
Due to classroom setup constraints, some labs cannot be keyed in sequence immediately fol-
lowing their associated lesson. Your instructor will tell you whether your labs can be practiced
immediately following the lesson or whether they require separate setup from the main lesson
content. Lesson-level lab setup information is listed in the front of this manual in the course
setup section.

LESSON 1 LAB 1
Working with Templates

Data Files:

• Practice Template.xls

Setup:
No files are open.

Scenario:
You work as a Sales Assistant, and your supervisor just asked you to take on the responsibility
for compiling the monthly sales data for each representative in your district. What you need to
do is take a sales report for an existing representative, named Practice Template, and create a
template from it. That way, your job will be much easier each month.
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You will clear the numeric contents of the Qty column; change the subtitle of the worksheet to
read = “Month, 2002”; change the sales rep’s name to read Sales Rep’s Name; and change the
Sales Report for: text to Times New Roman, Bold, size 16, Teal. You will save the file as a
template in the My Templates folder named My Practice Template. You will then create a
worksheet from the template using Figure 1-1 as a guide.

Figure 1-1: The file after step 4 is completed.

1. In the file Practice Template.xls, clear the data in cells C5:C14.

2. Make any other changes to the file you would like including:

• Edit the contents of cell C2 to read = “Month, 2002.”

• Edit the contents of cell D1 to read Sales Reps’ Name.

• Change the font for cell C1 to Times New Roman, Bold, size 16, Teal.

3. Save the template as My Practice Template.xlt in the My Templates folder.

4. Using Figure 1-1 as a guide, create a worksheet based on the template.

5. Save the file as My Template in the My Documents folder.

6. Close the file.
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LESSON 2 LAB 1
Sorting and Filtering Data

Data Files:

• Practice Both.xls

Setup:
No files are open.

Scenario:
You work in the Human Resources Department of a small company. You’ve created a list of
employee information that you maintain and periodically filter and sort to gather different types
of information. Today, your boss would like you to gather some employee statistics by filtering
and sorting your employee list. You will filter the list to include only those employees who
live in Shortsville; only those employees who earn more than $19; and those employees who
live in Rose or Walworth. Then, you will sort the list by Last Name and then by First Name,
both in ascending order. A sample of the sorted list appears in Figure 2-1.

Figure 2-1: The sorted list.
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1. In the file Practice Both.xls, make any changes to the list you would like, including:

• Filter the list to include only those employees who live in Shortsville. (There are
two).

• Filter the list to include only those employees who earn more than $19. (There are
nine.)

• Filter the list to include those employees who live in Rose or Walworth. (There are
six.)

2. Sort the list by Last Name and then by First Name, both in ascending order.

3. Save the file as My Practice Both and close the file.

LESSON 3 LAB 1
Publishing a Worksheet to the Web

Data Files:

• Practice Publish.xls

Setup:
No files are open.

Scenario:
You’ve just finished compiling the department travel expenses for April and May. You need to
publish them to the Web so that others can view and interact with the information. You save
the workbook Practice Publish as a Web page with interactivity. You add a title of Travel
Expenses, rename the file to My Practice Publish, and automatically open it in your browser.
You view both worksheets of data and make any changes you feel are necessary.

1. Save the workbook Practice Publish.xls as a Web page.

2. Add interactivity, add a title of Travel Expenses, and change the file name to My
Practice Publish.

3. Publish the workbook to the Web, automatically opening it in your browser.

4. View the data on both worksheets by using the drop-down arrow on the worksheet
tab.

5. Change whatever data you would like on the Web page.
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6. Close Internet Explorer and close the file in Excel without saving.

LESSON 4 LAB 1
Working with Advanced Formulas

Data Files:

• Practice Errors.xls

Setup:
No files are open.

Scenario:
You work in the Sales Department for B&B in Australia. You usually are not responsible for
calculating commissions, but your boss is in a bind. He has run out of time, and he needs you
to finish his report, Practice Errors.

First, you will create names for the commission rate and quota. Then, you will use those
names to create a formula that calculates the commission for Long. The formula should calcu-
late the commission for Long only if the Yr Total is greater than or equal to the quota. If Long
doesn’t meet the quota, it should return the text to Zero Comm. Next, you should copy the
formula to the rest of the sales reps. Finally, your boss needs you to correct the average for the
year. A sample of the completed worksheet appears in Figure 4-1.

Figure 4-1: The completed worksheet.

1. In the file Practice Errors.xls, display the Formula Auditing toolbar.

2. Create names for cells K2 and K3.

3. Create a formula in cell G5 by using the IF function. It should calculate the commis-
sion for Long only if the Yr Total is greater than or equal to the quota. If Long
doesn’t meet the quota, it should return the text Zero Comm.

4. Copy the formula in cell G5 to cells G6:G8.
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5. Investigate and resolve the error in cell F12.

6. Save the file as My Practice Errors.xls.

7. Close the Formula Auditing toolbar and close the file.

LESSON 5 LAB 1
Creating Scenarios

Data Files:

• Practice Scenario.xls

Setup:
No files are open.

Scenario:
You’re thinking about purchasing a new car, but you’re not sure what you want the terms of
your loan to be. Therefore, you’ve decided to create some different scenarios using the Practice
Scenario.xls file to help you make up your mind. First, you create a scenario named low end,
based on the original loan information. Next, you create a scenario named high end, based on
loan information of your choice. Then, you view the two scenarios.

1. In the file Practice Scenario.xls, save the current loan information in cells D3:D5 as a
scenario named low end. Enter a comment of your choice.

2. Change the loan’s principal amount, interest rate, and term to figures of your choice.

3. Save the new loan information (D3:D5) as a scenario named high end. Enter a com-
ment of your choice.

4. View the two scenarios.

5. Save the file as My Practice Scenario.xls.

6. Close the file.
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LESSON 6 LAB 1
Collaborating

Data Files:

• Practice Comments.xls

Setup:
No files are open.

Scenario:
Your boss has created a personal budget file named Practice Comments that he’d like you to
review. He wants your comments in the file and needs it back by 4:00 P.M. this afternoon. You
insert two comments, and edit one of those comments before you hand the file to your boss.

1. In the file Practice Comments.xls, add two comments of your choice to the worksheet.

2. Edit one of those comments with text of your choice.

3. Save the file as My Practice Comments.xls.

4. Close the file.
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