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SKILLS TO LEARN:  Currency Icon, Tax formulas, Subtotals and Totals, AutoFit 

Review:  Addition & Multiplication formulas, Alignment, Filling Down, Borders

1.  Open a new Excel spreadsheet page.  Complete the beginning procedures with regard to landscape mode, footers (SS Activity 15), and showing gridlines & headings. 

2.  You are going on a “Back to School” shopping trip with your parents in Boise, Idaho.  You will also be purchasing supplies for your brother and sister.  Your mother has asked you to prepare a spreadsheet of the expenses to help in budgeting for the trip.  
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3.  Type the following information into the spreadsheet file.  You will need to widen columns A and B and bold row 1.  

4.  Formatting Changes:

A.  Click on the B at the top of column B.  Drag down through cell B8.  Center the contents of this column.  

B.  Click in Cell C1 and drag through D8.  Right-align these cells.  

C.  Although there is currently no text in cells B9 –D11, right align these cells as well.  
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5.  Formatting Currency.  Click the letter C at the top of column C and keep the mouse clicked while dragging to column D.  This process will select the complete contents of both columns.  

Click the currency button from the Formatting toolbar.  
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This will format the numbers in columns C and D so that they will be displayed with a dollar sign and two decimals.  
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6.  Let’s figure out how much money your parents will spend on backpacks. 

A.  Click Cell D2. 

B.  Type =B2*C2.  (The number of backpacks purchased times the price of each backpack)


C.  Mentally estimate how much money you think the backpacks will cost.  Hit <Enter>. 


D.  Compare your estimate to the total shown in column D.  Are they close?  


E.  If you formatted the currency correctly, column D should show the total with a dollar sign. 
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7.  How much money will your parents spend on shoes?


A. Click Cell D3.  Type in the formula =B3*C3. 


B.  Estimate the answer in your head and then compare after pressing <Enter>.  

8.  Your turn to enter the formulas.  Click on Cell D4.  Type the formula that will compute the amount that will be spent on paper.  Remember the formula MUST begin with an = sign.  Press <Enter> after typing the formula.  Does the total in cell D4 make sense?  

9.  Do you really have to type the formula in each time for the totals in Column D?  Remember the Fill Down feature?  Click cell D4.  Position the mouse in the lower-right corner of the cell, and then drag to cell D8 to fill down.  Did the totals appear in each cell?  If the same number appeared in each cell, then you copied the contents, rather than the formula.  Undo and try again until you have different answers in each cell of Column D.  
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11. Computing the subtotal.  


A.  Click cell C9.  Type the word Subtotal. 


B.  Click cell D9.  You need to put the formula that will give you the total of these cells.  You have several choices, based on what you learned in Activities 11-13.  Select the easiest and quickest method for you.  

C.  Your total should equal $189.30.  If it doesn’t, go back and check your formula.  

12.  Alas, alas!  Because you didn’t shop local (tsk, tsk!), you will now have to pay a sales tax!  


A.  Click cell C10.  Type the words Sales Tax. 


  B.  Boise has a  6% sales tax.  That means you pay an additional 6% of your subtotal in tax.  The formula for this sales tax will be =6%*Subtotal.  The subtotal is in cell D9, so the final formula would be =6%*D9.  


C.  If the number displayed in D10 is NOT $11.36, check to see where you made your error. 
13.  Computing the Grand Total.  


A.  Click cell C11.  Type Grand Total.

B.  What formula should be typed into cell D11 to compute the total of the purchases (your subtotal or cell D9) and the sales tax (cell D10)?  Enter this formula into cell C11.  Press <Enter>.


C.  Your finished spreadsheet should look like the one below.  If the numbers are NOT the same, check to see where you made an error.  Remember to use the quick shortcut to show formulas for an easy way to find mistakes.  



14.  Using AutoFit Selection.  

A.  You can always adjust the width of columns at the end to fit the contents exactly by using AutoFit. 

B.  Click the Select All button.  (It is the square above the 1 and to the left of the A).  The entire spreadsheet will be highlighted.  


C.  Go to Format – Column and click on Autofit Selection.  

15.  Save as SS Activity 15. Use Print Preview to check. Compare to Answer Key.  Submit through Edmodo or as directed by your teacher. 
Select All Button








