Week 2 – Hands On 01 

Instructions

1. Create a new spreadsheet with the following data:

	Manola Department Stores, Inc.

	Six-Month Financial Projection

	
	 
	 
	 
	 
	 
	 
	Total

	Revenue
	 $      1,475,000.00
	 $       1,406,000.00
	 $ 1,116,600.00
	 $        1,496,000.00
	 $      1,102,900.00
	 $      1,455,000.00
	 $       8,051,500.00

	Cost of Goods Sold
	$206,718.75
	$263,437.60
	$222,487.60
	$290,875.00
	$206,793.75
	$214,743.76
	$1,405,056.46

	Gross Margin
	 $      1,268,281.25
	 $       1,142,562.40
	 $    894,112.40
	 $        1,205,125.00
	 $         896,106.25
	 $      1,240,256.24
	 $      9,456,556.46

	
	
	
	
	
	
	
	

	Expenses
	
	
	
	
	
	
	

	Bonus
	7,500.00
	7,500.00
	0.00
	7,500.00
	0.00
	0.00
	22,500.00

	Salary
	367,426.00
	351,210.00
	296,650.00
	374,500.00
	276,725.00
	286,265.00
	1,952,776.00

	Site Rental
	147,650.00
	140,600.00
	118,660.00
	149,000.00
	110,290.00
	114,500.00
	780,700.00

	Marketing
	1,447.50
	49,175.00
	41,631.00
	82,430.00
	38,601.00
	40,065.50
	253,350.00

	Miscellaneous
	1,467.50
	49,175.00
	41,631.00
	52,430.00
	36,601.50
	40,065.50
	221,370.50

	Total Expenses
	 $         525,491.00
	 $          597,660.00
	 $    498,572.00
	 $           665,860.00
	 $         462,217.50
	 $         480,896.00
	 $      3,230,696.50


 
2. Type the month “January” in the cell B3.

3. On the Home tab in the Alignment group, click the Dialog Box Launcher to display the Format Cells dialog box.

4. Rotate the text to 45 degrees by rotating the indicator in the Orientation area to that point and to display a new orientation in the Degrees box

5. Click the OK button to rotate the text in the active cell and automatically increase the height of the current row to best fit the rotated text.

Using the Fill Handle to Create a Series of Month Names
1. Select the cell containing the month “January”. Drag the fill handle on the lower-right corner of the desired cell to the right to select the range to fill—do not release the mouse button.

2. Lift your finger or release the mouse button to create a month name series in the selected range.

Insert a Row
1. Select the row for Salary.

2. Right-click the row heading below where you want to insert a row to display the shortcut menu and the mini toolbar.

3. Click Insert on the shortcut menu to insert a new row in the worksheet by shifting the selected row and all rows below it down one row.

4. Enter the following data in the row below the row containing the Salary.

	Bonus
	7,500.00
	7,500.00
	0.00
	7,500.00
	0.00
	0.00
	


Indenting Row Titles
1. Select the cells in the Expense section.

2. Click the Increase Indent button on the Home tab to increase the indentation of the text in the selected cell.

 Enter and Format the System Date
1. Select the cell to the right of the subtitle of the worksheet. Click the Insert Function button in the formula bar to display the Insert Function dialog box.

2. Click the “Or select a category” arrow and then select “Date & Time” in the list to populate the “Select a function” list with date and time functions.

3. Scroll down in the “Select a function list” and then click NOW to select the function.

4. Click the OK button to close the Insert Function dialog box.

5. Click the OK button to display the system date and time in the selected cell.

Uploading completed worksheet
· Save the workbook to your local drive.

