Printable Solutions Guide

Chapter 1: Tracking Customer Data

Develop Your Skills
DYSE1-D1
A B C D E
1 |Airspace Travel Company
2 |Monthly Customer Invoices
3 |First NamiLast Name Provider Destinatic# of Guests
4
DYS E1-D2
A B C E F
1 |Airspace Travel Company
2 |Monthly Customer Invoices
3 |First NamiLast Name Provider Destinatic# of Guests
4 |Eric Snow Sunwind Jamaica 2
5 |Alison Lobosco  Sunwind Mexico 2
6 |Lacy Henrich  TrueBlue Dominicat 4
7 [will Johns Eastjet Cuba 3
8 |Nicki Hollinger Sunwind Mexico 1
9 |Lennard Williams TrueBlue Brazil 6
10 |Kerri Knechtel TrueBlue Columbia 4
11 |[Karynn  Alida Sunwind Bahamas 2
12_David Monton Eastjet  Dominicat 2
13 |Amanda Campbell Sunwind Jamaica 7
14
DYS E1-D3
A B C D E
1 |Airspace Travel Company
2 |Monthly Customer Invoices
3 |First Name Last Name Provider  Destination #of Guests
4 |Eric Snow Sunwind Jamaica 2
5 |Alison Lobosco Sunwind  Mexico 2
& |Lacy Henrich TrueBlue Dominican Republic 4
7 |will Johns Eastjet Cuba 3
8 |Nicki Hollinger Sunwind  Mexico 1
& |Lennard Williams  TrueBlue  Brazil &
10 |Kerri Knechtel TrueBlue Columbia 4
11 |Karynn Alida Sunwind  Bahamas 2
12 |David Maonton Eastjet Dominican Republic 2
13 |Amanda Campbell Sunwind Jamaica 7
14 |
15
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DYS E1-D4
A B C D E

1 |Airspace Travel Company

2 |Monthly Customer Invoices

El First Name Last Name Provider Destination 1 of Gues
4 |Eric Snow Sunwind Jamaica 2
5 |Alison Lobosco Sunwind  Mexico 2
6 |Lacy Henrich TrueBlue Dominican Republic 4
7 |will Johns Eastjet Cuba 3
8 |Nicki Hollinger Sunwind  Mexico 1
& |Lennard Williams  TrueBlue Brazil 6
10 |Kerri Knechtel TrueBlue Columbia 4
11 |Karynn Alida Sunwind  Bahamas 2
12 |David Monton Eastjet Dominican Republic 2
13 |Amanda Campbell Sunwind Jamaica 7
14

15
DYS E1-D5

A B C D E
1 Airspace Travel Company
2 Monthly Customer Invoices
. . .. # of

2 First Name Last Name Provider Destination Guests
4 | Eric Snow Sunwind  Jamaica 2

5 | Alison Lobosco Sunwind  Mexico 2

6 | Lacy Henrich TrueBlue Dominican Republic 4

7| will Johns Eastjet Cuba 3

8 | Nicki Hollinger Sunwind  Mexico 1

& | Lennard Williams  TrueBlue Brazil 6
10| Kerri Knechtel TrueBlue Columbia 4

11| Karynn  Alida Sunwind  Bahamas 2

12 | David Monton Eastjet Dominican Republic 2
13| Amanda Campbell Sunwind Jamaica 7

14
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DYS E1-D6
A B C D E F G H
1 Airspace Travel Company
2 Monthly Customer Invoices
. . .. #of Price Per  Invoice
First Name Last Name Provider Destination
3 Guests Person Date
4 | Eric Snow Sunwind lamaica 2 S 299 8-5ep
5 Alison Lobosco Sunwind  Mexico 2 S 770 7-5ep
& | Lacy Henrich TrueBlue Dominican Republic 4 5 1,200 1-Sep
7| will Johns Eastjet Cuba 3 5 950 9-Sep
8 | Nicki Hollinger Sunwind  Mexico 1 5 875 B8-Sep
g | Lennard Williams TrueBlue Brazil & 5 800 B8-Sep
10| Kerri Knechtel TrueBlue Columbia 4 5 560 5-Sep
11| Karynn  Alida Sunwind  Bahamas 2 5 B70 B8-Sep
12| David Montaon Eastjet Dominican Republic 2 5 650 B-Sep
13| Amanda Campbell Sunwind Jamaica 7 5 900 9-Sep
14
DYS E1-D7
A B C D E E G H
1 Airspace Travel Company
2 Monthly Customer Invoices
. . .. Price Per Invoice )
First Name Last Name Provider Destination Invoice #
3 Person Date
4 | Eric Snow Sunwind  Jamaica 2 5 B899 8-5ep #3932
5 | Alison Lobosco Sunwind  Mexico 2 5 770 7-Sep #3983
6 | Lacy Henrich TrueBlue Dominican Republic 4 S 1,200 1-Sep #3984
7| will Johns Eastjet Cuba 3 5 950 9-Sep #3985
8 | Nicki Hollinger Sunwind  Mexico 1 5 875 8-Sep #3986
g | Lennard Williams TrueBlue Brazil 6 5 800 8-Sep #3987
10| Kerri Knechtel TrueBlue Columbia 4 5 560 5-Sep #3988
11| Karynn  Alida Sunwind  Bahamas 2 S 870 8-Sep #3989
12 | David Maonton Eastjet Dominican Republic 2 S 650 6-Sep #3990
13| Amanda Campbell Sunwind Jamaica 7 S 9500 9-Sep #3991
14
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DYS E1-D8
A B C D E F G H
1 Airspace Travel Company
2 Monthly Customer Invoices
. . .. #of Price Per  Invoice .
: First N\ame Last Name Provider Destination Freh . . Invoice #
4 | Eric Snow Sunwind  Jamaica 2 3 899 8-5ep #3582
5 | Alison Lobosco Sunwind  Mexico 2 3 770 7-5ep #3983
6 | Lacy Henrich TrueBlue Dominican Republic 4 5 1,200 1-Sep #3984
7 | will Johns Eastjet Cuba 3 5 950 9-Sep #3985
8 | Nicki Hollinger Sunwind  Mexico 1 5 875 B-Sep #3986
9 | Lennard Williams  TrueBlue  Brazil & 5 800 B-Sep #3987
1{]_ Kerri Knechtel TrueBlue Columbia 4 3 560 5-Sep #3988
11 Karynn  Alida Sunwind  Bahamas 2 S 870 B-Sep #3989
12| David Monton Eastjet Dominican Republic 2 S 650 6-Sep #3930
13| Amanda Campbell Sunwind Jamaica 7 5 900 9-Sep #3991
14|
15 |
DYS E1-D9
A B C D E F G H |
1 Airspace Travel Company
2 Monthly Customer Invoices
# of Price Per Invoice
First Name Last Name Provider Destination Invoice #
3 Guests Person Date
4 | FEric Snow Sunwind Jamaica 2 S 899 8-Sep #3982
5 | Alison Lobosco Sunwind Mexico 2 S 770 7-Sep #3983
6 | Lacy Henrich TrueBlue  Dominican Republic 4 S 1,200 1-Sep #3984
7| will Johns Eastjet Cuba 3 S 950 9-Sep #3985
8 | Nicki Hollinger  Sunwind Mexico 1 S 875 8-Sep #3986
9 | Lennard  Williams TrueBlue Brazil 6 S 800 8-Sep #3987
10_ Kerri Knechtel TrueBlue Columbia 4 S 560 5-Sep #3988
11| Karynn Alida Sunwind Bahamas 2 S 870 8-Sep #3989
12| David Monton Eastjet Dominican Republic 2 S 650 6-Sep #3990
13| Amanda Campbell  Sunwind Jamaica 7 S 900 9-Sep #3991
14
15
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DYSE1-D10
A B C D E F G H |
1 Airspace Travel Company
2 | Monthly Customer Invoices

First Name Last Name

# of

Provider Destination

Guests

Price Per

Person

Invoice .
Invoice #

Date

3

4 | Eric Snow Sunwind Jamaica 2 5 899 8-Sep #3982

5 Alison Lobosco Sunwind Mexico 2 5 770 7-Sep #3983

6 Lacy Henrich TrueBlue  Dominican Republic 4 S 1,200 1-Sep #3984

7 will Johns Eastjet Cuba 3 5 950 9-Sep #3985

8 Nicki Hollinger  Sunwind Mexico 1 5 875 8-Sep #3986

9  Llennard Williams  TrueBlue  Brazil 6 5 800 8-Sep #3987
10 Kerri Knechtel  TrueBlue  Columbia 4 5 560 5-Sep #3988
1 Karynn Alida Sunwind Bahamas 2 5 870 8-Sep #3989
12: David Monton Eastjet Dominican Republic 2 5 650 6-Sep #3990
13| Amanda Campbell  Sunwind Jamaica 7 S 900 9-Sep #3991
14
DYSE1-D11

A B C D E F G H |

1 Airspace Travel Company

2 Monthly Customer Invoices

# of Price Per Invoice
First Name Last Name Provider Destination Invoice #

3 Guests Person Date

4 | FEric Snow Sunwind Jamaica 2 S 899 8-Sep #3982
5 | Alison Lobosco Sunwind Mexico 2 S 770 7-Sep #3983
6 | Lacy Henrich TrueBlue  Dominican Republic 4 $ 1,200 1-Sep #3984
7| will Johns Eastjet Cuba 3 5 950 9-Sep #3985
8 | Nicki Hollinger  Sunwind Mexico 1 5 875 8-Sep #3986
9 | Lennard  Williams TrueBlue Brazil 6 S 800 8-Sep #3987
10_ Kerri Knechtel TrueBlue Columbia 4 S 560 5-Sep #3988
11| Karynn Alida Sunwind Bahamas 2 5 870 8-Sep #3989
12| David Monton Eastjet Dominican Republic 2 5 650 6-Sep #3990
13| Amanda Campbell  Sunwind Jamaica 7 5 900 9-Sep #3991
14
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A B C D E
1 |Kids for Change
2 |ltems for Purchase
3 | Iltem Name Order By Quantity  Price
4 |T-shirts Tuesday, May 12, 2020 200 5 12.99
5 |Buttons Wednesday, May 20, 2020 00 5 650
& |Hamburgers Saturday, May 30, 2020 45 5 9.29
7 |Buns Saturday, May 30, 2020 45 5 219
8 |Water Saturday, May 30, 2020 12 5 1.99
G

A B C D E F
1 |Kids for Change
2 |ltems for Purchase
3 | Item Name Order By Quantity Price  Purchase #
4 |T-shirts Tuesday, May 12, 2020 200 5 12.99 #335
5 |Buttons Wednesday, May 20, 2020 100 § 650 #336
& |Hamburgers Saturday, May 30, 2020 45 5 9.29 #337
7 |Buns Saturday, May 30, 2020 45 5 2.19 #3388
8 |Water Saturday, May 30, 2020 12 5§ 1.99 #339
g

Participant
Shelly Mundt
Pauline Alvarado
Chris Driedger
Korey Rhynold
Kimberly Ayres
Glenn Edwards
10 | Inga Maier

11

[T - R T TV R

Kids for Change
Summer Charity Race

4/23/2019
4/25/2019

4/2/2019
3/29/2019
4/17/2019

4/3/2019
4/12/2019

Sign-up Date Pledges

12
14
19
23
17
12

Miles Run

Bib # Total Raised
KCSCR4A10 5125.00
KCSCR4A11 5180.00
KCSCR412 $140.00
KCSCR413 5285.00
KCSCR414 5115.00
KCSCR415 542500
KCSCR416 $120.00
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Apply Your SKills

AYS E1-A1: Enter Data and Format a Worksheet
A B C D E F

1 |Universal Corporate Events
2 |Potential Office Space

Address Building List Data Square Monthly
3 Class Ft Rent
4 |3100 Sycamore Lane A 21-Jul 1200 S 2,500
5 |1812 Broadway A 17-Mar 1050 S 2,250
& |21 King Street B 22-May 1450 5 1,875
7 |6801 Delamere Way C 16-Jul 1700 S 2,150
& |48 Franklin Blvd. B 30-May 920 5 1,500
g

AYS E1-A2: Create a Schedule Using AutoFill

A B = D E F G

1 Universal Corporate Events
2 |Potential Office Space

Address Building List Date Square Monthly Maint. View On:
3 Class Ft Rent Fees
4 3100 Sycamore Lane A 21-Jul 1200 5 2,500 S 100 Monday
5 |1812 Broadway A 17-Mar 1050 & 2,250 5 90 Tuesday
6 |21 King Street B 22-May 1450 5 1,875 5 75 Wednesday
7 6801 Delamere Way C 16-Jul 1700 5 2,150 5 86 Thursday
8 |48 Franklin Blvd. B 30-May 920 $ 1,500 S 60 Friday
9

AYS E1-A3: Create a Financial Report

A B C D E
1 Universal Corporate Events
2 |June Income Forecast
3 Client Event EventDate Fee
4 Green Clean staff Party 13-Jun $480.00
5 |Kids for Change Training 18-Jun 5325.00
& |Blue Jean Landscaping Training 14-Jun 5550.00
7 |Stormy BBQ Team Building 23-Jun 5750.00
8 'Winchester Web Design Staff Party 17-Jun $300.00
% |ilams Training 21-Jun $450.00
10
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Project Grader

PG E1-P1: Creating an Inventory Tracking Spreadsheet

W00 |~ | h e WP =

B T e e e R N
TR R - R S T R i e

A B C D
Inventory
11/28/2018
Item SKU  Quantity Cost
Game Placemat - Catan 5273354 23 5 3.25
Game Placemat - Monopoly 5273355 28 5 3.25
Game Placemat - Dominion 2273350 37 5 3.25
Game Placemat - Magic the Gathering 5273357 41 5 3.25
Dice Shaking Box 5273358 22 5 4,25
Vinyl 3-hole Card holders 5273359 621 5 0.76
Replacement pieces - Risk 5273360 745 4.05
Replacement pieces - Catan 5273361 43 5 2.43
Replacement pieces - Sorry 5273362 22 5 2.45
Replacement pieces - Monopoly 5273363 83 S 3.25
Dice Bag - Velvet 5273364 22 5 3.52
20-sided dice - Aluminum 5273365 52 § 1.47
20-sided dice - Purple 5273360 22 5 0.42
20-sided dice - black 5273367 43 S 0.42
20-sided dice - white 5273368 247 5 0.38
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PG E1-P2: Classic Cars Club New Members List

L= s B R R e e

B

12
13
14
15
16

A B = D E F G H

Classic Cars Club

New Members

First Name Last Name Address City State Zip Level Renewal Date Car Value
Carey Gilson 777 Brockton Awve. Warner NH 76695  3-year 1/31/2022 5 67,000
Wiki Carrigan 30 Memarial Drive East Matchitoches PA 20895 3-year 1/31/2022 5 34,600
Avriane Kimbro 250 Hartford Ave. Lyan wv 54012 3-year 1/31/2022 5 78,000
Lola Edling 700 Oak St. Willow Run IL 12975  5-year /3172024 § 76,000
Janie Bigler 664 Parkhurst Road Conyersville AZ 62314  3-year 1/31/2022 5 36,700
Mei Hillard 591 Memaorial Drive Mount Baker NY 86247  S-year 1/31/2024 5 78,000
Larhonda Linda 55 Brooksby Village Way Farmington Lake oK 36618 3-year 1/31/2022 5 37.000
Chelsie Whisenhunt 137 Teaticket Highway Martins Corner X 69824  3-year 1/31/2022 5 62,000
|Wi|lis Diederich 42 Fairhaven Commons Way Pickerel Narrows MT 22581 3J-year 1/31/2022 5 41,000
Beula Timmins 374 William S. Canning Blvd. Willaha OH 23669 S-year 1/31/2024 ] 38.000
Lizzie Whitner 121 Worcester Road Center MA 15619 3J-year 1/31/2022 5 38.000
Frank Whitner 677 Timpany Blvd. Spring City MS 53208  3-year 1/31/2022 5 36,500
Rosario Moskowitz 337 Russell St Mittenlane TX 33882 3-year 1/31/2022 5 50,000
Frida Henry 295 Plymouth St. East Waterford ME 58029  3-year 1/31/2022 5 22,000
Jackelyn Bondurant 1775 Washington St. Caoltman Wy 70787  G-year 1/31/2024 5 65,000
Lester Kester 280 Washington St. Scottsville KS 66116  3-year 1/31/2022 5 92,000
Reta Gause 20 Soojian Drive Hebron AZ 79342 3-year 1/31/2022 5 90,000
Ellis Cistrunk 11 Jungle Road Longview MA 59043  S-year 1/31/2024 5 72,000
Diana Scotto 301 Massachusetts Ave. Emerson MT 12735  B-year 1/31/2024 5 67.000
Jody Lokken 780 Lynnway St. MNorth Knoxwille AL 46342  S-year 1/31/2024 5 34,000
Petrina Pierpont 70 Pleasant Valley St. Momford Landing IN 21226 3-year 1/31/2022 5 42,000
Damaris Wesley 830 Curran Memoarial Highway Ipswich 1A 73306 3-year 1/31/2022 5 38,000
Kenyetta Ruddell 1470 5 Washington St. Storms X 57924 3-year 1/31/2022 5 65,000
Samual Tipler 506 State Road Kalauao SD 61289  3-year 1/31/2022 5 78,000
Eryn Lehmbkuhl 742 Main St. Farwell FL 82832 S-year /3172024 § 34,000
Lloyd Meneil 72 Main St. Brentwood Village MT 41708 3-year 1/31/2022 5 34,000
Teri Mcaleer 200 Otis St Wilhelm Park MT 61252  S-year 1/31/2024 5 56,000
Rodrick Heil 180 North King St. Bannister Acres NC 46715 3-year 1/31/2022 5 59,000
Marianne Lasso 555 East Main St. Bent Pine VA 59657  3-year 1/31/2022 5 35,000
Curt Alberto 555 Hubbard Ave. Mitchell AL 71791 3-year 1/31/2022 § 78,000

No screen shots are provided for Extend Your Skills exercises because they challenge learners to “think

outside the box” and many possible solutions are correct. As you review these exercises, assess for

creativity and critical thinking in solving problems/achieving the results described.
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