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Microsoft Excel Revision Tutorial

 
Class Exercise 1 Data
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OYO Exercise 1

1.	Save and close any workbook you have on your screen.

2.	Create a new blank workbook.

3.	Enter the following data.  Make sure you use your Fill Handle for column and row headings, and a data input range when you enter your data.
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4.	Bold as indicated and create sub-totals as follows using the AutoSum tool.
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5.	Format your numbers as follows (Format>Cells):
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6.	Use a table AutoFormat of your choice (Format>AutoFormat).

7.	Save the workbook as Monthly Figures.



OYO Exercise 2

1.	Create the following Invoice in a new Excel workbook.


[image: Screen Shot 1 OYO]


2.	Merge and Centre the Heading.

3.	Use a formula to work out the GST per bottle (column D)

4.	Work out the Price including GST (column E)

5.	Work out the Total in column G

6.	Work out the SubTotal of the invoice

7.	Work out the 10% discount.

8. Work out the Total of the invoice (G20). 




OYO Exercise 3

1. Create the following spreadsheet in a new Excel workbook.
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2. Work out the AVERAGE, MAX and MIN Dept costs for the Months of the Year
3. Work out the AVERAGE, MAX and MIN for the Monthly Team Results
4. Work out the AVERAGE, MAX and MIN for the Quarterly Team Results



OYO Exercise 4
[bookmark: _GoBack]
1. Call up OYO Exercise 4 and fit to 3 landscape pages.  Make sure your column headings in row 4 are repeated on Pages 2 and 3.


OYO Exercise 5

1. Call up OYO Exercise 5 and create a column chart charting Departmental Turnover from January – December.

Ensure that your column chart has the following:
· An appropriate title
· Axis Labels 
· Gridlines
· Each series is a different colour/design
· No colour for plot area
· The chart is created on a new worksheet
· Chart is sized appropriately to show legend at the top of the chart, underneath chart title


2.	Create a 3D pie chart charting the Departments against the End of Year Total.

Ensure that your pie chart has the following:
· An appropriate title
· Series labels shown as percentage
· Each series is a different colour/design
· The chart is created on a new worksheet
· Chart is sized appropriately to show legend at the top of the chart, underneath chart title
· Explode the largest slice.
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