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Excel Project 2 - Pampered Pups Dog
Trail Adventures

Instructions

Download the following files and save to a new folder called Excel Project 2.

Project 1 Data File - Pampered Pups Dog Trail Adventures

Project 1 Task List - Pampered Pups Dog Trail Adventures
~ Age and Place word document

Family Hiking jpg file

Overview

Pampered Pup is expanding their business to include Dog Trail Adventures. You have been
asked to summarize trail hikes that have been booked for the next three months.

Open up the data file, Pampered Pups Dog Trail Adventures, and save the file with the name
Excel Project 2 Practice. Save the document to your Excel Project 2 folder, and begin Task 1.

Task 1 | Rename Sheetl “Trail Bookings”. Color the tab Standard Blue.

1. Double click on the tab Sheetl at the bottom of the worksheet then type “Trail
Bookings” then press the Enter key on the keyboard to add the text to the tab.

2. Right click on the Trail Booking tab, select Tab Color, the click on Standard Blue.
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Move or Copy... Theme Colors

View Code H HENR | N |
Protect Sheet...

Tab Color »

o -I"IIIIII

Standard Colors

Select All Sheets |:| No Color L
ﬂﬂkiﬂg: | anees T -

we  More Colors...

Your worksheet tab should now look like this:

(=]

BITEI MDE Rilarm
Trail Bookings |Sheet2 | )

Rename Sheet 2 “Customer Info”. Color the tab Standard

Task 2 Red.

1. Double click on the tab Sheet2 at the bottom of the worksheet then type “Customer
Info” then press the Enter key on the keyboard to add the text to the tab.

2. Right click on the Customer Info tab, select Tab Color, the click on Standard Red.

or Copy... Theme Colors

ode H EHENR HNE

Profect Sheet...

[Ecoer ] |||||||||
Hide u

Standard Colors
| EEEER
Select all Sheets Ma Colar —
| — u
wy  More Colors..,
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Your worksheet tab should now look like this:

Trail Bookings Customer Info )

On the “Trail Bookings” worksheet, adjust all column widths

Task 3
4 A:H to automatically fit the largest entry.

1. Double click on the “Trail Bookings” worksheet tab to return to the worksheet. Place
your cursor over column A until it turns into a down pointing arrow. While holding down
the left mouse, drag across to column H.

A4 v 5
i I
10 |Dog Trail Maonth CustomerFirst CustomerLastl Full Name (La: Group Size  PerPerson  Total
11 |CAPE HORN TFJanuary Coco Crisp 7 5600.00
12 February Suran Wrap 5 S600.00
13 March Strawberry  Shortcake 10 S600.00
14 |BLUEBELL ISLA January Handy Dandy 5 5200.00
15 February Chips Ahoy 9 $200.00
16 March Rice Crispy 7 $200.00
17 |WASHINGTON January Barbie Doll 3 $450.00
18 February Sand Man 5 $450.00
19 March Salad Dish 12 $450.00
20 |DEEP CREEK LC January Fred Flintstone 25 $110.00
21 February Micky Mouse 18 $110.00
22 March Sponge Bob 16 $110.00
23 |ANTELOPE VA January Iron Man 7 $375.00
24 February Desert Rose 32 $375.00

2. Goto the Home tab > Cells group, and click Format > AutoFit Column Width.
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> AutoSum + A
2y L

] Fill -
Delete) Farmat Sort & Find £

Clear ~ Filter = Select

Cells | Cell Size
I[ Row Height...
LutoFit Row Height
—— L1 Column Width... 1
r AutoFit Column Width
Default Width...

Visibility

Hide & Unhide k
Organize Sheets

Eename Sheet

Move or Copy Sheet...

Tab Color 3
Protection

l:' Protect Sheet...

[:] Lock Cell

Format Cells...

The text in your columns should now show all the text within the cells.

og Trail Manth  CustomerFirsthame Customerlasthlame Full Mame (Last, First] Group Size Per Perzar Total
LTOAl 1 i i = rd ﬁ'l‘ll—\ [mlwl
Februar, Suran ‘wrap S #600.00
March  Strawberry Shortcake 10 #600.00

FYI: You can also just double click on the column headers while they are selected to
AutoFit Column Width

In H11:H28 of the “Trail Bookings” worksheet, enter a

Task 4 . .
formula that will return the total cost of the group price.

1. Place your cursor in cell H11. To get the total price of the group, multiply the Group Size
by the cost Per Person. Type =F11*G11 (F11 being the Group Size and G11 is the cost
Per Person).
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_Gruup Size _Per Person Total
|7 I500 |=F11*G11
[ ] [ ] u | |
5 e00
10 600

2. Press the Enter key on the keyboard to place the value in the cell.

H11 - B || =F11*G11
F G H
Formula Bar
displays formula
10 | Custome danm w2 (Last, First) Group Size Per Person Total
11 |Crisp 7 $600.00 | $4,200.00 .l
12 'Wrap 5  5$600.00

- A

3. To place the formula in the remainder of the cells, H12:H28, place your cursor in the
bottom right corner of cell H11 until it turns to a plus sign. Then drag down to cell H28
to AutoFill the remainder of the cells.
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.G H !
ize PerPerson Total

7 ss0000

5
10

nowa =] oL

Your worksheet should now look like this:
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F

G H

Group Size Per Person Total

7
5
10

LN W =] o

12

18
16

32
14
16

$600.00 $4,200.00
$600.00 $3,000.00
$600.00 $6,000.00
$200.00 $1,000.00
$200.00 $1,800.00
$200.00 $1,400.00
$450.00 $1,350.00
$450.00 $2,250.00
$450.00 $5,400.00
$110.00 $2,750.00
$110.00 $1,980.00
$110.00 $1,760.00
$375.00 $2,625.00
$375.00 | $12,000.00
$375.00 $5,250.00
$275.00 $4,400.00
$275.00 $1,375.00
$275.00 $2,475.00

Task 5

On the “Trail Bookings” worksheet, insert the “Family Hiking”
jpg file located in your Excel Project 2 folder in cell E1. Adjust
the Color Saturation to 200%.

1. On the “Trail Bookings” worksheet, place your cursor in cell E1.

B

F 4
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2. With the Insert tab selected, click Pictures in the Illustrations group to open the Insert
Picture dialog box. Navigate to your Excel Project 2 folder and select the Family Hiking
ipg file, then click Insert to insert it in cell E1 of the worksheet.

Insert Picture

Organize = Mew folder

Uk <« Excel Projects » Project2 » Project2

* Downloads o ™
@ Documents o
Pictures -

2350

Family Hiking

&

#  iCloud Photo o

& iCloud Drive o
Project 1 Files Ex
Project 2
Project 2

Scanned Docum
Microsoft Excel

@ Onelrive

L

T e

File name: | Family Hiking

v| All Pictures

Search Project 2

Tools

-

Insert

|+

Cancel

Your worksheet should now look like this:

-
1€ CustomerLastMame Full Mame {Last, Firs Group Size Per Person Total

3. To adjust the color saturation: With the picture selected in the worksheet, go to the
Picture Tools Format tab and click Color, then select Saturation 200%.
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Picture Tools

E% E:Q:Co-mprﬂs Pictures |
; .1 Change Picture = preimrT Im T ™ |
Colar | Artistic ] g — | ——— —l —— —
Nl Erre i ¥ Reset Picture -
Color Saturation yly
Color Tone

Recolor
ER Gw SR < snid DA

4

% More Variations

B#  Set Transparent Color

L0 L0 W0 0 5

i @}/ Picture Color Options...

In cell E11:E28 on the “Trail Bookings” worksheet, insert a
function that joins “CustomerLastName” to the
“CustomerFirstName” separated by a comma and a space
(Example: Crisp, Coco).

Task 6

1. The formula you will use is the CONCATENATE function. The CONCATENATE function in
Excel joins two or more text strings into one. Click in cell E11.
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9

10 'DDgTraii Month  CustomerFirstMame CustomerLlastName Full Name (Last, Firs Group
11 | CAPE HORN TRAIL lanuary Coco Crisp | l

12| Februar Suran Wrao

2. Click fx on the formula bar to open the Insert Function dialog box.

x | K

fx is a way of providing a shortcut to inserting functions into the active cells when
clicked on.

3. Atthe Insert Function dialog box, type CONCATENATE in the Search for function text
box, then click Go. Select the CONATENATE function in the list of functions provided,
then click OK.

Insert Function ? -

Search for a function:

COMCATENATE L Go

Or select a categorny: | Recommended w

Select a function:

COUNTIF
DCOUNTA

CONCATENATE(text1, text?,...)
Joins several text strings into one text string.

Help on this fundion Cancel
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4. At the Function Arguments dialog box, for Text1l you want the CustomerLastName,
which is located in cell D11. Click the arrow at the end of Text1 text box.

CONCATEMATE
Text1 + =
Teut2 + =

Jaoins several text strings into one text string.

Texti: textl text?..are 1to 255 text strings to be joined into a single text |
string and can be text strings, numbers, or single-cell references.

| Formula result =

Help on this fundion Cancel

5. Now click on the first CustomerLastName (Crisp) in cell D11 to select it.

T
2

2

4

5

6

74

8

g {

1DID0gTraiI Month  CustomerFirstName ull Name (Last, First} Group S
11 |cAPE HORN TRAIL January Coco icrisp 14CONCATENATE(D11] |

12_| February Suran Wrap

6. Click the arrow again to return to the function Argument dialog box.

Function Arguments ? it

D11 G|

7. For Text2 you want to add the comma and space. In Excel you would do this by using
guotation marks. For Text2 type “, “ inside the text2 text box (quotation mark-comma-

space-quotation mark).
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Function Arguments ? x

COMNCATEMNATE

Don't forget to
add a space
after the
commal!

Joins several text strings into one text string.

Text?: textl text? ..are 1to 255

d Joined into a single
string and can be text strings,

dr single-cell references.

Formula result = Crisp,

Help on this fundion Cancel

8. At the Function Arguments dialog box, for Text3 you want the CustomerFirstNa
which is located in cell D11. Click the arrow at the end of Text1 text box.

me,

Function Arguments ? >

COMCATENATE
Text1 | D11

[
[

“Crisp”
Teut2 |-,

+
Text3 (2]

“Crisp, "
Jaoins several text strings into one text string.

Text?: textl text?..are 1to 255 text strings to be joined into a single text
string and can be text strings, numbers, or single-cell references.

Formula result = Crisp,

Help on this fundion Cancel

9. Now click on the first CustomerFirstName (Coco) in cell C11 to select it.
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10 |Dog Trail Month ustomerLastMame Full Name (Last, First) Gr
11| CAPE HORN TRAIL January |icoco risp |aTE(D1L", "1y |
12 Fehruarv Suran Wran

10. Click the arrow again to return to the function Argument dialog box.

T S _‘am_

Your Function Arguments dialog box should look like this:

Function Arguments ? >
COMCATEMATE
Text! D11 + = “Crisp
Tewt2 |- * ="
Text3 | C11 * = "Coco
_I -
= “Crisp, Coco”

Joins several text strings into one text string.

Text3: textl text? .. are 1to 255 text strings to be joined into a single text
string and can be text strings, numbers, or single-cell references.

Formula result = Crisp, Coco

Help on this fundion Cancel

11. Click OK to add the Function to cell E11. Your cell should now contain the customers last
name followed by a comma and a space, then their first name as shown below.
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CustomerFirstName CustomerLastMamngetullblamaflact Firs Group Size Per
Coco Crisp Crisp, Coco 75
¥ Suran Wrap 5 5
Strawberry Shortcake 10 5

12. To add the functions to the remainder of the cells, E12:28, use the AutoFill function you
performed earlier. Your worksheet should now look like this:

itName CustomerlastMame Full Name (Last, Firs Group Size Per Person

Crisp Crisp, Coco 7 5600.00
Wrap Wrap, Suran 5 5600.00
Shortcake Shortcake, Strawberr 10 5600.00
Dandy Dandy, Handy 5 5200.00
Ahoy Ahoy, Chips g 520000
Crispy Crispy, Rice 7 5200.00
Doll Doll, Barbie 3| 5450.00
Man Man, Sand 5 5450.00
Dish Dish, salad 12 5450.00
Flintstone Flintstone, Fred 25 5110.00
Mouse Mouse, Micky 18 5110.00
Bob Bob, Sponge 16 $110.00
Man Man, Iran 7 5375.00
Rose Rose, Desert 32 5375.00
Caraboo Caraboo, Princess 14 5375.00
Harper Harper, &lan 16 5275.00
America America, Captain 5 5275.00
Haha Haha, Lady 5275.00
il
Task 7 | On the Trail Bookings” worksheet, hide columns C and D.

1. Place your cursor above Column C until it turns to an arrow, then drag across to D while
holding down your left mouse.
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Aonth | CustomerFirstMam: CustomerLastMami|Full Mame [Last, F
anuary |Coco Crisp Crisp, Coco
ebruandSuran Wrap Wrap, Suran
Adarch |Strawberry Shortcake Shortcake, Strawhb
anuary | Handy Dandy Dandy, Handy
ebruand Chips Ahoy Ahoy, Chips

Adarch |Rice Crispy Crispy, Rice
anuary | Barbie Doll Daoll, Barbie
ebruard Sand Man Man, Sand

2. With the Home tab selected, in the Cells group, click the Format icon to display a list of
options.

AL

=] =]
| Insert Delete |Format

[ - - -

|
h

Cells

Scroll down and select Hide & Unhide > Hide Columns.
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m- T;| 2 AutoSum - ‘;‘Y
B ] Fill -
s  Cell Insert Deletqd Format Sort &
Styles=  ~ - - | & Clear~ Filter -

I[ Row Height...

LutoFit Row Height
| L | M .
Total Sales ,E', Column Width...
: AutoFit Column Width
Default Width...
Visibili
Hide Rows Hide & Unhide 3
Hide Columns Organize Sheets
Hide Sheet Bename Sheet
Unhide Rows Maove or Copy Sheet...
Unhide Columns Tab Color *
Protection

| I,_' Protect Sheet...

D Lock Cell

Format Cells...

Now columns are hidden in the worksheet.
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10 | Dog Trail Month  |Full Name (Last, Firs Group Size Per Person Total
CAPE HORNM TRAIL January |Crisp, Coco 7 5600.00 54,200.00

February|Wrap, Suran 5 5600.00 53,000.00

In cell L5 on the Trail Bookings” worksheet, insert a function
Task 8 | that calculates the number of groups containing 12 or more
people even if the order of the rows is changed.

FYI: The function you will use for this is the SUMIF. You use the SUMIF function to sum the values
in a range that meet criteria that you specify. The criteria is the number of groups containing 12
or more people. In other words, you want to sum only the values of groups containing 12 or
more people.

1. Place your cursor in cell L5 of the “Trail Bookings” worksheet.

K L ]

12 or Mare People

-: - | ]

Click fX on the formula bar to open the Insert Function dialog box At the Insert Function dialog
box, type SUMIF in the Search for function text box, then click Go. Select the SUMIF function in
the list of functions provided, then click OK. The range of cells you want Excel to look at are
F11:F28. The criteria are >=12.
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Insert Function

Search for a function:

SUMIF

Or select a category:  Recommended e

Select a function:

SUMIFS
UM
VLOOKUP
OR

IF

SUMIF{range,criteria, sum_range)
Adds the cells specified by a given condition or criteria.

Help on this fundion

Cancel

2. Click the arrow at the end of the Range text box.

3. Select F11:F28.

4. Click the arrow again to return to the function Arguments dialog box.

5. Click inside the Criteria text box and type >=12.

Function Arguments

= ER510:597:3:512:25181&7:32:14:16

SUMIF
Range |F11:F28 +
Criteria | ==12 * =
sum_range *+

Adds the cells specified by a given condition or criteria.

= reference

Criteria is the condition or criteria in the form of a number, expression, or text
that defines which cells will be added,

Farmula result =

Help on this fundion

Cancel

6. Click OK to add the value of the cell (133).
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12 or Maore People
Total Sales

133

The formula in the formula bar shows the function.

S|l =SUMIF[F11:F28,">=12")
R F F = H
On the “Customer Info” worksheet, apply the Bevel Rectangle
Task 9 | Picture Style to the Pampered Pup’s Dog Trail Adventures

graphicin cells A1:H15.

1. Double click on the “Customer Info” tab at the bottom of the workbook to go to the
“Customer Info” worksheet.

2. Click on the Pampered Pup’s Dog Trail Adventures graphic in cells A1:H15 and with the
Picture Tools Format tab selected, in the Picture Styles group, click Bevel Rectangle.

- Eucel

Picture Tools

Review View ACROBAT 0 Tell me what

= [r— e e '
T P e E i
I
i B e ]
(o B E ==
F— e L i | F— F i
== F— |.ir--‘ —

Your picture should now look like this:
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Task
10

Beginning at cell A16 of the “Customer Info” worksheet,
import the data from the comma-delimited source file, “Age
and Place.txt” located in the Excel Project 2 folder.

1. Place your cursor in cell A16 of the “Customer Info” worksheet.

2. With the Data tab selected, in the Get External Data group, click From Text to open the

Import Text File dialog box.

H o

File Home Insert Page Layout Farmulas

[EFrom Access D D F DShﬂ-wClueriE
-¢- D D From Table

E&. From Web —
Fram Other Existing Mew
[ From Text Sources~  Connections | CQuery = [& Recent Sources
Get BExternal Data Get & Transform
A16 & fx
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Refresh

All=
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3. Navigate to your Excel Project 2 folder and select the Age and Place text file. Click the

Import button to place the text in the worksheet.

Import Text File

-

Organize =

v A « Excel Projects » Project2 » Project2

DVD 1 Installer F
DVD 2 Vector Art
DVD 3 Backgrou
Facebook Heade
Glades Gas
Ken's Guest Boo
Lesson Plans
Microsoft Office
MO5 Certificatio
MOS Lesson Plal
MOS Word and |

Micholsons Lessi

L LUl o, ARSI T

e

W

Mew folder

Marne

|j Age and Place

<

~ 0

File name: | Age and Place

Search Project 2

== -
Date modified

4116/2017 611 AM

v| Text Files

oo+ [impor_]|

o

s

Text Docurment

The Text Wizard has determined that your data is Delimited.
If this is correct, choose Mext, or choose the data type that best describes your data.

4. Atthe Text Import Wizard — Step 1, make sure Delimited is checked.

Original data type

Choose the file type that best describes your data:
- Characters such as commas or tabs separate each field. |

21

| (®) Delimited
() Fixed width

- Fields are aligned in columns with spaces between each field.

5. Click Next to go to Step 2 where you will check the Comma check box. Uncheck the Tab
checkbox. Click Next.
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Text Import Wizard - Step 2 of 3

This screen lets you set the delimiters your data contains., You can see how your text is affected in the
preview below,

Delimiters

[ semicala [] Treat consecutive delimiters as one

Comma

Text gualifier: |~ w
L] Space

[] other:

6. Click Finish in Step 3.

Text Import Wizard - Step 3 of 3

? it
This screen lets you select each column and set the Diata Format.
Column data format
@Qeneral ]
‘General’ converts numeric values to numbers, date values to dates, and
OIEH all remaining values to text,
() Date: | MDY v Advanced...
O Do not import column (skip)
Data preview
eper=l ral ral
Country StatefrProvidence | PostalCode L]
United States | Hew York 10036
United States | Virginia 22314
Canada fuebec H7C
United States | Gecrgia 30004 W
>

Cancel < Back MNext =

22

7. Atthe Import Data dialog box, Click OK.
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Select how you want to view this data in your workbook.,

5z Table

FivotTable Report

= PivotChart

|:" Only Create Connection

Where do you want to put the data?
@gxisting worksheet:

=5A5%16
CI Mew worksheet

(& 4

|:| Add this data to the Data Model

Your worksheet should now look like this:

Properties... Cancel

T '--_;,.'n-r:I. s gt S CE e ....1
Mame .F'.ge Country StaterProvidenc: PostalCode
Coco Crisp 34 United State: Mew “ork 10036
Suran Wrap 51 United Statez Virginia 22314
Strawberry Shortcake 33 Canada Quebec H7C
Handy Dandy 46 United Statez Georgia 30004
Chips fkoy 34 Canada Alberta 175
Rice Crispy 25 Canada Orntario LEA
Barbie Ooll 41 United States Mevada 530M
Sand Man 25 Canada Manitoba ROE
Salad Dish 24 Canada Alberta Tac
Fred Flintstone 51 United States Marth Dakota 58064
Micky Mauze 30 United Statez Texas TodG2
Sponge Bob 43 Canada Maowa Sootia E1A
Irom Man 27 Canada Mew Brunswick E3M
Oesert Fosze 37 United State:z Washington 38104
Princezs Caraboo 23 United State:z Florida 33430
Alan Harper 37 Canada Qusbec H7G
Captain America 61 Canada Saszkatchewan SOE
LaduHaha 23 United State:z Virginia z2z22Mm
Task | Onthe “Customer Info” worksheet, create a table from the cell

11 | range A16:E34. Include row 16 as headers.

1. Select the cell range A16:E34 by dragging over it while holding down your left mouse.
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Age and_... ~ Jx Mame

A E c O E F
4 - -
5 .
5 .
7
S
q
il
il
12
13
14
15 p R Yol B
& || Mame Age! Courntry
17 || Coco Crizp 34 United Statez Mew vork 10036
12 | Suran Wrap 51 United State=z Wirginia 223714
19§ Strawberry Shortcake 33 Canada Qusbec H7C
20 | Handy Dandy 46 United Statez Georgia 30004
21 | Chip=s Ahaoy 34 Canada Alberta TS
22 || Rice Crispy 25 Canada Crkaric LEA
22 ll Barbie Dall 41| United Statez Mewvada 2301
24 | Sand Man 25 Canada Manitoba ROE
26 || Salad Dish 34 Canada Alberta Tac
2& | Fred Flintstone 51 United Statez Marth Dakota Sa0gd
27 H Micky Mouse 30 United Statez Teras TodE2
22 || Sponge Bab 43 Canada Mowa Scotia B14
23 || Iron Man 27 Canada Mew Brunzwick ESM
30 || Desert Fose 37 United States 'w'ashington 35104
21} Princess Caraboo 23 United Statez Florida 33430
22 || Alan Harper 37 Canada Quebec H7 =
33 | Captain America 61 Canada Saszkatchew an SIE
34 || Ladu Haha 23 United Statez Virginia 222
35

2. With the Insert tab selected, click Table.

Page Layouf

|
Bs
PiwotTable Recommended Table  Pictures €

PrvotTables Pi
Tables |

i7

Age and ... 7 Jx

3. Atthe Create Table dialog box, make sure My table has headers is checked. This lets
Excel know that the top row, row 16 is your header. Click OK.
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Create Table

Where is the data for your table?

=5A516:5E534|

I

My table has headers

Cancel

You will then see the prompt below:

Microsoft Excel

X

o Your selection overlaps one or more external data ranges. Do you want to convert the selection to a table and remove all external connections?

Yes

Mo

4. Click Yes to convert the selection to a table and remove all external connections.

Now the cells are displayed in a table with a header row.

- Country s -

Coco Crisp 34 United Statez Mew “rark 100356

Suran Wrap 51 United States Virginia 22314

Strawberrny Shartcake 33 Canada Quebec H7LC
1 |Handu Dandy 46 United Statez Georgia 30004

Chips &khoy 34 Canada Alberta TS
! | Rice Crispy 25 Canada Oraric LEA
3 | Barbie Dall 41 United State: Mevada 5301
b | SandMan 25 LCanada Manitoba ROE
i | Salad Dish 34 Canada Alberta TOC
i |Fred Flintstone 51 United Statez Morth Dakota Sa0ed
? | Micky Mouse 30 United Statez Texas TodEZ
3 | Sponge Baob 43 Canada Mowa Scotia B14
1 | ron Man 27 Canada Mew Brunswick E3M
1 |Desert Rose 37 United Statez "washington 93104

Princess Caraboo 23 United Statez Florida 33430
* | Alan Harper 37 Canada Quebec H7G
i | Captain America E1 Canada Saszkatchewan SOE
I |LaduHzaha 293 United State:z Wirginia 222M
i

Task | On the “Trail Booking” worksheet in cell E11, create a

12 | hyperlink to cell A17 on the “Customer Info” worksheet.

1. Double click on the “Trail Booking” tab at the bottom of the workbook to go to the
“Trail Booking” worksheet.

2. Place your cursorin cell E11.
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Dog Trail Maonth Fame (L3 i roup Size Per
CAPE HORN TRAIL januany |Crisp, coco || 705
February Wrap, Suran 5 5

1. With the Insert tab selected, in the Links group, click Link.

Filters Links

2. At the Hyperlink dialog box make sure Place in This Document is selected. The cell
reference is cell A17 in the “Customer Info” worksheet.

Insert Hyperlink ? x
Link to: Text to display: | < < Selection in Document= = SereenTip...

e cell reference:

Existing File AT

or Web Page

Or select a place in this document:

@ =)~ Cell Reference

Place in This i 'Trajl Rnnl.ring:'

Document ® ' Customer Info'

El--Lehned Mames

ﬂ ‘... PostalCodes

Create New
Document

=

E-mail
Address

3. Click OK to apply the hyperlink to the cell. Notice now the text in the cell appears blue,
indicating that it is a link. Click on the link and it will take you to cell A17 in the
“Customer Info” worksheet.
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Eull Name (1 gst, First] Group Size Per Person

Crisp, Coco 7 5600.00
y Wrap, Suran 5  5$600.00
Chrrtralemn CHravarkhornr AN SEnn N

Task |Inthe document properties, add “Pampered Pup Trail
13 | Adventures” as the company name.

1. Click File to go to the Backstage view.

Insert

J i

DiemtTakla Parmmimmandad Tahkla

2. Atthe Info area, click Show All Properties at the bottom right of the screen.

Info

Testing Project 2

r. KA AP - Mo WS Ml S iy P
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Properties -

Size 260KEB

Title Add a title
Tags Add atag
Categories Add a category

Related Dates

Last Modified Today, 9:14 AM
Created 4792017 8:39 AM
Last Printed

Related People

Author )
Janann Nicholson

Add an authar

Last Modified By )
Janann Nicholson

Related Documents

Open File Location

Show All Properties

3. Inthe Company text box type” Pampered Pup Trail Adventures”.
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Properties ~

Size 220KE

Title Add a title

Tags Add a tag
Comments Add comments
Template

Status Add text
Categories Add a category
Subject Specify the subject

Hyperlink Base Add teud

Cormpany Pampered Pup Trail Adventur

Related Dates

Last Maodified Today, 3:50 AM
Created 492007 8:39 AM
Last Printed

Related People

Manager Specify the manager

Authaor )
Janann Nicholson

Add am sidhkar

4. Click the arrow at the top left of the screen above Info to return to the worksheet.

©

Infc

Testini

Task | On the “Customer Info” worksheet, change the rotation of
14 | the image of the two black dogs with the leash to 0 degrees.

1. Click the “Customer Info” worksheet tab to go to the “Customer Info” worksheet.
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2. Click on the image of the two black dogs with the leash

0036 |

3. With the Picture Tools Format tab selected, in the Arrange group, click Rotate > More
Rotation Options.

Picture Tools Janann Micholson 5l

Q' Tell me what you want to do

rf 1 - 1 - = 1 - o
r— g— L& Picture Border .1 Ering Forward e Align _F| ED Height:
g IEl - | & Picture Effects ~ O Send Backward - Group o

Crop 5 Width:

- E—ll:, Picture Layout - E[:gﬂelection Pane "k Rotate =

Picture Styles F Arrange | Tk Rotate Right 90°
A~ Rotate Left 90°

= Flip Vertical

(=
-
[
=
=
(m]
L
fa]
il

di.  Flip Horizontal

More Rotation Options...

Y

[

-
L

r -

4. Set the Rotation to 0° in the Format Picture side bar.
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Format Picture v X

OO E e

4 Size
Height 2.94 -
Width 3.53 :
Rotation o J
Scale Height 100% .
Scale Width 100% :

+| Lock aspect ratio
| Relative to original picture size

Original size

Height 2.94" Width: 3.51"

Reset

Your picture should now look like this:

5. Click on the X to exit out of the Format Shape dialog box

|
-
Signin £} Shaee
L# Pictisre Bosder = Bring For & align= | (&t e N
- | | § | Heght (294
; @ E + | B Prctare Effects - Backwier ] Group Ld'
o <
=B, Pictwe Lyt | ElbSdection Pase  ChRotme= | o e Wit (151
. armange size 5 ~
N (+] P 0 R s T - 2
Format Picture X
OO E e
4 Size
Height 264
Wigdth s
Rajatian -
Seale Heghl 100%
Srale Witk 10T
< Luck gapect 1abio
7| Belative to original picture size
Oviginal sire
Height 284" Widthe 3.51"
Reget
Properties
L Text Box
Al Text
B @m M ¥ + 1008
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Task | Configure the “Customer Info” worksheet so that row 16 and
15 |the WordArt remain visible as you scroll vertically.

1. To configure row 16 and the WordArt to remain visible as you scroll vertically, place
your cursor below the row you want to freeze, in this case row 17.

2. Select row 17 on the “Customer Info” worksheet by placing your cursor to the left of
row 17 until an arrow appears, then click once to select the row.

15 A
16 LENLE M Ape R 0 - ateOrProvidence hd PostalCode -
aco Crisp 34 United States Mew York 10036 |
18 |Suran Wrap 51 United States Virginia 22314
A0 | Chranar s Charbnalon A Canada Mo 7

3. With the View tab selected, click Freeze Panes >then Freeze Panes.

View ACROEBAT Design Q' Tell me what you want to do

Ol = =1 Split View Side by Side EE
D ________ ™ Hide Synchronous Scrolling

foom to Mew  Arrange Freeze Switch

Selection  Window Al - Unhide Reset Window Position  wind

Ereeze Panes

Keep rows and columns visible while the rest of
the worksheet scrolls (based on current selection).
treeze Top Row

Keep the top row visible while screlling through
the rest of the worksheet.

Freeze First Column

Keep the first column visible while scrolling
through the rest of the worksheet,

\-I -is._, b 1 i""nih -Jo. 'l!’h..-‘j-il‘l.i-:-l.u

u Age ﬂ Country u Statet}erwdence

Bd Postalcode

Barbie Doll 41 United States MNevada
24 |Sand Man 25 Canada Manitoba ROE
25 |Salad Dish 34 Canada Alberta TOC
26 |Fred Flintstone 51 United States North Dakota 53064
27 [Micky Mouse 30 United States Texas 75462
28 |Sponge Bob 43 Canada Mova Scotia B1A

32
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Task
16

On the “Customer Info” worksheet, enter a formula in cell
B36 that uses an Excel function to return the average age of
the customers based on the values in cells B17:B34. Format
the number to have no decimals.

1. On the “Customer Info” worksheet, place your cursor in cell B36.

17 |Coco Crisp 34 Unite
18 |Suran Wrap 51 Unite
19 |Strawberry Shortcake 39 Canac
20 |Handy Dandy 46 Unite
21 |Chips Ahoy 34 Canac
22 |Rice Crispy 25 Canac
23 |Barbie Doll 41 Unite
24 |Sand Man 25 Canac
25 [Salad Dish 34 Canac
26 |Fred Flintstone 51 Unite
27 |Micky Mouse 30 Unite
28 |Sponge Bob 43 Canac
29 [lron Man 27 Canac
30 |Desert Rose 37 Unite
31 |Princess Caraboo 29 Unite
32 |Alan Harper 37 Canac
33 |Captain America gl Canac
34 |Lady Haha 22 Unite
35

EE Average Age | .l

2. Click

fx on the formula bar to open the Insert Function dialog box
Je
B C 0

3. Atthe Insert Function dialog box, type AVERAGE in the Search for a function, then click
on the Go button. A list of functions will now appear under the Select a function list.

4. Click

33

on AVERAGE, then press OK to open the Function Arguments dialog box.
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Insert Function ? >

Search for a function:

| AVERAGE — GO

Or select a category:  Recommended e

Select a function:

AVERAGEIF

AVERAGEIFS

AVERAGEA

DAVERAGE

ZTEST

DCOUNTA v

AVERAGE{number!,number2,...)

Returns the average [arithmetic mean) of its arguments, which can be
numbers or names, arrays, or references that contain numbers.

Help on this fundion Cancel

5. In the Numberl text box, type B17:B34, the cells that contain the values you want to

average.
Function Arguments ? >
AVERAGE
Mumber! EB17:634 + = {34:51;3946:34, 25,41, 25;34,51;30;43; 25
Mumber2 2| = number
= 37.33333339

Returns the average [arithmetic mean) of its arguments, which can be numbers or names, arrays, or references
that contain numbers.

Numberil: numberl number?,... are 1to 255 numeric arguments for which you want
the average.

Formula result = 37.333383839

Help on this function Cancel

6. Click OK to close the Function Arguments dialog box and place the average value of the
customers age in the cell B36.
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35

36 |Average Age 3?.3891

27

7. To format the number to have no decimals: With the Home tab selected, in the Number
group, press the decrease decimal icon three times.

Murmber -

’ el oo
$ ~ 9% aofl 0

! Mumber Fa

Your number should now look like this:

35

36 |Average Age

27

Task | Move the “Customer Info” worksheet before the “Trail
17 | Bookings” worksheet.

1. Place your cursor on the “Customer Info” worksheet and while holding down the left
mouse, drag it in front of the “Trail Bookings” worksheet.

fe Age | ETl

Your workbook should now look like this:

Customer Info Trail Bookings

Navigate to the named range “PostalCodes” in the “Customer
Info” worksheet, and remove the contents of the selected
cells.

Task
18

1. Make sure your cursor is not in a cell that contains any values, an empty cell. Place your
cursor in the Name box located to the left of the formula bar.

2. Delete the cell reference then type in “PostalCodes”. Press the Enter key on the
keyboard.
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PostalCodes 5

A B C ]

Excel will then find the group of cells by selecting the name range in the worksheet.

Mew Yor 10036
Virginia 22314
Quebec H7C
Georgia 30004
Alberta 175
Ontario LEe&
Mevada 89011
Manitob  ROE
Alberta TOC
Morth Dz 52064
Texas 75462
Mova S5cc BlA
Mew Bru E3N
Washing 98104
Florida 33430
Quebec H7G
Saskatcr  S0E
Virginia 22201

3. With the cells selected, click the Delete key on the keyboard to remove the name range
from the worksheet.

Task | Configure the “Trail Bookings” worksheet so the column
19 | headingsin row 10 appear on all printed pages.

1. Click the “Trail Bookings” tab to go to the “Trail Bookings” worksheet.

2. On the Page Layout tab, in the Page Setup group, click Print Titles.

ome Insert Formulas Data Review Vi
= W —
olars @ FIL\NE ID [% }% i':é'!

[ 93

wnts -

. Margins Orientation Size  Print  Breaks Background Print

fects ~ - - =  Areav - Titles
Page Setup M

3. Atthe Page Setup dialog box with the Sheet tab selected, click the arrow at the far right
of the Rows to repeat at top on the left.
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Page Setup ? *

Page Margins  Header/Footer

Print area:

Print titles

¥

Bows to repeat at top:

e 4

Columns to repeat at left:

|

Print
] Gridlines Comments: (Mone) o
[ ] Black and white

[] Draft guality
|:| Row and column headings

Cell errors as: | displayed w

Page order

@ Down, then over
() Over, then down

i s
R

PO

i)

Prini... Print Preview Dptions...

4. This will close the dialog box letting you select the column heading you want to print on
all pages, row 10.

Page Setup - Rows to repeat at top: ? ot
| ¥

5. To select the row, point your cursor next to row 10 until you see an arrow, then click
once to select the row.

WOog Trail___ . ____Manth_ Full Name {Last Firs Group SizePer PersonTotal |
11 |CAPE HORN TRAIL lanuary Crisp, Coco 7 560000  54,200.00
12 February Wrap, Suran 5| %600.00 %3,000.00 1
13 March  Shortcake, Strawberr 10, 5600.00 56,000.00
14 |[BLUEBELL ISLAMD TRAIL lanuary Dandy, Handy 5 5200.00 51,000.00

6. You will now see that Excel has added that row reference to the Page Setup — Rows to
repeat at top dialog box. Click the arrow at the right again.
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fs10:510

G

7. This will take you back to the Page Setup dialog box. Click OK to have the column
headings in row 10 appear on all printed pages.

Page Margins  Header/Footer

Print area:
Print titles

RBows to repeat at top: $10:5810

Columns to repeat at left:

Print
[] Gridlines
[] Black and white
[ ] Draft guality
|:| Row and column headings

Page order
Down, then over |E=li= =3
@b EE EJF; EE
() Over, then down | =4 5 ‘.':'.I ==
EE .AJE' 5B

Sheet

Comments: [(Mane)

Cell grrors as: | displayed

Frint... Print Preview

e J

¥

e 4

<

Dptions...

Cancel

Task
20

On the “Customer Info” worksheet, apply Orange Table Style
Medium 3 to the table.

1. Click the “Customer Info” worksheet tab to go to the “Customer Info” worksheet.

2. Select the table by holding down your left mouse and dragging over cells A16:E34.

38
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1
1 - - - - - L
1
14 |Suran Wrap 51 United State Virginia 22314
1

Handy Dandy 46 United State Georgia S000
2

Rice Crispy 25 Canada Ontario LBA
24 |S5and Man 25| Canada Manitoba ROE
2

Fred Flintstone 51| United State. North Dakota 58064

Sponge Bob 43 Canada Mova Scotia B1A

3 |Desert Rose 37 United State; Washington 98104

3]

33 |Alan Harper 37 Canada Quebec H7G
33
34 |Lady Haha 29 United State) Virginia 22201 .

35

3. With the Table Tools Design tab selected, in the Table Styles group, click the bottom right drop-
down arrow to display more options

ACROBAT 2 Tellm

Header Row [ First Column

4|

Table Styles

4. Select the Orange Table Style Medium 3 to from the menu options to apply it to the
table.
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Clear

Mew Table Style...

Your table should now look like this:

40
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&

7 |Coco Crisp 3 United State: New York 10036
8 |Suran Wrap 51 United State Virginia 22314
9 |Strawberry Shortcake 32 Canada Quebec H7C
0 |Handy Dandy 46 United State Georgia S0004
1 |Chips Ahoy 34 Canada Alberta T75
2 |Rice Crispy 25 Canada Ontario L&A
'3 [Barbie Doll 41 United 5tate Mevada 89011
4 |5and Man 25 Canada Manitoba ROE
'.EJ Salad Dish 34 Canada Alberta TOC
‘& |Fred Flintstone 51 United 5tate: Morth Dakota 58064
W |Micky Mouse 30 United State Texas 75462
‘8 |Sponge Bob 43 Canada Mova Scotia Bl14
9 |lron Man 27 Canada Mew Brunswick E3N
il |Desert Rose 37 United State. Washington 82104
i1 |Princess Caraboo 28 United State Florida 33430
i2 |Alan Harper 37 Canada Quebec H7G
i3 |Captain America 61 Canada Saskatchewan SOE
i4 |Lady Haha 2% United State Virginia 22201
5

Task | Modify print settings of the “Trail Bookings” worksheet to

21

print all columns on a single page in landscape orientation.

1. Make sure you are on the “Trail Bookings” worksheet.

2. Click the File tab and select Print.

Insert Page Layout

s
gE’ Cut Calibri .
) Copy ~
Paste -
- ¥ Format Painter S
Clipboard T Font
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Save

Save As

Save as Adobe
PDF

3. Atthe Print Settings dialog box, select landscape orientation and Fit Sheet on One
Page.
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43

Print

- Copiess |1 -
Print
Printer ¥ 4]
WF-4630 Series(Metwark)
= Ready
Printer Properties
Settings

Print Active Sheets

5

Only print the active she...

™~ -

Pages: .| to -

Print One Sided .
Only print on one side of...

IE'—El Collated -

123 123 1243

Landscape Orientation

Letter (8 1/2x 17 in)
85" x 11"

[
E Maormal Margins

Left 0.7" Right 0.7

Fit Sheet on One Page
Shrink the printout so th...

Page Setup
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4. Click the Back arrow to return to the worksheet.



Print

Co
[
=

Print

On the “Customer Info” worksheet, sort the table to order
the records by the “Country” field, with the customers in the
United States first and customers in Canada second. Then
sort the customers in each country alphabetically from Ato Z
by the “StateOrProvidence” field. Finally, sort the customers
in each state or providence in ascending order by the
“PostalCode” field.

Task
22

1. Make sure you are on the Customer Info” worksheet. Click anywhere in the table. With
the Home tab selected, in the Editing group, click Sort & Filter to drop down a list of
options.

L cx;Cut
1] ER Copy ~

Paste
- ~ Farmat Painter

Clipboard la

E AutoSum
Fill -

Clear -
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> AutoSum - %Y p

Fill -
. Sort & JFind &
Clear~ Filter = Select ~

Editi 2] SortAtoZ

Zl SortZtocA
Custorn Sort...

¥ Eitter .

2. Select Custom Sort.

3. To sort the table to order the records by the “County” field, with the customers in the
United States first and customers in Canada second, select Country from the Sort by
drop down list and the Order from Z to A (United States comes before Canada in
descending alphabetical order).

Sort ? >
+§l Add Level )( Delete Level E@ Copy Level Dptions... My data has headers
Column Sort On Crder
sort bY | Country o Il | values || |Eto A f e

4. Next you will sort the customers in each country alphabetically from A to Z by the
“StateOrProvidence” field. In order to do this, you will need to add a level. Click the Add
Level button, the select the “StateOrProvidence” field from the Sort by drop down list.
Make sure the order is set to A to Z.
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? et

Sort
My data has headers

| - | T Dptions...

4| Add Level || < Delete Level | [2 Copy Level
Column Sort On Order
sort by | Country |:|| |‘u"a|ues | Ttod

|rhenh1f “StateOrProvidence Eﬂ |‘u"a|ues | AtoZ

[ ok | cancer |

5. Finally, you will sort the customers in each state or providence in ascending order by the
“PostalCode” field. Again, you will need to add a level. Click the Add Level button then

select the “PostalCode” field. You want this field in ascending order (A-Z).
7 >

Sort
My data has headers

| F Dptions...

"a] Add Level | < Delete Level | [ Copy Level
Column sort On Crder
Sort by | Country | |‘u"a|ue5 | |Zt::uﬁ. |
Then by | stateOrProvidence |‘u"a|ues | AtoZ
Then by | PostalCode ] |‘u"a|ues | AtoZ

6. Click OK to sort the table with the above criteria.
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Your table should now look like this:

Princess Caraboo 29 United 5tate: Florida 33430
Handy Dandy 46 United State Georgia 0004
Barbie Doll 41 United State Mevada 89011
Coco Crisp 3 United State: New York 10056
Fred Flintstone 51 United 5tate Morth Dakota 58064
Micky Mouse 30 United State Texas 75462
Lady Haha 22 United State: Virginia 22201
Suran Wrap 51 United State Virginia 22314
Desert Rose 37 United State: Washington 9810
Salad Dish 34 Canada Alberta TOC
Chips Ahoy 34 Canada Alberta TS
Sand Man 25 Canada Manitoba ROE
Iron Man 27 Canada Mew Brunswick E3MN
Sponge Bob 43 Canada MNowa Scotia B1A
Rice Crispy 25 Canada Ontario LE&
Strawberry Shortcake 3% Canada Quebec H7C
Alan Harper 37 Canada Quebec H7G
Captain America 61 Canada Saskatchewan 30E 4
On the “Customer Info” worksheet, format the table so that
Task . .
53 every other row is shaded. Use a technique that
automatically updates the formatting if you insert a new row.

1. Make sure you are on the “Customer Info” worksheet. Select the table by holding down
your left mouse and dragging over cells A16:E34. With the Table Tools Design tab
selected, in the Table Style Options, make sure Banded Rows is checked.

Table Tools

ACROBAT m ' Tell me what you want to ¢

Header Row [ ] First Column Filter Button
[ | Total Row [ Last Column

Banded Rows | [_| Banded Columns
Table Style Options

Task On the “Customer Info” worksheet, resize the picture of the
” two black dogs holding a leash located on the right side of the
worksheet to 2.5” height and 3.25” width.
47 Created by Janann Nicholson

Bonnie Roberto: Co-Creator



1. Make sure you are on the “Customer Info” worksheet. Click on the two black dogs
holding a leash picture.

O ) ®)

~
el

1N , . v 1 .

|
1
)

B
bt

2. With the Picture Tools Format tab selected, in the Size group, click the drop-down arrow
at the bottom right to open the Format Picture Options.

T ) & 8[| Height: | 2.04"

Ip '"

ter

-

-

-

Crop = width: 2.51"

-

Size ]

3. Make sure you uncheck Lock aspect ratio. If this is checked, you will not be able to
resize to an exact width and height.

4. Change the Height to 2.5” and the Width to 3.25”.
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Format Picture v X

Pt —
SO =

4 Size
| Height 2.5 -
Width 3.25° z
Rotation o -
Scale Height 85% -
Scale Width 93% -

Lock aspect ratio

/| Relative to original picture size
Original size

Height: 294" Width: 3.51"

Reszet

P Properties
I Text Box

I Alt Text

sl — T - e

1. Click the X on the top right of the Format Picture Settings to close it.

Format Picture v x

N = ry
1 ) T
S| - Y

On the “Customer Info” worksheet, apply a Beveled Oval,
Black picture style to the picture of the two black dogs
holding a leash on the right side of the page.

Task
25

1. Click on the picture of the picture of the two black dogs holding a leash to select it.
With the Picture Tools Format tab selected, click the drop-down arrow at the bottom
right of the Picture Styles group to see more options.
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esting - Excel Picture Tools

Data £ “ROBAT Q' Tell me what y

Moaore
Options

CON RN

Q Tell me what

ol | ol | | sl T Igl
- ey
B EE = =
e F— e F— = Fae TN e
— | | =t (e T el el |
SSEIg=sc
= =d =2 =
1
Your picture should now look like this:
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Task | On the “Trail Booking” worksheet, unhide columns C and D.
26

1. Make sure you are on the “Trail Booking” worksheet. Select columns by pointing your
cursor on B until it turns to an arrow, then click and drag across to E while holding down
your left mouse.

Month  Full Name (Last, First) |Groug
January |Crisp, Coco

February Wrap, Suran

March  Shortcake, Strawberry
January |Dandy, Handy
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2. With the Home tab selected, click Format in the Cells group.

ER Copy -
Paste e
- ~ Format Painter
Clipboard T

4
& [

H H

Cells

3. Select Hide & Unhide > Unhide Columns.
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{ ! EEEI E}( il 2 AutoSum - %Y
] Fill -

as Cell Insert Delete |Format Sort &

~ Stylest < - - Clear ~ Filter -

Cells | Cell Size
I[ Row Height...

AutoFit Row Height

c T M i N {'j', Column Width... [
AutoFit Column Width
lore People Default Width...
al Sales Visibility
o Hide Rows Hide & Unhide 3
Hide Columns Organize Sheets
Hide Sheet Bename Sheet

Move or Copy Sheet...
Tab Color 3

Unhide Rows

Unhide Columns

Protection

B2 Protect Sheet...

[:] Lock Cell

Format Cells...

4. Now columns C and D should now appear in the worksheet.

W o = WP

10 |Dog Trail Month  CustomerFirstName CustomerLastName Full Name (Last, First) |G

Task | On the “Trail Booking” worksheet, add a Snip Diagonal
27 | Corner, White picture style to the Family Hiking in cell E3.

1. Make sure you are on the “Trail Booking” worksheet.
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2. Click on the Family Hiking picture to select it.

™y
o

1. With the Picture Tools Format tab selected, click the drop-down arrow at the bottom
right of the Picture Styles group to see more options.

Picture Tools

“ROBAT Q' Tell me what y

More
Options

Picture Styles

2. Select the Snip Diagonal Corner White Picture Style from the Picture Styles gallery.
 Testing - Excel Picture Tools

Data Review View ACROBAT Format Q' Tell me what you
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Your picture should now look like this:

stName Full Name {LEEIt.,-F-i.FSIﬂ .Grnup Size Per Person Total

Task
28

On the “Customer Info” worksheet, add an alternative text
title “Customers Information” to the table and the
description “Customer age, country, state or providence and
postal code.”

1. Make sure you are on the “Customer Info” worksheet. Right click on the table and select
Table > Alternative Text to open the Alternative Text dialog box.
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Clipboard (v J;, ik Alignment
Copy
Faste Options:
TP E .
Paste Special...

Srnart Lookup

Inzert k
Delete 3
Select -
::T Clear Contents
1 Quick Analysis
2_ Sort b
3 Filter N T
;_ Table * Totals Row
6 Insert Commment Conyert to Range
-"'_ Princess Caraljoo Format Cells... Alternative Text...
ol Handy Dand? 4a Pick From Drop-down List... 30004
8 |Barbie Doll 41 T A 89011
8| coco crisp gq) YR 10036
1 |Fred Flintstone R o L R R e s e 53064
2 | Micky Mouse go Calibri -1 [ A" A" $ - % 0 E 75062
2 lladv Haha 79 B I =D -A-H- 0 oom |

2. Atthe Alternative Text dialog box, type “Customer Information” in the Title text box
and the description “Customer age, country, state or providence and postal code.”
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Title

Alternative Text

Customer Information

postal

Descripfion

Customer age, country, state or providence and

code,

Titles and descriptions provide alternative,
text-based representations of the information
contained in tables. This information is useful for
people with vision or cognitive impairments who
may not be able to see or understand the table,

Atitle can be read to a person with a disability and
is used to determine whether they wish to hear the
description of the content.

Cancel

3. Click OK to add the Alternative Text to the table.

29

Task

On the “Trail Bookings” worksheet, insert the header “Trail
Bookings” on the left side of the page.

1. Make sure you are on the “Trail Bookings” worksheet.

: Page Layout Farmulas

2. With the Insert tab selected, In the Text group click Header & Footer.

| E——— --—--.:I ]
2 o lag K&
mended Table  Pictures Online Shapesg
Tables Pictures
BS INustrations
4 JU Equation -
€2 Symbol
k| Text ymaa
Symbols L
P A L4 2]
Text | Header fWordArt Signature Object
Box | & Footer - Line~
Teut
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3. Inthe left Header box type “Trail Bookings”.

Header

rrail Bookings

Task |Insert page numberings in the center of the footer on the
30 | “Trail Bookings” worksheet using the format “Page 1 of ?”

1. With the Header & Footer Tools Design tab selected, click Go to Footer.

Header & Footer Tools

View ACROBAT

m [] Different First Page

‘mat | Goto] Goto [] Different Odd & Even Pages
ture | Heade] Footer

Mavigation Optio

2. Click the center Footer box.

File Home Insert Page Layout Farmulas Data Review

O & ®m O & d Elgl E

Header| Footer Page MNumber Current Current File File Sheet Picture Format | Gote Go

= = Mumber of Pages Date Time Path MName Mame Picture | Header Fou
Header (none) jatio
126 Page 1
Page 1 of 7

Trail Bookings
Confidential, 5/13/2017, Page 1 g
Testing Project 2

= EAMOS Word and Excel 2016 Projects\Excel Projects\Project 2\Testing Project 2

3. Click the Footer drop-down arrow and select “Page 1 of ?”.

4. Save your document with the name Project 2 Pampered Pups Dog Trail Adventures.
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