Question 4 (b)
Time: 25 minutes

Q) Create the spreadsheet following ALL instructions given.
(i) Use equal left and right margins of 1" (2.54 cm) on A4 or letter size paper.
(i)  Use portrait orientation.

(ivy  Centre ALL column headings.

v) Use formulae to calculate ALL totals where applicable.

(vi)  Use formulae to calculate the balance due for each student.

(vi)  Format ALL dollar amounts as currency.

(vii1) Create a column chart with the title “balance due” to show the amount owing by each
student.

(ix) Save the document as Records.
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(16 marks)



