Instructor: Brian K Toren
Assignment 3 Excel Exercises
ICS 120 On-Line


Assignment 3 due date: 05/27/2012.  Not accepted after 06/03/2012
Seven Points deducted if received between 05/2703/2012& 06/03/2012

Do not ignore these assignment dates. E-mail me if any questions on meeting them
Information in the textbook required for this Assignment listed in Assignment 1. You may also want to read the Excel Help File section on creating a chart on my web site.

Identify each exercise by putting the Assignment number and Exercise number in the header and the footer for each exercise. Enter the same identifying Header and Footer as in the word exercises. The format is different form word to examine how to create a header and footer in excel. See my Excel Help file to see the difference.

Each Exercise is worth 15 points. The Extra Credit exercises are worth 10 points each. E-mail all exercises as attachments.

Assignment 3 Exercise 1 (15 points):

Assume you are a teacher. 

1. Create in a spreadsheet, a “mini-grade book” with the four columns titled as follows: 

a. Student name, 

b. Class name,

c. Semester. 

d. Percentage grade

2. Then enter the following information for at least five students in consecutive rows 
a. The Student’s Name, The Class Name, Semester, and the Grade percent (e.g. 100% 93%, 86%, etc.) in the appropriate columns
3. Produce a personalized letter (using Microsoft Word) to a student’s parent. Include in it:

a. Your name,

b. The parent’s name and address,

c. A short note to the parent,

d. This student’s name, class, and percentage grade that you have copied and pasted from the spreadsheet you created for this spreadsheet. Include only the student information that your letter is about in the letter. DO NOT use Mail Merge for this exercise
E-mail both the word document and the spreadsheet.

Assignment 3 Exercise 2 (10 points)

1. Recreate the Life Line that you created in Assignment 1 Exercise 2 into a spreadsheet with 3 columns and 10 rows; by copying and pasting from your original word document text format, not the table. 

2. Put a non-bold border that surrounds each of the individual cells in your this lifeline. 

3. Then enclose the information in a bold border that surrounds all the data. 

4. Copy and paste the completed lifeline spreadsheet to a word document. 

5. Indicate which document is the excel document and which is the word document. 
E-mail both documents.
Assignment 3 Exercise 3 (15 points) 

1. Create a spreadsheet showing the average temperature (your estimate) for each of Minnesota’s four seasons: spring, summer fall and winter.
2.  Use this data to create a column chart that compares these temperatures. 
3. Put an appropriate clip art (the same process as in Word) and move inside the chart, be careful not to cover data already there. You can expand and contract the bar chart or the things inside it by clicking on the corners of the chosen item and dragging it until is the size you want it to be. Clicking on them and dragging them reposition the objects.
4. Copy the data, the graph and the Clip Art you created into a word document. Put the following statement under the graph. “This is a word document.
5. Email both documents.

Assignment 3 Exercise 4 (20 points):

1. Create a spreadsheet that shows some of your typical income and expenses for a typical semester. You don’t have to use your actual figures, you can make them up. 

2. Head the three columns with: Column 1 ”Type,” Column 2 "Income" and Column 3 "Expenses" 

3. The rows in the column titled Type should be labeled as follows: the types of income (salary, loan, etc), title the row following the last income type, and calculate total Income. Put the types of the expenses (food, clothing, books, etc.) in the same column as the titles of the Income starting immediately after the Income total. Then after the last expense type total Expenses, and calculate total for expense Create at least five different expenses. 

4. Type the Income figures for each income type in the column titled Income the calculated total income also goes in this column.
5. Put the expense figures each expense type in the column titled Expense. The calculated total expense also goes n this column

6. Calculate the difference between your income and expenses. Create a chart (bar or column chart) comparing the income and expenses by type (each individual expense & income: and the toals should appear in the chart all labeled). Resize and reposition this chart so it fits on the same sheet as your data and beneath it

7. Add your name in Word Art above the chart. 
8. Enter one of the following statements in a Text Box (Go to Insert/Text/Text Box).
·  “I am meeting my budget,” or

·  “I am not meeting my budget.”

9. Fill the text box with the color yellow and put a black border around it

10. Position this Text Box so it does not cover your data or your chart.
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