[bookmark: _Toc358210697]Independent Practice:  Spreadsheet Formatting
In this exercise, you will complete the following tasks independently:

· 
· Format a header
· Use a simple formula
· Copy data
· Apply font styles
· Adjust column and row size
· Wrap text
· Indent cell data
· Format values
· Add a border


1. Open a new spreadsheet
2. Set a header with your name in the left section, the current date in the center, and the filename assigned to this exercise by your teacher in the right section.
3. Key the data shown in the table below in the exact cell locations 
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4. Merge and center the title cells for Technology Advancements in all caps and bold across Columns A-F
5. Merge and center the sub-title Sales Income Comparison-2 Years in initial caps and bold across Columns A-F
6. Adjust all column widths to fit contents
7. Center all data in Row 4 and in cell range A5:A11
8. Format the data in Columns D and E for two decimal places
9. Change the title in A4 from Item No to Item Number
10. Wrap the text in A4
11. Merge and center the heading in B4 across Columns B and C
12. Replace “Drive” with “Cartridge” in Cell B8
13. Enter a formula in Cell F5 that will calculate Net Change
a. What is the formula? 



14. Copy the formula to the remaining cells in Column F and format for 2 decimal places



15. Which items experienced negative growth?  How do you know?




16. Add and indent the word Total in Cell A12
17. Use a formula to calculate the total net change in Cell F12 and format it for currency.
What formula did you use?  




18. Add a single line bottom border to Row 4, Columns A-F
19. Add an accounting border to Cell F12
20. Save and submit according to teacher directions
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A | B | € | D E [
1 |TECHNOLOGY ADVANCEMENTS
2 |Sales Income Comparison - 2 Years
3
4 [temNo_hem Year1 Year2 Net Change
5 2008 Computer 66433 489005
6 2048 Digital Camera 13456 3532156
7 2053 Flash Diive BB B0O
8 2008 InkJt Drive 2043322 940045
9 2009 Ink et Printer 28500.22 28432.12
10 2080 PDA 1630677 35100
i1 2020 Scanner 18420 22124





