Excel Beginning Spreadsheet Exam – Instructions to Test Taker
1. If you haven’t done this already, use the Internet Explorer to vist this site: www.suzannemann.com/student_resources.html. Download the file SpreadsheetTest1a.xls to your Student files folder. Use Excel to open the file. This is a simplified bill of sale for a computer store.

2. Edit the contents so that it looks like the example below. You may have to add rows, columns, text, or formulas.
3. Use formulas to calculate all totals in Column D, Cost, and format as currency or other number format that includes the dollar sign.

4. Calculate sales tax for each item in column E using a formula that refers to the sales tax in cell B11 containing the sales tax rate. Use an Absolute reference for the sales tax calculation so you can copy the formula.
5. Widen the columns as shown and format row 3 as centered and bold. Format  the alignment of cell F3 to as Wrap text so the text fits the existing column width. Adjust the column width slightly if necessary.

6. Merge and center the title in A1 across all columns in the Bill of Sale.

7. Apply the comma format to all numbers in columns B, D & E. Format the numbers in column F as Currency.

8. Format cells D10:F10 as shown with a bottom border.

9. Format the cells in D12:F12 with a Top and Thick Bottom border.

10. Format the sales tax in cell B11 as Percent with two decimals displayed.

11. Follow any other instructions in the example below.

12. Create a column chart from the 4 quarters of sales data  on sheet2 of this workbook. Place the chart in sheet2 below the data: Select the sales information for all reps to use in the chart. 
13. Create a pie chart using only the total sales data for each rep. Place the chart as a new chart sheet in the work book

14. On sheet 1, change the print layout to Landscape mode. Add a custom footer with date and time on the laft. ON the righ Type “SalesRep:” and your name. Print the sheet.

15. Save your file as SpreadsheetDone.xls
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Use formulas to calculate cost, sales tax and extended totals. Use an Absolute reference in the sales tax formula.





Use the Sum function to calculate this total





Sales Tax: Refer to this cell containing the sales tax rate. 
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