Instructor - Brian K. Toren   
Assignment 2 Word/Excel Exercises
ICS 120 On-Line 


Assignment 2 due – 05/20/2012 - Not accepted after 05/27/2012
Seven Points deducted if received between 05/20/2012 & 05/27/2012
Exercises are worth: Ex 1- 15 points, Ex 2 – 20 points, Ex 3 10 points, Ex 4 – 15 points

Be sure to identify the Exercise in the header as explained in Assignment 1

References: For Word See references on second page for Assignment 1.

For Excel

The Excel Help file on my web site

Office 2010 Manual

· If unfamiliar with Excel, Read Pages 351-412. Even if familiar it may be worth a browse to pick up hints and shortcuts.

· Moving data and Managing and adding rows and columns, pages 432-430and browse the section on worksheets and workbooks.

· Headers and Footers: pages 407-408

· Formatting cells, Borders and Fill, pages 439-462

· Building Basic Formulas, pages 463-492

· Rounding Numbers, pages 493-494

· Creating Charts Basics, pages 507-522

· Chart types: pages, 525-542

Assignment 2 Exercise 1 (15 points):
Part 1.

Open Exercise 1, Copy the Part 3 paragraphs to another document. Format these four paragraphs into two columns. To create two columns side be side as I have done here, make sure there is at least one line break after the paragraph that are to be converted to columns. Then make sure only the paragraph to be converted to columns is highlighted before creating the columns.

Part 2.
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Find a clip art you like place it in the center of column (as illustrate in this example) so that the text will surround the clip. You may have to change the size of the image to fit inside a single column. The final image should appear as this image appears to the left, surrounded by text. To create two columns side be side as I have done, make sure there is at least one line break after the paragraphs that are to be converted to columns. Then make sure only the paragraphs to be converted to columns are highlighted before creating the columns.

For a short paragraph there should be two short columns as demonstrated above.

Assignment 2 Exercise 2 (20 points) 

Hyperlink Exercise - Creating Hyperlinks and Page Breaks. If you have never done any of these you should read my Word Help sections on creating Page Breaks and Hyperlinks. You may notice I have hyperlink word(s) at the beginning of these documents that take you to a specific section paragraph. 

Note: This is a new exercise this semester. If you don’t understand the exercise, or the help files, please email me, as soon as you can so I can help you and rewrite the exercise to make it clearer.

Once you know how, create the following Hyperlinks:

· A Hyperlink to go to another part of an existing document

· A Hyperlink to go to a Web site on the Internet

· A Hyperlink to embed you email address in a document.

Use the original letter you wrote to me in Assignment 1 Exercise, part 3.

1. The first thing you need to do is place a Page Break between the second and third paragraphs of the text you wrote about yourself (part 3 of exercise 1. This will put the last two paragraphs (paragraphs 3 and 4) on a second page. This is so there is a new page for the Hyperlink in your existing document to jump to. When using Office for the PC you must hold down the control button before you click on the hyperlink. If you are a MAC user, just click on the hyperlink.

2. Then highlight the first word in the third paragraph to us as a bookmark.

3. Now add a sentence immediately after the second paragraph that reads: “jump to__.” in the blank space type in the word that you highlighted at the beginning of the third paragraph. This word is the Hyperlink word and will take the user to the “Bookmark” word on the second page when the user clicks on it.

4. For the Web Page create a Hyperlink that will take the reader of your document to my Web page.

5. For the e-mail create a Hyperlink that incorporates your e-mail. When the reader of your document clicks on this link then their email program will open a new email window already addressed to you.

Assignment 2 Exercise 3 (10 points)

Create a full page of labels, with your name and address on each label. Select Avery 8160. These are far down on the list.

\

Excel Exercise

For The following 2 Exercises and the Assignment 3 Assignments, read 

Excel Help file as well as “Office 2007,” all of Chapter 1 and Chapter 2 pages 379-393 – Excel, Introduction to Excel. Also read the Excel Help file in on my web page.

Assignment 2 Exercise 4 (15 points): Before creating a spreadsheet, note - Rows identify data entries that are spread horizontally across the spreadsheet. Columns identify data entries that are spread vertically up and down the spreadsheet. Cells are identified by giving the column letter and the row number they are in, e.g., C2 = Column C, Row 2.
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Then do the following:

1. Enter the data

a) Enter the following numbers in three rows, in the first cell in the first row type “ICS120 Excel”.  Starting in the first cell inn the second row, enter the following numbers: 2, 4, 5, 6, 8, 7, 10, 12, 14, and 16 in consecutive cells.

Starting in the first cell in the third row enter 1, 3, 4, 5, 7, 9, 11, 10, 13, and 14 consecutively. The second set of numbers should align directly under the first, e.g., 1 under 2 etc.

b) Sum the numbers for each row and sum the numbers for each column. 

c) Sum all of the numbers you originally entered (in a) for a grand total.

d) Use a formula in Excel to determine the average for the numbers you originally entered. Do not create an average for each row individually.

e) Put a border around each of the two cells your answers are in.

2. Create a header and footer as follows: 

a) In the header put: Your Name on the left side, class number & exercise number in the middle, and the course Number (ICS 120) on the right side 

b) In the footer put the date on the left side, and the Page numbers on the right.

You can check the header and footer by clicking on the Office Button at upper left and choosing Print/Print Preview.

3. Save 

4. Select the option to show formulas in the cells that now display the results of the formulas. Perform a Save As and rename the document.

E-mail both spreadsheets.
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