1. Open Excel.

2. Open a new Spreadsheet. Create the following Tennis Fundraiser budget plan using the cell references as indicated in the table below. 

Leave the cells marked formula empty. 

	
	A
	B
	C
	D
	E

	1
	
	
	
	
	

	2
	Tennis Fundraiser

	3
	Event Title
	Tennis Ball
	Tennis Party
	BBQ
	Average

	4
	Catering Costs
	360
	390
	120
	Formula

	5
	Venue Hire 
	250
	600
	150
	Formula

	6
	Promotions 
	356
	344
	600
	Formula

	7
	Total Expenses 
	Formula
	Formula
	Formula
	


3. Make the Heading Tennis Fundraiser Bold Point Size 16 Color Red.
4. Widen Columns as Appropriate 
5. Delete the contents of cell B6. Enter 825 as the new figure.

6. Add the correct formula to calculate the sum of cells B4: B6 in cell B7.
7. Replicate the formula in cell B7 to cell C7 and cell D7.

8. Add the correct formula in cell E4 to calculate the average of cell range B4: D4.
9. Replicate the formula in cell E4 to cell E5 and cell E6.
10. Add a border around the whole table and between each cell
11. Format all figures in the spreadsheet to two decimal places.
12. Select cells B3: E3 and change the alignment to the right.
13. Format all number to display a pound sign in Row 7. (Widen columns as

Appropriate.)

14. Rename worksheet tab to Tennis Club.

15. Add the header (OWN NAME) to the top right hand corner of the spreadsheet.
16. Save the spreadsheet as TENNIS CLUB to your 3 ½ Floppy Disk.

 17. Open the second worksheet in the TENNIS CLUB spreadsheet. Write the following text:

Taught by the Best, in cell C34. 

18. Copy all text and figures from the first worksheet in the TENNIS CLUB spreadsheet and paste into the second worksheet starting from cell B5. (Widen columns as appropriate.)
19. Use a spell-check program and make any changes where necessary. 

20. Print one copy of the Tennis fundraiser table to an Output printer if available.

21. Save any changes.

22. Create a bar chart on the Third Worksheet, from the data Contained within the cell range A3 to D6  in the Tennis Club Worksheet.
23. Add Tennis Club as the title for the bar chart. 
24. Modify the bar colours in the chart to appear as blue, green and orange. 

25. Copy the bar chart from the 3 worksheet and paste it in worksheet Tennis Fundraiser table.

26. Go to the first worksheet. Move the bar chart so that the squash fundraiser table

And the bar chart appears on the same page when printed. Print one Copy Make Sure to put your Name in the Header Area.

27. Save your File and Close the File.

27. Open the spreadsheet Johns Expense 99 from your 3 ½ Floppy Disk and change the title,

to MEERE SPORTS COMPANT on all WORKSHEETS to ARIAL BLACK, POINT SIZE 16, COLOUR DARK BLUE.

Insert Formula where Logic

28. Carry out a spell-check make any changes where necessary.

29. Save any changes and close your spreadsheet.
30. Save all open spreadsheets and close.

This is not an ECDL Exam however it is Typical of the Kind of tasks you may be asked to complete. For Further Information on Your ECDL Tests ask your Local ECDL Test Center for more Information.

Mail Results to instr1@gofree.indigo.ie
