Printable Solutions Guide

Overview Chapter 1: Introducing Microsoft Office and

Using Common Features

Develop Your SKkills

DYS 01-D1

A = C D E

My favorite Excel feature is creating formulas.

I also like using the Undo button.
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DYS 01-D2

A = C D E

_|My favorite Excel feature is creating formulas.
|l also like using the Undo button.
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Note: No changes made on screen from DYS 1.

DYS 01-D3
Note: WebSim only.

DYS 01-D4
Note: No files saved, exploring templates only.

DYS 01-D5
Note: No changes made on screen from SEF.

DYS 01-D6

A
5 | e e e e = S S R R
|
4 I Select and play with your data using live previews.

6 | Tryit:

7|
8 | o Select the entire table on the right.

|
n o Look to the bottom right of that selection.
That's the Quick Analysis button:

il
2 ! o Select it and explore any of the options. See Charts,
Totals, Tables and more just by pointing to them.

|
LA I Next > |

Start | LFill | 2 Analyze | Sheet | 3.Chat | 4 TelMe | Leamn More

City Power & Light

Coho Vineyard
Consolidated Messenger
Contoso Pharmaceuticals
Cantose, Ltd

Fabrikam, Inc.

Fourth Caffee

Graphic Design Instiute
Humangous Insurance
Litware, Inc,

Lucerne Publishing
Margie's Travel

B Industry

Utilities
Beverage
Tech
Medical
Misc
Utilities
Beverage
Education
Financial
Tech
Misc

Travel

B Q1 Sales

LY Y B Y R S ST Y S S S

299,293
228,783
579825
371.570
239.219
639,630
876,740
788,380
682.545
902,264
905,906
289,570

L T " T O PP P

B 02 Sales B

674,295
659,385
448 399
544,368
287,989
635,474
567,216
540,282
577,599
206,331
443,552
843834
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A B C D | E F

(i ComE] Industi§ Q1 Sald Q2 Sal i
2 | A DatumTech EEEEEE I
3 | Adventur Travel HEBHRHE | FRERES
4 | Blue Yon Travel Tz ZEEEss
5 | City Pows Utilities HEHHEE  FHEERE
6 | CohoVinBeverage  #sd  shbnes
7 | Consolid Tech HEFEEE | gEEEY
8 | Contoso Medical FRBHRE  FREREH
9_ Contosa, Misc HEBHHE | FREEES
10 | Fabrikam Utilities FEBRRE  BRERER
11| Fourth CiBeverage | ####ats st
12 | Graphic [Education —#s###s  ##ssss
13 | HumongiFinancial — #####F #HEEEF
14_ Litware, | Tech MR B
15 | Lucerne fMisc HEBHWH | HREHES
16 | Margie's Travel HEREEE  HEEEEE
17| A. DatumTech T
18: Adventur Travel HEBHHE  FRERES
19 | Blue Yom Travel HEREHE | FRERER
20 |

21|

22

23|

| start | 1.Fill | 2. Analyze | Sheet! | 3.Chart
DYS 01-D7

Company
City Power & Light
Coho Vineyard

Contoso, Ltd
10| Fabrikam, Inc.
11| Fourth Coffee

14 | Litware, Inc.
15| Lucerne Publishing

16| Margie's Travel

4
5

7]

7 | Consolidated Messenger
& | Contoso Pharmaceuticals
9

12 | Graphic Design Institute
13 | Humongous Insurance

Industry
Utilities

Beverage
Tech
Medical
Misc
Utilities
Beverage
Education
Financial
Tech
Misc
Travel

Bl Q1Sales [BdQ25Sales B
$ 268203 § 674,295
$ 228,783 § 59,385
$ 579,825 % 448 399
§ 371,570 § 44 368
$ 239,219 § 287,989
$ 630,630 % 635,474
§ 876,740 § 567,216
$ 788,390 § 540,282
$ 682,545 % 577,599
5 902,264 § 206,331
$ 905,906 § 443,552
] 283,570 § 243834
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DYS 01-D8
Income Statement ﬂ uspD n
Revenue S 420,000
Cost of revenue S (234,000)
Gross profit S 186,000
Rescarchand-development S {46000}
Sales and marketing S (52,000)
Operating income S 67,000
Other income S 22,000
Other expenses S (14,000)
Profit before tax S 75,000
Income tax expense S (18,200)
Net income $ 56,800
DYS 01-D9
A B C D

| ComB Industr§d Q1 Sall Q2 Salid

2 | A DatumTech HEHHEE  HHENEE

3 | Adventur Travel HEEREE BEEEEE

4 | Blue Yom Travel HHBHRR  wRiaRd

5 | City Powe Utilities GREREE  GREREE

6 | CohoVinBeverage  ##as #nds

7 | Consaolid Tech HBEREEE HEESEE

8 | Contoso Medical HEEREE  FEEEEE

§ | Contoso, Misc B

10 | Fabrikam Utilities HFEEAHE  FREHES

11| Fourth CcBeverage — ####s s

12 | Graphic [Education #stfsss st

13 | HumongiFinancial =~ ####ss saisas

14 | Litware, | Tech HEEHEE  gHEELY

15 | Lucerne fMisc HEEEAHE FREHES

16 | Margie's Travel GEEHEE  GEEEEE

17| A DatumTech HEFHEE  FEEREE

18 | Adventur Travel HEEREE  FEEEEE

19 | Elue Yo Travel BEBRER  srssex
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DYS 01-D10
A E C D
il Com{[] Industffd Q1 Sal g Q2 Sal i@
2 | A DatumTech HESREE  HRERHR
3: Adventur Travel e A
4 | Blue Yom Travel BHREREE sEmxzi
5 | City Powe Utilities GEEREE  gEEEEE
6 | Coho VinBeverage — #### s
7 | Consolid Tech BEFHEE i
8 | Labyrinth Medical BEEHEE  FEEHES
8 | Labyrinth Misc GREREE  GREEEE

10 | Fabrikam Utilities GEEREE  GREEEE
11| Fourth CcBeverage — ####ss  ssadss
12 | Graphic [Education #sfss s
13 | HumongiFinancial =~ ####ss saiias

14 | Litware, | Tech HEHHEE S
15: Lucerne FMisc HEEEEH | HREHES
16 | Margie's Travel BEEREE  SREHER
17| A DatumTech pEEEE SREEEE
18| Adventur Travel HEFEEE  FEEEEE
19_ Blue Yo Travel HHERBR  wruiais
DYS 01-D11
A B C

1 |Practice makes perfect
2 |People notice spelling mistakes

3

DYS 01-D12
Company Industry B Q15ales BIQ2Sales B
City Power & Light Utilities $ 200,203 % 674,295
Coho Vineyard Beverage b 228783 % 559,385
Consolidated Messenger Tech $ 579,825 % 445 399
Contoso Pharmaceuticals Medical % 371570 % 644 368
Contoso, Ltd Misc g 239219 % 287,982
Fabrikam, Inc. Utilities $ 639,630 % 635,474
Fourth Coffee Beverage $ 876,740 % 567,216
Graphic Design Institute Education 3 788,390 % 540,282
Humeongous Insurance Financial b 682,545 % 577,599
Litware, Inc. Tech $ 002,264 % 206,331
Lucerne Publishing Misc $ 905906 % 443 552
Margie's Travel Taurism g 289570 % £43 834

DYS 01-D13

Note: Screen shot from web browser will vary.
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