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Class Activity 2 
 
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. 
 
 
 
 
 
 
 
 
 
 
 
 
 
4. Bold as indicated and create sub-totals as follows using the AutoSum tool. 
 
 
 
 
 
 
 
 
 
 
 
 
 
5. Format your numbers as follows  
 
 
 
 
 
 
 
 
 
 
 
 
 
6. Format as a Table 
7. Save the workbook as Monthly Figures. 


