity

1. Create the identifying information.

a. Save the worksheet as Chap7_Ex1_LastName.
b. In row 1, type the heading for the spreadsheet: Personal Budget Item.


1. To wrap text, select the cells you want to format. On the Home tab, in the Alignment 

     group, click Wrap Text.


2.  The data in the cell will wrap automatically.
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3. To adjust the column width, click on the boundary of the edge of the column, and move it to 
                   adjust the size of the column. 
c. In row 1, column B, type Budget. In column C, type Actual. In column D, type Difference.
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4.
Add the labels.

a. Type Rent in cell A2.
b. Type Car Payment in cell A3.

c.    Type Car Insurance in cell A4.


d.    Type Health Insurance in cell A5.


e.    Type Food in cell A6. 
5.     Add other items as desired. 

6.     Enter numbers as appropriate. You can make up numbers if you choose.
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7.    To add a row in between other rows of data, right click on the row where you would like to 

       data, and choose Insert in the dialog box. You can do the same thing when you want to add 

      a column.
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8.  To change the color of a column or row, highlight the desired column or row.

     On Home tab, choose the Fill Color function [It looks like a tipped can of 

     paint. Choose the desired color. 
Exercise 2  Showing, Hiding, and Sorting Rows and Columns

Objectives

1.
Practice working with large numbers of columns and rows.

2.
Practice showing and hiding rows and columns. 
3.
Practice sorting information.
Activity

2. Create the identifying information.

a.
Save the worksheet as Chap7_Ex2_LastName.
b.
In row 1, type the heading for the spreadsheet: Class Attendance February.
c.
Adjust the column size to fit the desired text, and make sure the Wrap Text  

              option is checked. 

2.
In Row 1, type one number per column from 1-31.


3. 
Starting with Row 1, Column A, type in at least 10 names. 
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4. 
Because February usually only has 28 days, we want to hide the columns that

            represent days 29, 30, and 31. 


a.
Find columns AD, AE, and AF on your sheet. 


b. 
Select those columns by holding down the Shift key and clicking on the column



heads.


c. 
After selecting the desired columns, right click, and choose Hide from the 



drop-down menu. 

d. 
Repeat the process for days we will call weekends. In this example, days 5 and 6, 



13 and 14, 20 and 21, 27 and 28.


e.
To unhide the columns, select the two columns on either side of the hidden 



columns, right click, and choose Unhide from the drop-down menu.
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f.
You can follow the same procedure to hide and unhide rows.
5.
Pretend you want to list your students in reverse alphabetical order.

a.
Highlight the column you want to sort.


b.
Click on the Sort & Filter window.


c. 
Click on Sort Z to A.
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