Additional Apply Your Skills
Additional Apply Your Skills 10.1
Create an Auto Outline and Use Quick Analysis
In this exercise, you will create an outline to group by positions to determine the amount of sales for each group. You will also create an Auto Outline.
Open EX19-10.1-AAYS-SalesResults.
Save it as: EX19-10.1-AAYS-SalesResultsComplete
Sort the database by Position from A to Z.
Follow these guidelines to create an outline:
· Insert a blank row under the last Agent position in row 19.
· Enter the following labels:
Cell A20: Agent Subtotal 
Cell A35: Manager Subtotal
Cell A36: Grand Total
· Use AutoSum to total the Sales in column G for the two subtotal rows (rows 20 and 35).
· Create a formula to sum the two subtotals to reach the Grand Total in row 36.
· Select cells A20, A35, A36 and make them bold.


· Apply the Currency format, with no decimals, to cells G20, G35, G36 and then make them bold.
· Select cell G36 and then use the Auto Outline command to outline the data.
[image: ]
Collapse the outline to remove detail information.
[bookmark: _GoBack][image: ]


Expand the Level 2 group to show the Agent detail.
[image: ]
Expand to show all details.
Using Quick Analysis, add Data Bars in the Commissions column for both positions.
Save the file and then close Excel.
Excel 2019 & 365		Page 1 of 3
image1.png
1
2
3
4
5
6

7
8
9
10
n
12
13
14
15
16
17
18
19
20
21
2
2
24
25
2
27
28
29
30
31
32
33
34
35
36

stName LastName

Elizabeth  Betts
Tracy Bryant
Kristen Chambers
susan Colley
John Currie
Debra Cutler
Robert Derf
Vincent  James

Cynthia  Lambert
Ssamantha  Langley
Lorraine  Martine

|cam Owens
Alexander  Robertson
Steven Samuel
Cassie Temple
Agent Subtotal
Justin Carson
Lebron  Carter
Rosa Cerqueira
Kobe curry
William  Emerson
Natalia  Giangualano
Terrence  King
Adam Landry
Dave Martin
Tim Mckay
Sarah Mckinnon
Hope Mooney

Stephen  O'Neal
Timothy  Zaghit
Manager Subtotal
Grand Total
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Starland Vacations
August Sales Results

Employee ID#  Location
17416 Toronto
14917 Los Angeles
17641 New York
21580 Vancouver
13434 Toronto
14155 Toronto
12651 Miami
17409 Vancouver
21851 Toronto
15332 Miami
12731 New York
22404 Los Angeles
12446 Miami
15563 Miami
19657 Miami

20368 Miami
14398 Miami
23236 Miami
20303 Los Angeles.
17371 Miami
22221 Toronto
14767 New York
20177 Toronto
13901 Vancouver
19191 Toronto
13041 New York
14661 Toronto
15435 Vancouver
17552 Vancouver

E

Position
Agent
Agent
Agent
Agent
Agent
Agent
Agent
Agent
Agent
Agent
Agent
Agent
Agent
Agent
Agent

Manager
Manager
Manager
Manager
Manager
Manager
Manager
Manager
Manager
Manager
Manager
Manager
Manager
Manager

Target
5,000
12,000
10,000
6,000
5,000
15,000
10,000
None
10,000
15,000
10,000
25,000
5,000
20,000
8,000

10,000
12,000

8,000
10,000
10,000
12,000
25,000

5,000
10,000

4,000
12,000
10,000

5,000
20,000

sales
6,760
15,808
10,280
6,035
5,655
20,664
13,156
3375
21,641
13,200
10,096
22,080
5,083
14,798
8,250
176,881
9,744
13,640
8,748
10,008
9,170
12,832
21,869
5,400
7,552
4351
12,684
8,640
6,200
19,684
150,612
327,493

Commissions
520

988

514

355

377

1,148

1,19%

25

1,139

631
1,104
299
1,057
750

1,151

1,036
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4  FirstName LastName Employee ID#  Location Position Target Sales Commissions
20 Agent Subtotal 176,881
35 Manager Subtotal 150,612

327,493

36 Grand Total
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First Name  Last Name

_Elizabeth  Betts

Tracy Bryant
Kristen Chambers
Susan Colley
John Currie
Debra Cutler
Robert Derf
Vincent James

Cynthia Lambert
Samantha  Langley

Lorraine Martine
Cam Owens
Alexander  Robertson

Steven Samuel

Cassie Temple
Agent Subtotal
Manager Subtotal
Grand Total
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Starland Vacations
August Sales Results

Employee ID#  Location
17416 Toronto
14917 Los Angeles
17641 New York
21580 Vancouver
13434 Toronto
14155 Toronto
12651 Miami
17409 Vancouver
21851 Toronto
15332 Miami
12731 New York
22404 Los Angeles
12446 Miami
15563 Miami
19657 Miami
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Position
Agent
Agent
Agent
Agent
Agent
Agent
Agent
Agent
Agent
Agent
Agent
Agent
Agent
Agent
Agent

Target
5,000
12,000
10,000
6,000
5,000
15,000
10,000
None
10,000
15,000
10,000
25,000
5,000
20,000
8,000

Sales
6,760
15,808
10,280
6,035
5,655
20,664
13,156
3,375
21,641
13,200
10,096
22,080
5,083
14,798
8,250
176,881
150,612
327,493

Commissions
520
988
514
355
377

1,148
1,196
225
1,139
880
631
1,104
299
1,057
750




