Printable Solutions Guide

Chapter 5: Tracking Customer Data

Develop Your SKkills
DYS E5-D1
A | B | © | D | E | F | G | H | | 1 | K | L | M
1 Airspace Travel Company
2_ Bi-Weekly Payroll
3: Period:
4

Employee . .. Reg Gross
Location Department  Hours Rate  Commissions a RegPay OTHours OTPay =
ours ay

First Name Last Name
1D4

Note: Two files are created, both of which are identical to the image above. One is the PayrollTemplate
template file, the other is the PayrollP17 file.
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DYS E5-D2
A | B | L | D | E | F | G | H J | K L | M
1 Airspace Travel Company
2 | Bi-Weekly Payroll
3 | Period:
4
. Employee . . Reg
First Name Last Name Department Hours Rate Commissions Reg Pay OTHours OTPay GrossPay
5 ID# Hours
& |Adam Landry 20177 Toronto Sales 28 135 300
7 |Debra Cutler 14155 Toronto Sales 44 20 1148
3 |Elizabeth  Betts 17416 Toronto Sales 31 22 520
9 :Hope Mooney 14661 Toronto Sales 28 20 480
10_Tim McKay 19191 Toronto Sales 41 16 229
11 |Jaime Burgess 16340 Mew York Management 36 20 o
12_h5hlev Bradford 17571 Miami Administration 42 17.75 o
13 |Deborah  Secrett 16735 Miami Administration 38 20 o
14 |steven Samuel 15563 Miami Sales 36 14 1057
15_Timothv Zaghit 17552 Vancouver Sales 39 14 1036
16 |Adel Kahlmeier 13083 Miami Administration 32 16 o
17 |John Currie 13434 Toronto Sales 44 19 377
13_5n:rnn',r Nguyen 14792 Vancouver Administration 44 16.5 o
19 |Carol Gregory 16688 Los Angeles Management 40 31 o
20 |Natasha Dyas 16054 Toronto Administration 39 13 o]
21 |James Norman 13733 Miami Management 28 36 o]
22 |Joshua Garcia 21620 Toronto Administration 25 15 o]
23 [sarah Mckinnon 13041 MNew York Sales 48 17 906
Zd_Shannon Miller 20162 Vancouver Management 42 27 o
?_5_ Katrina Kormylo 15750 Vancouver Administration 36 16 o
26_Susan Colley 21580 Vancouver Sales 38 13 355
27 |william Emerson 17371 Miami Sales 35 24 917
28: Eugene Fink 14578 Mew York Administration 36 20 o
29 |Karen Ablitt 21810 Toronto Administration 35 20 o
30 |Dave Martin 13901 Vancouver Sales 25 17 472
31 |Brett Aberle 22113 Miami Administration a4 1275 o
3?__ Nygel VanDyke 15690 New York Administration 31 19 o
33 |Kristen Chambers 17641 Mew York Sales 45 15 514
34_ Melissa Coelho 21635 Miami Management 26 30 o
35_Terrence King 14767 New York Sales 30 20 1151
E»E_Srherr',r Lewis 17963 Vancouver Management 30 39 o
37 |Rosa Cerqueira 23236 Miami Sales 27 13 486
33_Sarah Hill 12822 Toronto Management 46 27 o
39 |samantha Langley 15332 Miami Sales a5 14 880

Note: Not all data is shown in the image.
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DYS E5-D3
A | B | C | D | E | F | G | H | | | ] | K | L
1 Airspace Travel Company
2 | Bi-Weekly Payroll
3 | Period:
4
- Employee . Reg
First Name Last Name Department Howurs Rate Commissions Reg Pay OT Hours OT Pay
5 1D# Hours
6 |lasmin Mewton 13651 Los Angeles Administration 34 17 o
7 |Tim Parker 17232 Los Angeles Administration 27 13 ]
a i Carol Gregory 16688 Los Angeles Management 40 31 o
9 |Kobe Curry 20303 Los Angeles Sales 36 215 5494
‘IO-Tracv Bryant 14917 Los Angeles Sales 30 15 938
11 |cam Owens 22404 Los Angeles Sales a7 20 1104
‘I?_-Ashlev Bradford 17571 Miami Administration a4z 17375 o
13 |Deborah  Secrett 16735 Miami Administration 38 20 o
14-Adel Kahlmeier 13089 Miami Administration 32 16 o
15 | Brett Aberle 22113 Miami Administration a4 1275 o
16-Tonv Duncan 12743 Miami Administration 25 15 Q
'IT-':James Morman 13733 Miami Management 28 36 [a]
18 |Melissa Coelho 21635 Miami Management 26 30 ]
19:50phia Maria 13365 Miami Management 40 38 [a]
20 |Steven Samuel 15563 Miami Sales 36 14 1057
21 :William Emerson 17371 Miami Sales 35 24 917
22 |Rosa Cergueira 23236 Miami Sales 27 14 486
23:Samantha Langley 15332 Miami Sales 45 14 880
24 |LeBron Carter 14398 Miami Sales a4 19 682
?_5: Cassie Temple 19657 Miami Sales 4B 14 750
26 |Alexander Robertson 12448 Miami Sales 49 14.5 299
?_'.-': Robert VanDerf 12651 Miami Sales 43 20 1196
28 |Justin Carson 20368 Miami Sales 34 15 609
?_9: Eugene Fink 14578 New York Administration 36 20 [a]
30 | Mygel VanDyke 15690 Mew York Administration 31 19 ]
31 |Aaron Smith 18226 New York Administration 46 16 o
32 |Jaime Burgess 16340 MNew York Management 36 20 ]
33-5haq McGrady 15695 Mew York Management 38 20 o
34 |sarah Mckinnon 13041 New York Sales a8 17 Q06
35- Kristen Chambers 17641 Mew York Sales 46 15 514
36 |Terrence King 14767 Mew York Sales 30 20 1151
3'.-'- Lorraine Martine 12731 New York Sales 43 16 631
38 |Natasha Dyas 16054 Toronto Administration 39 13 ]
39-Joshua Garcia 21620 Toronto Administration 29 15 o

Note: Not all data is shown in the image.
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DYS E5-D4
A B C o} E F G H 1 K L M

1 Airspace Travel Company

2 Bi-Weekly Payroll

3 | Period:

. Employee .

: First N\ame Last Name o Location Department Rate

6 |Jasmin Newton 13651 Los Angeles Administration 34 17 [t] 34 578 [t] 0 $578.00
7 |Tim Parker 17232 Los Angeles Administration 27 13 1] 27 351 1] 0 535100
& |carol Gregory 16688 Los Angeles Management 40 31 0 40 1240 0 0 $1,240.00
9 |Kobe Curry 20303 Los Angeles Sales 36 21.5 594 36 774 0 0 51,368.00
10 |Tracy Bryant 14917 Los Angeles Sales 30 15 988 30 450 0 0 $1,438.00
11 |Cam Owens 22404 Los Angeles Sales 47 20 1104 40 800 7 210 $2,114.00
12 |Ashley Bradford 17571 Miami Administration 42 17.75 1] 40 710 2 53.25 $763.25
13| Deborah  Secrett 16735 Miami Administration 38 20 0 38 760 0 0 $760.00
14_Ade| Kahlmeier 13089 Miami Administration 32 16 1] 32 512 1] 0 $512.00
15 |Brett Aberle 22113 Miami Administration 44 12.75 ] 10 510 4 76.5 $586.50
16 |Tony Duncan 12743 Miami Administration 25 15 1] 25 375 1] 0 $375.00
1?_James Morman 13733 Miami Management 28 36 ] 28 1008 ] 0 $1,008.00
18 |Melissa Coelho 21635 Miami Management 26 30 0 26 730 0 0 $780.00
19_Sophia Maria 13365 Miami Management 40 38 [t] 40 1520 [t] 0 $1,520.00
20 |Steven Samuel 13563 Miami Sales 36 14 1057 36 504 1] 0 $1,561.00
21_Wil|iam Emerson 17371 Miami Sales 35 24 917 35 B840 1] 0 $1,757.00
22 |Rosa Cergueira 23236 Miami Sales 27 14 486 27 378 0 0 $864.00
23 |Samantha Langley 15332 Miami Sales 45 14 880 40 560 5 105 $1,545.00
24 |LeBron Carter 14398 Miami Sales 44 19 682 40 760 4 114 $1,556.00
23 |Cassie Temple 19657 Miami Sales 48 14 750 40 560 6 126 $1,436.00
26_Ale><ander Robertson 12446 Miami Sales 49 14.5 299 40 580 9 195.75 $1,074.75
27 | Robert VanDerf 12651 Miami Sales 43 20 1196 40 200 3 90 $2,086.00
28 |Justin Carson 20368 Miami Sales 34 15 609 34 510 o 0 $1,119.00
29 |Eugene Fink 14578 New York Administration 36 20 1] 36 720 1] 0 $720.00
30 |Nygel VanDyke 15690 New York Administration 31 19 0 31 589 0 0 $589.00
31 |Aaron Smith 18226 New York Administration 16 16 1] 40 640 6 144 §784.00
32 |Jaime Burgess 16340 Mew York Management 36 20 1] 36 720 1] 0 $720.00
33 |Shag McGrady 15695 New York Management 38 20 0 38 760 0 0 $760.00
34 | Sarah Mckinnon 13041 New York Sales 43 17 906 40 680 8 204 $1,790.00
35 |Kristen Chambers 17641 New York Sales 16 15 514 40 600 6 135 $1,249.00
36 |Terrence  King 14767 New York Sales 30 20 1151 30 600 i} 0 $1,751.00

Note: Not all data is shown in the image.
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DYS E5-D5
A B C o} E F G H 1 K L M

1 Airspace Travel Company

2 Bi-Weekly Payroll

3 | Period:

. Employee .

: First N\ame Last Name o Location Department Rate

6 |Jasmin Newton 13651 Los Angeles Administration 34 17 [t] 34 578 [t] 0 $578.00
7 |Tim Parker 17232 Los Angeles Administration 27 13 1] 27 351 1] 0 535100
& |carol Gregory 16688 Los Angeles Management 40 31 0 40 1240 0 0 $1,240.00
9 |Kobe Curry 20303 Los Angeles Sales 36 21.5 594 36 774 0 0 51,368.00
10 |Tracy Bryant 14917 Los Angeles Sales 30 15 988 30 450 0 0 $1,438.00
11 |Cam Owens 22404 Los Angeles Sales 47 20 1104 40 800 7 210 $2,114.00
12 |Ashley Bradford 17571 Miami Administration 42 17.75 1] 40 710 2 53.25 $763.25
13| Deborah  Secrett 16735 Miami Administration 38 20 0 38 760 0 0 $760.00
14_Ade| Kahlmeier 13089 Miami Administration 32 16 1] 32 512 1] 0 $512.00
15 |Brett Aberle 22113 Miami Administration 44 12.75 ] 10 510 4 76.5 $586.50
16 |Tony Duncan 12743 Miami Administration 25 15 1] 25 375 1] 0 $375.00
1?_James Morman 13733 Miami Management 28 36 ] 28 1008 ] 0 $1,008.00
18 |Melissa Coelho 21635 Miami Management 26 30 0 26 730 0 0 $780.00
19_Sophia Maria 13365 Miami Management 40 38 [t] 40 1520 [t] 0 $1,520.00
20 |Steven Samuel 13563 Miami Sales 36 14 1057 36 504 1] 0 $1,561.00
21_Wil|iam Emerson 17371 Miami Sales 35 24 917 35 B840 1] 0 $1,757.00
22 |Rosa Cergueira 23236 Miami Sales 27 14 486 27 378 0 0 $864.00
23 |Samantha Langley 15332 Miami Sales 45 14 880 40 560 5 105 $1,545.00
24 |LeBron Carter 14398 Miami Sales 44 19 682 40 760 4 114 $1,556.00
23 |Cassie Temple 19657 Miami Sales 48 14 750 40 560 6 126 $1,436.00
26_Ale><ander Robertson 12446 Miami Sales 49 14.5 299 40 580 9 195.75 $1,074.75
27 | Robert VanDerf 12651 Miami Sales 43 20 1196 40 200 3 90 $2,086.00
28 |Justin Carson 20368 Miami Sales 34 15 609 34 510 o 0 $1,119.00
29 |Eugene Fink 14578 New York Administration 36 20 1] 36 720 1] 0 $720.00
30 |Nygel VanDyke 15690 New York Administration 31 19 0 31 589 0 0 $589.00
31 |Aaron Smith 18226 New York Administration 16 16 1] 40 640 6 144 §784.00
32 |Jaime Burgess 16340 Mew York Management 36 20 1] 36 720 1] 0 $720.00
33 |Shag McGrady 15695 New York Management 38 20 0 38 760 0 0 $760.00
34 | Sarah Mckinnon 13041 New York Sales 43 17 906 40 680 8 204 $1,790.00
35 |Kristen Chambers 17641 New York Sales 16 15 514 40 600 6 135 $1,249.00
36 |Terrence  King 14767 New York Sales 30 20 1151 30 600 i} 0 $1,751.00

Note: The image is identical to DYS E5-D4—only the data validation has changed.
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DYS E5-D6

E5-D6-Payrolif17 SOL 1 3f11/2019

Airspace Travel Company
Bi-Weekly Payroll

Period:
- Employee
First Name Last Name \D# Department RegPay OTHours OTPay GrossPay
Jasmin Newton 13651 Los Angeles Administration 34 17 o 34 578 0 0 S§578.00
Tim Parker 17232 Los Angeles Administration 27 13 o 27 351 0 0 535100
Carol Gregory 16688 Los Angeles Management 40 31 0 40 1240 0 0 51,240.00
Kobe Curry 20303 Los Angeles Sales 36 215 584 36 774 o 0 $1.368.00
Tracy Bryant 14317 Los Angeles Sales 30 15 988 30 450 0 0 $1,438.00
Cam Owens 22404 Los Angeles Sales 47 0 1104 a0 BOOD 7 210 $2.114.00

Note: Not all data is shown in the image.
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DYS E5-D7

A B C D E F €] H | 1 K L M
1 Airspace Travel Company
2 Bi-Weekly Payroll
3 Period:
4
Ell FirstNamB Last N: Location Hourfd Ratefd comm RegHourBd RegpPalll OTHourfd OT P3|
% Kobe Curry 20303 Los Angeles 36 771 0 $1,368.00
10 |Tracy Bryant 14917 Los Angeles 30 450 0 $1,438.00
11 Cam Owens 22404 Los Angeles 40 800 7 $2,114.00
20 |Steven Samuel 15563 Miami 36 504 0 $1,561.00
21 william Emerson 17371 Miami 35 340 0 $1,757.00
22 Rosa Cergueira 23236 Miami 27 378 0 $864.00
23 |Samantha Langley 15332 Miami a0 560 5 $1,545.00
24 |LeBron Carter 14398 Miami 40 760 4 $1,556.00
25 |Cassie Temple 19657 Miami 40 560 6 $1,436.00
26 Alexander Robertson 12446 Miami 40 580 9 195.75 $1,074.75
27 Robert VanDerf 12651 Miami 40 800 3 52,086.00
28 |Justin Carson 20368 Miami 34 510 0 $1,119.00
34 |Sarah Mckinnon 13041 New York 40 630 3 $1,790.00
35 |Kristen Chambers 17641 New York 40 600 6 $1,249.00
36 | Terrence King 14767 New York 30 600 0 $1,751.00
37 |Lorraine Martine 12731 New York 40 640 3 $1,343.00
44 Adam Landry 20177 Toronto 28 392 0 $692.00
45 |Debra Cutler 14155 Toronto 40 800 4 52,068.00
46 |Elizabeth Betts 17416 Toronto 31 682 0 $1,202.00
47 Hope Mooney 14661 Toronto 28 560 0 51,040.00
43 ' Tim McKay 19191 Toronto 40 640 1 $893.00
49 John Currie 13434 Toronto 40 760 4 $1,251.00
50 Natalia Giangualano 22221 Toronto 37 518 0 $1,320.00
51 |Cynthia Lambert 21851 Toronto 40 560 5 $1,804.00
58 | Timothy Zaghit 17552 Vancouver 39 546 [1] $1,582.00
52 Susan Colley 21580 Vancouver 38 532 ] $887.00
60 Dave Martin 13901 Vancouver 25 425 0 $897.00
61 Vincent James 17409 Vancouver 39 672.75 0 $897.75
62 Stephen O'Neal 15435 Vancouver 34 544 [1] $854.00
63 Jessica Dekken 14787 Vancouver 40 680 0 $1,482.00
64 Total 1152 $40,921.50,
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Reinforce Your Skills

RYS E5-R1: Import and Organize Data for a Donor List

| A

C

D

1 |Kids for Change

Donor List

14
16
18 123 Coproration
19

20
21

25 |'Will Johns

17 | My Virtual Campus  Business

Business

Private

555-0199
555-0131

555-0157

10/15/2012

5/15/2014

22 |Natalia Giangualano Private 555-0126 3/10/1997
23 |Crystal Robinson Private 555-0139 a/18/1997
24 |Stewart Schott Private 555-0140 2/24/1998

10/30/1998

3

4

o>

B

ri

8 |Blue Jean Landscapir Business 555-0192

9

10

1

12 |ABC Company Business 555-0161 11/29/2007 1210
13 |Sunwind Business 555-0136 10/19/2009 3900

1480
1730

375
350
250
500

26 DaveMartin  Private 555014 7/22/2002 5400 |
2

27 |Lacy Henrich Private 555-0153 9/17/2003 2800
E Atif Khalil Private 555-0144 7/14/2004 110
28 |Kristen Chambers  Private 555-0143 4/4/2005 260
30 |Glenn Edwards Private 555-0178 812006 2200
3

32

33 |Lennard Williams  Private 555-0166 5/29/2009 1400
34 |Nygel VanDyke Private 555-0128 11/30/2009 1130
35 |Michelle Smith Private 555-0170 7/17/2010 100

15 |XYZ Company Business 555-0103 12/14/2010 2300

Excel 2019 & 365
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Excel 2019 & 365

36 |Karynn Alida Private 555-0163 ?flﬂfEDlD 750
37 |Debra Cutler Private 555-0156 4/21/2011 435
38 |Inga Maier Private 555-0190 IDfEDfZDll 00
349 |lessica Banderas Private 555-0145 3/9/2012 3900
40 |Kerri Knechtel Private 5550175 42872012 2600
41 [Jessica Mclnnis Private 555-0186 10/27/2012 290
42 |Pedro Espinosa Private 555-0154 6/23/2013 2100
43 C‘y’ﬂthia Lambert Private 555-0106 11f14f2013 200
44 |John Aikens Private 555-0177 11f25|f2014 910
45 Cher",rl McCar‘th',r Private 555-01597 SfIEfEDIE 200
A B D E F G

1 |Kids for Change Donor List
2

Total Annual Free
3 Mame ~ | DonorTypi~ ContactOl~| Phone# ~| First Donatiol~| Donations ¥ Membershi| ~
4 00254 Corporation Business Yes 555-0180 &/13/1998 9900 Yes
5 |Stormy BBQ Business Yes 555-0110 7/3/1998 5200 Mo
& Maom and Pop's Business Yes 555-0196 12/17/1998 8700 Yes
7 | TrueBlue Business Yes 555-0135 12/21/2001 5200 Mo
8 |Blue Jean Landscapit Business Yes 555-0192 2/5/2002 2800 Mo
g ‘Winchester Web De:! Business Yes 555-0141 1/22/2003 9600 Yes
10 |iJams Business Yes 555-0183 5/30/2003 9500 Yes
11 | Airspace Travel Business Yes 555-0181 3/11/2006 8500 Yes
12 |ABC Company Business Yes 555-0161 11/29/2007 1210 No
13 |Sunwind Business Yes 555-0136 10/19,/2009 3900 Mo
14 |Eastjet Business No 555-0102 12/2/2010 5500 No
15 | X¥Z Company Business Yes 555-0103 12/14/2010 2900 No
16 Universal Corporate Business Yes 555-0155 9/15/2011 5400 Mo
17 |My Virtual Campus Business Yes 555-0199 10/15/2012 1480 No
18 |123 Coproration Business Yes 555-0131 5/15/2014 1730 Mo
16 |Green Clean Business Yes 555-0123 12/28/2014 7300 Yes
20 Elizabeth Betts Private Yes 555-0182 8/5/199%6 7300 Mo
21 |Nicki Hollinger Private Yes 555-D185 1/24/1997 5600 No
22 |Natalia Giangualano Private Yes 555-0126 3/10/1997 375 Mo
23 |Crystal Robinson Private Mo 555-0139 8/18/1997 350 Mo
24 |Stewart Schott Private Yes 555-0140 2/24/1998 250 Mo
25 |will Johns Private Yes 555-0157 10/30/1998 500 Mo
26 Dave Martin Private Yes 555-0164 7f22/2002 5400 Mo
27 |Lacy Henrich Private Yes 555-0153 9/17/2003 2800 Mo
28 |Atif Khalil Private Yes 555-0144 7/14/2004 110 Mo
29 |Kristen Chambers  Private Yes 555-0143 4/4/2005 860 No
30 |Glenn Edwards Private Yes 555-0178 8/1/2006 2200 No
31 Austin Farrell Private Yes 555-0148 7/30/2008 7000 No
32 Brett Aberle Private Yes 555-0137 3/26/2009 6700 No
33 |Lennard Williams  Private Yes 555-0166 5/29/2009 1400 No
34 |Nygel VanDyke Private Yes 555-0128 11/30/2009 1130 No
35 Michelle Smith Private Yes 555-0176 7/17/2010 100 No
36 |Karynn Alida Private Yes 555-0163 7/19/2010 750 No

(cont’d.)
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37 |Debra Cutler Private Yes 555-0156 4/21/2011 425 No
38 |Inga Maier Private Yes 555-0190 10/20/2011 600 No
39 lessica Banderas Private Yes 555-0145 3/9/2012 3900 Mo
40 Kerri Knechtel Private Yes 555-0175 4/28/2012 5600 Mo
41 |Jessica Mclnnis Private Yes 555-0186 10/27/2012 250 Mo
42 |Pedro Espinosa Private Yes 555-0154 6f23f2013 2100 No
43 |Cynthia Lambert Private Yes 555-0106 11/14/2013 300 No
44 |John Aikens Private Yes 555-0177 11/29/2014 910 No
45 |Cheryl McCarthy Private Yes 555-0197 5/15/2015 500 Mo
46 |Total 5148,5?0
A E [ [5] E F [t}
1 |Kids for Chan Donor List
2
Dona- Conta-* First Total Free

3 Mame Tape ™ OK ¥ Phonc™ Donatic™ | Annu: ¥ Membe ™

4 |0025%4 Corporatio Business  Yes BEE-0120 EM3M993 900 Yeg

5 [Stormy EER Business  ‘es 555-010 Ti311998 B200 Mo

& |Momand Pop's Business  Yes BEG-0135 12171533 &700 Yes

1 [TrueBlue Buzinesz  ‘es 555-0135 12212001 5300 Mo

& |Blue JeanLandze Buziness  es BEh=E192 20512002 2800 [o]=]

3 |Winchester Web L Business ‘ez 555-0141 wazi2003 00 ‘fes

10 |idams Business ‘fes BER-0153 B3002003 4500 Yes

1 |Airspace Travel Business  Yes BRA-0131 SM1z006 SA00 Yes

12 |ABC Company  Business  Yes BRE-0161 Wz2aiz007 1210 =}

15 [Sunwind Business  ‘es B55-0136 1041342003 3900 Mo

14 |Eastjet Business Mo 555-0102 12282010 5500 Mo

15 |RYZCompany  Business  Yes AAE-0103 121442010 2300 Mo

16 |Universal Corporz Business  Yes BEE-0155 anstzoi G400 ko

17 My Wirtual Campu Business  Yes AEE-0133 0152012 1480 ko

15 [123 Coproration  Business  Yes B55-0131 BHEf2014 1730 ko

13 |Green Clean Buziness  ‘es 555-0123 12{2812014 7300 ‘ez

20 |(Elizabeth Bettz Private ‘es BEG-0152 EIEIEET 700 Mo

21 |MickiHaollinger  Private ‘fes BER-01850 Wz24M997 BEO0 ko

22 |Matalia Giangualal Private ‘fes BA6-0126 aM0MEaT aTh ko

25 |Crystal Robinson Private Mo ARA-0138 aM1aMaar 360 =}

24 |Stewart Schott  Private CH BE5-0140 21241998 280 Mo

25 | 'will Johns Frivate ‘e 556-0167 1043001998 500 Mo

26 (Dave Markin Private ‘fes BRG-0164 Tl2zizooz B0 {{1[=]

21 |Lacy Henrich Frivate ‘fes ARA-0163 ANTI2003 2800 =}

2& | Aif Khalil Private ‘es 556-0144 TH4f2004 110 ko

23 |Krizten Chambers Private ‘es BEG-0142 4412005 260 []=]

30 |Glenn Edwards  Frivate ‘es 8550178 SHZ00E 2200 Mo

31 |Austin Farrell Frivate ‘es BEG-0142 TI30f2003 F000 Mo

32 |Brett Aberle Frivate ‘es 5550137 HZE2003 ET00 Mo

33 |Lennard Williams  Private EE BE5-0EE B29f2009 1400 []=]

34 |MygelWanDyke  Private ‘fes REE=02E Mamzo0a a0 ko

35 |Mlichelle Smith | Private ‘es 5E5-0176 Tz 10a o

G6 | Kargnn Alida Private ‘ez BEE-0162 THIRz010 TAO =}

37 |Debra Cutler Private CH BE55-0156 Afazon 425 Mo

35 |Inga Maier Frivate ‘fes AEA-0130 o200 EO0 ko

58 |Jessica Banderas Private ‘es FEG-0145 A0 3800 Mo

40 [Kerri Knechtel Frivate ‘es 555-0175 H2aizoiz BE00 Mo

41 |Jeszgica Melnniz | Private CH BE5-0126 12vez01z 2410 Mo

42 |Pedro Espinosa  Private ‘fes AE0-0154 Bi232013 2100 ko

45 |Cynthia Lambert  Private ‘fes REE-0106 1402013 200 =}

44 |John Ajkens Private ‘es 555-0177 2afzo14 3 Mo

45 | Cheryl McCarthy | Private ‘es 555-0197 5152015 i) [\1[a]

46 | Total [ suse70)-
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3 First ~ Last |~
4 |Martin  Daugherty
5 |Mary Schaock

6 |Melissa Bethea

7 |Billy Adkinson

g |Jon Ault
10 |William  Schiavone
11 |Ellen Ly

12 |Elizabeth Fauntleroy
13 |Timothy Woods

14 |Bing Jie
15 |Ashley  Dawdy
16 |Earl Ramirez

17 \Timothy Graham
18 Barbara Fulk

19 |Ron Gosine
20 |Brandi Christen
21 |Ryan Allan
22 |Ginger  Shannon

23 |Sonia Juergens
24 |leanette Hunsberger
25 |Tora Pardo

27

$chool |~

East High School
East High School
East High School
East High School
High School West
High School West
High School West
High School West
High School West
LearnFast College
LearnFast College
LearnFast College
LearnFast College
LearnFast College
LearnFast College
State University
State University
State University
State University
State University
State University

Kids for Change
Jan Hour| | Feb Hour ~
39 33
42 30
17 25
13 28
39 a6
21 a2
32 20
14 29
18 22
35 38
27 a7
28 38
43 32
a7 14
13 26
46 18
36 27
14 20
14 30
17 23
17 24

Mar Hour ~

37
32
47
26
24
37
39
45
21
42
37
37
22
30
42
41
32
46
28
21
19

Tota ~

109
104
&9
67
109
100
91
88
61
115
111
103
97
91
81
105
95
a0
72
61

Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes

Dinner Invit(.T

Excel 2019 & 365
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Apply Your SKills
AYS E5-A1l: Import and Sort Data

A B C ] E F G
1 |Universal Corporate Events
2 |Detailed Expense Report
3 Q3
4
5 Expense Category Budget July August September Total
6 |Auto Repairs Auto 13500 1880 8280 8307 5 18,467
7 |Car Cleaning Auto 5900 2677 1743 1527 5 5,947
& |Car Insurance Auto 25800 9878 2003 7907 5 25,788
9 |Car Lease Auto 15200 4761 6139 8202 5 19,162
10 |Gas Auto 23600 9783 4485 9319 5 23,587
11 |Interest Bank 15500 4937 4368 6545 5 15,850
12 |Service Charges Bank 10800 1210 7388 2251 § 10,849
13 |Business - Fees Business 10600 3690 1086 5833 § 10,609
14 |Business - License Business 11800 1288 5641 4897 5 11,826
153 |Business - Tax Business 11400 5405 4340 1625 5 11,370
16 |Business Insurance Insurance 23400 6132 8352 8942 5 23,428
17 |Health Insurance Insurance 14900 7334 2089 5468 § 14,891
18 |Property Insurance Insurance 15100 8627 1788 4675 S 15,090
19 |Advertising Marketing 21900 5909 7972 8048 5 21,929
20 |Professional Associations Marketing 13100 7577 1793 8757 5 18,132
21 |Professional Publications Marketing 21700 6296 5771 9663 5 21,730
22 |Promotional Marketing 19800 0829 28719 4224 5 19,772
23 |Public Relations Marketing 13100 7160 1774 4215 & 13,149
24 |Trade Show Marketing 14500 4076 1610 8836 5 14,522
25 |Travel Marketing 26200 9845 7074 9277 5 26,196
26 |Appointment Books Misc. 20300 4399 9911 5762 5 20,272
27 |Education & Training Misc. 13500 Ti7l 2837 8847 5§ 19,455
28 |[Entertainment Misc. 21900 5814 6745 9352 5 21,911
29 |Gifts Misc. 18200 9605 7233 1347 5 18,185
30 |Retirement Plans Misc. 15000 2046 4663 8252 5 14,961
31 |Business Cards and Stationery Office 15700 7525 5250 2930 5 15,705
32 |Home Office Expenses Office 20800 9291 5917 5612 & 20,820
33 |Office Furniture Office 11900 2056 1092 2732 5 11,880
34 |Office Supplies Office 2000 650 380 995 § 2,025
35 |Postage Office 25200 8441 8053 8686 5 25,180
36 |Software Purchases Office 16700 4743 3451 3543 5 16,737
37 |Business Travel Travel 13600 22594 2073 8922 5§ 13,589
38 Parking Travel 16100 5408 5850 3858 & 16,116
39 |Hydro Utilities 12700 4274 7135 1340 & 12,749
40 |Internet Utilities 16200 7509 2273 6395 & 16,177
41 |Phone Utilities 7500 2357 3156 1961 5 7,474
42 |Rent Utilities 96000 32000 32000 32000 5 96,000
43 |Water Utilities 18600 9259 2778 6571 & 18,608
44 |Administration Payroll Wages 54300 19507 16969 17852 & 54,328
45 |Executive Payroll Wages 63800 20152 23598 20000 5 63,790
46 |Marketing Payroll Wages 67700 21613 21634 24452 § 67,699
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Excel 2019 & 365

A B C D E F
1 Universal Corporate Events
2 |Detailed Expense Report
3
4
5 Expense Category Budget
6 |Home Office Expenses Office 20800
7 |Retirement Plans Misc. 15000
8 |Rent Utilities 96000
9 |Phone Utilities 7500
10 |Hydro Utilities 12700
11 |Water Utilities 18600
12 |Internet Utilities 16200
13 |Car Insurance Auto 25800
14 |Gas Auto 23600
15 |Car Lease Auto 19200
16 |Auto Repairs Auto 18500
17 |Car Cleaning Auto 5900
AYS E5-R2: Use Tables and the IF Function

A B C D G H
1 |Universal Corporate Events
2 |Detailed Expense Report
3 Q3
4
5 - - - - - -
& |Auto Repairs Auto 18500 1880 3280 8307 5 18467 Under
7 |Car Cleaning Auto 5500 2677 1743 1527 § 5,947 OVER
& |CarInsurance Auto 25300 9878 3003 7907 5 25,788 Under
9 |Car Lease Auto 15200 4761 6199 8202 5 19,162 Under
10 |Gas Auto 23600 9783 A485 9319 5 23,587 Under
11 |Interest Bank 15900 4937 4368 6545 § 15,850 Under
12 |Service Charges Bank 10800 1210 7388 2251 5 10,849 OVER
13 |Business - Fees Business 10600 3690 1086 5833 $ 10,609 OVER
14 |Business - License Business 11800 1288 5641 4857 $§ 11,826 OVER
15 |Business - Tax Business 11400 5405 A340 1625 § 11,370 Under
16 |Business Insurance Insurance 23400 6132 8352 8942 § 23,426 OVER
17 |Health Insurance Insurance 14900 7334 2089 5458 $ 14,891 Under
18 |Property Insurance Insurance 15100 8627 1788 4675 $ 15,090 Under
19 | Advertising Marketing 21500 5909 7972 2048 5 21,929 OVER
20 |Professional Associations Marketing 13100 7577 1798 8757 § 18,132 OVER
21 |Professional Publications Marketing 21700 6296 5771 9663 § 21,730 OVER
22 |Promaotional Marketing 19800 6829 3719 4224 § 19,772 Under
23 |Public Relations Marketing 13100 7160 1774 4215 5 13,149 OVER
24 |Trade Show Marketing 14500 4076 1610 8836 5 14,522 OVER
25 |Travel Marketing 26200 9345 7074 9277 § 26,196 Under
26 |Appointment Books Misc. 20300 4599 9911 5762 $ 20,272 Under
27 |Education & Training Misc. 19500 7771 2837 8847 § 19,455 Under
28 |Entertainment Misc. 21500 5814 6745 9352 5 21,911 OVER
29 | Gifts Misc. 18200 9605 7233 1347 5 18,185 Under
30 |Retirement Plans Misc. 15000 2046 4663 8252 § 14,961 Under
31 |Business Cards and Stationery Office 15700 7525 5250 2930 § 15,705 OVER
32 |Home Office Expenses Office 20800 9291 5917 5612 $ 20,820 OVER
33 |Office Furniture Office 11900 2056 1092 2732 § 11,880 Under
34 | Office Supplies Office 2000 650 380 995 § 2,025 OVER
35 Postage Office 25200 2441 2053 8686 § 25,180 Under
36 |Software Purchases Office 16700 4743 2451 3543 § 16,737 OVER
37 |Business Travel Travel 13600 2594 2073 8922 § 13,589 Under

(cont’d.)
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38 |Parking Travel 16100 6408 5850 3858 5 16,116 OVER
39 |Hydro Utilities 12700 4274 7135 1340 5 12,749 OVER
40 |Internet Utilities 16200 7309 2273 6395 5 16,177 Under
41 |Phone Utilities 7500 2357 3156 1961 5 7,474 Under
42 |Rent Utilities 96000 32000 32000 32000 S 96,000 Under
43 |Water Utilities 18600 9259 2778 6571 5 18,608 OVER
44 | Administration Payroll Wages 54300 19507 16969 17852 S 54,328 OVER
45 |Executive Payroll Wages 63800 20192 23593 20000 5 63,790 Under
48 | Marketing Payroll Wages 67700 21613 21634 24452 5 67,699 Under
47 |Total 895900 300548 276478 300027 § 805,953 p

Universal Corporate Events
Detailed Expense Report

a3

Auto Repairs Auto 1E500 1EED BE2BD B30T 5 1E 457 Under
Car Cleaning Aute 5800 2577 1743 1527 5 5,247 OVER
Car Insurance Auto 25800 SETE BDO3 7207 5 25,7EE Under
Car Leaze AUt 12200 4781 85199 Ea02 % 19,162 Under
Gaz AUty 13800 ST E3 44B5 9319 % 23 587 Under
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AYS E5-R3: Organize a Large Worksheet and Use Data Validation

A B C D E F G J
1 |Universal Corporate Events
2 |Client Feedback Results
3

Experience  Facility Average Coupon

4 Client Event Event Date Fee Staff Rating  Rating Rating Rating Above 67  Offered
5 |Winchester Web Design Staff Party 28-Jul 5750.00 10 10 10" 100 YES s0
& |lennerstown Academy Staff Party 9-lun  £750.00 9 10 g 9.3 YES S0
7 |Kids for Change Staff Party 17-jul $250.00 8 10 lDr 9.3 YES 50
& |North Chauwakeegan State Staff Party 6-Jun  $325.00 g 10 g 9.0 YES s0
9 |Draper University Staff Party 2-Jul 5300.00 8 a8 g" 8.0 YES S0
10 |worldwide Sanitation staff Party 13-Jul  $325.00 8 3 S' 3.0 YES s0
11 |Winchester Web Design Staff Party 17-Jun  $300.00 7 & 0] 7.7 YES S0
12 |State University Staff Party 26-Jun $480.00 B B 10 7.3 YES S0
13 |Underwood College Staff Party 5-Jul  $325.00 [ 9 & 7.0 YES S0
14 |Jump Start Computers Staff Party 10-Jul 5450.00 8 7 & 7.0 YES S0
15 |Stormy BBQO Staff Party 26-Jul  $550.00 3 7 al 6.0 NO 5100
16 |lennerstown Academy Team Building 9-Jul  $300.00 10 10 g" 9.3 YES S0
17 |University of Norwood Team Building 30-Jun $750.00 10 & 10 8.7 YES S0
18 |Stormy BBQ Team Building 23-Jun 5750.00 g & 10 2.3 YES s0
19 |Lost Revolution Team Building 14-Jul $750.00 B 7 10 7.7 YES S0
20 |Green Clean Team Building 23-Jul 5300.00 9 8 s 7.7 YES s0
21 |Underwood College Team Building 3-lJun  5480.00 3 7 a" 7.0 YES S0
22 |Kids for Change Training 18-Jun  $325.00 10 9 10 9.7 YES S0
23 |Green Clean Training 10-Jun  5450.00 8 10 10 9.3 YES S0
24 |0Olson College Training S5-Jul 5450.00 10 8 10 9.3 YES S0
25 |Blue Jean Landscaping Training 14-Jun  %550.00 g 8 10 9.0 YES s0
26 |iJams Training 21-Jun 51,450.00 g a8 10 9.0 YES S0
27 |ilams Training 28-Jul  $300.00 10 3 9 9.0 YES 50
28 |Jump Start Computers Training 11-lJun  5200.00 [ 10 10 a7 YES s0
29 |East High School Training 28-Jun 532500 8 a8 10 a7 YES S0
30 |\Miami Global Training 17-Jul 5480.00 [ 9 10 8.3 YES s0
31 |Blue Jean Landscaping Training 21-Jul 51,875.00 9 a8 a" 8.3 YES S0
32 |Western State College Training 7-Jun 5550.00 B 10 77 7.7 YES S0
33 |Learn Fast College Training 28-Jun  5175.00 7 6 10 7.7 YES S0
34 |\Western State College Training a-Jul  5750.00 6 7 al 7.3 YES S0
35 |North Chauwakeegan State Training 4-Jul 5950.00 2 5 g" 7.0 YES s0
36 |'Wilson Samuels Corp. Training 18-Jul 51,550.00 4 7 s" 5.7 NO 5200

Excel 2019 & 365
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Universal Corporate Events
Client Feedba ck Results
Experience  Facility Ayerage Coupon
Ewent Event Date ting  Rating Rating Rating Bbove 57 Offered

Stafl Party 28-Ju b i 1 b i 10.a ¥ES @

Staff Party S-dun E 0 4 a3 YES o
Kids for Changs Staff Party 17-Jui - 0 n a3 YES I
Horth Chauvesaks sgan State Staff Party G-Jun 9 0 8 a0 YES a
Divapers Uni ity Staff Party 2-Ju i 8 8 20 YES I
‘WoorkdWide Sanitation Staff Party 13-Ju i 8 8 a1 YES o
‘Winche ster Wb Staff Party 17-un ? G o 7 YES o
State Uniw Staff Party 26-lun G G o 73 YES o
Undarwaad Collega Staff Party 5lu & g g 0 YES o
Jurrp Start Computers Staff Party 10-Jus - 7 & 70 YES o
Starmry BB Staff Party 2l a 7 3 a0 WO 5100

311,/ 2019 1
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Experience  Facility Average Coupon
Client Event Evert Charter Fee Staff Rating  Rating Rating Rating Above 62 OFferesd

rs bowun Aead sy Taam Building S-Ju i n b i} a2 a3 YES T

by of Morwoad Taam Building 30-Jun 5 n g n a7 YES T

Stormy BB Team Building 23-Jun 2350400 3 4 0 a3 YIS a
Last Revolution Team Building 14-Ju 573000 & 7 n 7 YES I
Green Oean Team Building 23-Jui 530000 g 8 & 7 YES I
Underwaood Colle Team Building 3-Jun 548000 G 7 ! 0 YES I

3011 2019 2
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Experience  Facility Bverage Coupon
Event Date ting  Rating Rating Rating Above 67 Offerad

18-Jun 0 9 i a7 YES o

10-dun a b i i a3 YES o
Oifson Callege Sl ] 8 n a3 YES o
Blue Jean Landsaaping 14-jun 9 8 n a0 YES o
ilams 21-un 3 8 0 a0 YES o
ilams 28-Jui 0 -] 3 a0 YES o
Jurrp Start Computers 11-Jun & n n a7 YES o
E st High Schao 28-Jun 8 8 n a7 YES o
Miarri Global 1TJu & ] i a3 YES o
Blue Jean Landsaaping 21-Jui 9 8 3 a3 YES o
Wesbern State College T-lun & n 7 .7 YES o
Le Fast College Z8-Jun 7 & n 7 YES I
‘Western State College Blu & 7 9 73 YES o
Narth Chauvwake agan State Ay 8 5 . 0 YES o
Wilsan Samuels G 18-Ju 4 7 4 57 HO 5200

3112013 3
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Project Grader

PG E5-P1: Rewarding Top Distributors with Rebates

A A

=

€

Taylor Games
Monthly Top Distributor Rebates

First Name

~ | Last Name

« | Distributor| - | Largest Purchasi ~

March Purchas ~

Top Distributc .T| March Rebate | -

Carey
11 |Linda
16 |Curt
20 |Willis
21 |Beula
23 |Lester
26 |Ellis
31 |Samual
33 |Lloyd

1
2
3
4 |March Rebate %
5
6
T

Gilson
Larhonda
Alberto
Diederich
Timmins
Kester
Cistrunk
Tipler
McMeil

453678 dice
453682 games
453687 dice
453691 dice
453692 games
453696 games
453697 games
453702 games
453704 games

R T T R TR T R RE Vi ¥y AR vl

2,345.45
3,450.50
3,400.00
3,245.34
6,500.00
3,289.00
2,790.00
4,357.56
3,257.00

Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes
Yes

s

RV TR T R R T R T e VT ¥

117.27
172.53
170.00
162.27
325.00
164.45
439.50
217.88
162.85
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PG E5-P2: Classifying Cars and Displaying Their Values

S =] [ u] E F G
1 |Classic Cars Club
2 | Antique Car ¥alues
3 —
4 4
5 4
G
7 |First Name |-|Last Name - Membersh - tkmbership Ter - Car Ye|- Staty - Car ¥al -
i | Betsy Lindburgh 32457 Jyears 1321 Antique| 2,690,000
3 | Loretta Leman GE4 TS Gyears 18495 Antique| % 1,345,000
10 | Pedro Fartinez 24521 dyears 1923 Antique| % 45,000
1| Craig Foberts B4ETE Byears 1915 Antique| % 245,000
12 | Alfonze Cordillo 32BET 3 years 1943 Antique | # 245,000
13 | Wincent Carpenter 23412 Gyears 1923 Antique| % 234,000
14 | Rodrick Heil 10021 Syears 1920 Antique| % 230,000
15 | Carey Gilzon 10020 1 year 1927 Antique| % 153,000
16 | Ariane Kimbro 10025 1year 1915 Antique | % 145,000
T | Kyl Partin 43867 Byears 1342 Antique | # 135,000
13 | Feta Gause 10014 Jyears 1929 Antique | % 123,000
13 | Samual Tipler 10037 Jyears 1935 Antique| % 123,000
20 | Kenyetta Fuddell 101034 1year 1930 Antique | % Ta.000
21 | George Baker ETE34 dyears 1923 Antique| % a,000
22 | Amelia Lind=on 3245 1year 1332 Antique| % ¥ia,000
23 | Lizzie Whitresr 10040 Gyears 1938 Antique| % E7,000
24 |Debra Wil=on 234E7 Gyears 1945 Antique| % ER, 000
25 [Laolla Edling 0045 2years 1923 Antique | # BE,000
26 | Janie Bigler 10012 3 years 1923 Antique | # 37,000
27 | Curt Blberto 10012 2years 1333 Antique| % 30,000
25 | Carmen Wilzon 32ETE Jyears 1965 Claz=ic| % 235,000
23 | Frank whitreer 10041 2years 1964 Claz=ic| # Ta.000
30 | Linda Larhonda 10045 dyears 19495 Claz=ic| # Ta.000
3 | Chelsie whisenhunt 10033 3years 1971 Clazszic| # E7,000
32 | Diana Soothd 10060 Jyears 1964 Clazzic| # B, 000
35 | Mei Hillard 10047 1 year 15957 Claz=ic| # B, 000
34 | Damariz Wesley 10038 1year 1975 Claz=ic| # 45,000
35 | willis Diederich 10017 1year 1957 Claz=ic| # 45,000
36 | Lola Edling 10013 1year 2003 Claszic| # 45,000
3T | Loraine Fenneto E5TEY Jyears 1954 Clazzic| % 45,000
36 | Marianne Laszo 10026 2years 1965 Clas=ic| % 43,000
34 | Lizze "whitrer 0052 1year 1956 Claz=ic| # 42,000
40 | Ellis Cistrunk. 10059 1year 1965 Clas=ic| # 37,000
41 | Wiki Corrigan 10015 2years 1370 Clazzic| # 35,000
42 | Petrina Fierpont 10033 1year 1955 Clazzic| % 34,500
435 | Lloyd Feneil 10031 Jyears 1361 Claz=ic| # 24,000
44 | Larhonda Linda 10028 2years 1966 Claz=ic| # 24,000
45 | 'willard Burkitt 10053 1year 1333 Clazszic| # 34,000
46 | Pat Fanker o Jyears 1956 Clazzic| # 24,000
47 | Frida Henry 10022 2years L Claz=ic| % 249,000
45 | Lester Kester 10024 1year Z00E Clas=ic| # 27,000
43 | Eryn Lehmkuhl 0027 Byears 2004 Claz=ic| # 26,000
g0 | Jody Lokken 10023 2 years 1953 Clazzic| # 24,000
51 | Beula Timminz 10036 1year 1966 Clazzic| % 23,000
52 | Jackelyn Eondurant 10056 Gyears 1965 Clas=ic| % 23,000
55 | Teri Flcaleer 100030 1year 2003 Claz=ic| # 23,000
54 | Roszario Floskowitz 10054 1year 2005 Claz=ic| # 23,000
55 | Jennifer Johnzon BHET 1year 1872 Clazzic| # 23,000
56 | Total % 8404500
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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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