Excel Spreadsheet Assignments

What you should learn:


· Spreadsheet concepts, values, labels and formulas

· Spreadsheet layout and formatting

How you will learn: Excel Spreadsheet PowerPoint Presentation

Directions: Use the “Spreadsheet Resource Packet” to create the 6 spreadsheets according to the directions for each assignment found in the packet.  Read each set of instructions carefully.  Additionally, you must go down the following checklist before printing each spreadsheet to insure correctness.


Check list (USE FOR EACH SPREADSHEET)
Teacher will check work on-screen looking for use of proper formulas and formatting.

A correctly formatted spreadsheet has/is:


_____
Headings centered over columns.


_____
Title centered over the spreadsheet


_____
Correct formulas (do not use calculator)(Hint-see front of resource packet)

_____
Decimals aligned in numeric columns (Hint-highlight cells, dec. align button)

_____
Commas and dollar signs ($) where appropriate (Hint- highlight cells, format, cells)

_____
Centered vertically and horizontally on page (Hint-print preview, margins)

_____
Name, Period, and name of spreadsheet in the header (Hint-view, header/footer)

Error free! (Look carefully)

To demonstrate your mastery:

1. Complete the spreadsheets in the resource packet.

2. Compare each one to the checklist above for correctness. 

3. Have teacher confirm correctness.

4. Print once teacher has told you too.

5. Submit with your Portfolio Table of Contents tracker with your initials present.

6. Be prepared to assist others if asked.

