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ASSIGNMENT

- COMM 165 Fall 2009 — Upload project file(s) to your Lennon public_html =
- Cagle — directory .
" Excel Assignment — [one Excel workbook file] u
B ! and put link to your files on your homepage by April 24th.

Excel is a spreadsheet program; it is part of the Microsoft Office package of programs and works
easily with Word and PowerPoint, as well as other programs. A spreadsheet is an electronic version
of an accountant's ledger of lines, columns, and rows that make entering and keeping order for large
amounts of numbers easy. You enter data into individual cells in the spreadsheet, usually numbers
(but you can put words or pictures into the cells as well). The power of the spreadsheet is its ability
to perform calculations on the numbers, including complex and sophisticated statistical analyses. But
that is not all. You can enter formulas to automate summary calculations. Each cell is relational to
every other cell, which means that when you change (e.g., update) information in one cell, related
cells and calculations with formulas using data from that cell automatically change to reflect the new |
information. You can sort the data within the cells in columns to reorder the data. As in a word
processing program, you can enhance the appearance of the spreadsheet in many ways--for example,
inserting pictures or graphics, adjusting font sizes or styles, and so forth. Using the data in the cells,
you can easily create graphs or charts to visually model the data. All of these powerful
characteristics are useful in many ways, especially in business decision-making, government, and so
forth; some people attribute the amazingly rapid growth of the personal computer industry to
invention of the electronic spreadsheet. The purpose of this assignment is to introduce you to how
Excel works and get you past the beginner user stage. Follow these steps, and behold!

Project One: Make a Graph Using Real Money Follow along with your professor to make a chart
showing the highest price home various annual incomes (associated with highest education levels) -
can qualify for at a typical bank, based on information in a news article. You might present this
information in a report using PowerPoint. Income update information can be found at u
http://www.factmonster.com/ipka/A0883617.html -

Project Two: Make a Checkbook Using the model in the thumbnail, create a personal checkbook for
yourself. Put about twenty rows of real or fictitious transactions in it. You will need to enter a

formula to keep your running balance. The last column is the type of expenditure (school, medical,

rent, movies, etc.) which is useful for organizing and understanding how you spend money; it is also
useful at the end of year to sort your checkbook to calculate various amount of income tax .
deductions.

Project Three: Correlation Create a spreadsheet to calculate a statistical correlation using the data
on page 133 of Frederick Williams' Reasoning with Statistics. Use a formula to calculate the Pearson r
statistic. Then make a scatterplot graph to show the relationship. Some good tutorials on statistics
are at http://www.texasoft.com/tutindex.html

Project Four: Address Labels First make a spreadsheet address book (your own, an organization's
mailing list, etc.) Have about twenty individuals in your mailing list. Save it as an Excel file. Then
open Word and create a Mail Merge for Labels. Do a screen capture of your labels and paste in your
Excel worksheet. Finally, save it as an Excel file and upload to your Lennon public_html account. -
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FOUR

X-mas X-mas
Last First Address City State Zip Phone Birthday 1999 2000 |[X-mas 2001
Adam John 125 Main Street Fresno CA 93720]559-555-5555 16-Jan X
Baker Barbara 126 Main Street Fresno CA 93720]559-555-5556 12-Feb
Charles Sam 127 Main Street Fresno CA 93720]559-555-5557 23-Mar
David Sarah 128 Main Street Fresno CA 93720]559-555-5558 19-Apr
Edison Wendell 129 Main Street Fresno CA 93720]559-555-5559 5-May X
Francis Anne 130 Main Street Sylmar CA 91342|559-555-5560 2-Jun
Goodman |Harold 131 Main Street Fresno CA 93720]559-555-5561 29-Jul
Hopper Grace 132 Main Street Fresno CA 93720]559-555-5562 30-Aug X
Ignacious |Frater 133 Main Street Fresno CA 93720]559-555-5563 16-Sep
Kennedy [William 134 Main Street Fresno CA 93720]559-555-5564 28-Oct
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ONE

A look at statistics that shape your finances
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ONE

2004 Updaté Statistics:
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THREE

Name of Student

Hours Reading and Reading Aptitude

CORRELATION

Reading ‘Hours
Aptitude Reading
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Pearson Produbt-Moment Correlation
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scatterplot chart.
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TWO-2

PUT YOUR NAME HERE
NAME OF YOUR BANK

ACCOUNT NUMBER

DATE NUM PAYEE/TRANS PAYMENT DEPOSIT BALANCE CLR| CATEGORY
10/1/09 Beginning Balance 500.00
10/1/09 Deposit salary 1,000.00 1,500.00 Salary
10/2/09 Vons groceries 22.32 1,477.68 Food
10/3/09 Slumlord Apartments 300.00 1,177.68 Apartment
10/4/09 Vons groceries 43.21 1,134.47 Food
10/5/09 Bucket 3.75 1,130.72 Recreation
10/6/09 Kennel Bookstore 18.34 1,112.38 Education
10/7/09 Pacific Telephone 19.75 1,092.63 Telephone
10/8/09 Hoary Toothache, DDS 75.00 1,017.63 Dentist
10/9/09 Deposit roommate's rent 150.00 1,167.63 Roommate

10/10/09 Shell Oil 14.33 1,153.30 Auto

Now that you have created a checkbook spreadsheet, try out a few of the important analytical tools.

The "Text Box" button next to the "Chart Wizard" at top of screen enables you to insert a boxed
comment into the text.

With your mouse, "select” the spreadsheet cells from A6 to H15 (the beginning to the end of your
checkbook entries).

Use the top menu and click on DATA SORT. In the SORT dialog box, pick the column to use in
sorting (e.g., the Category). Then click on OK and your entire spreadsheet is reorganized, keeping
functions in tact.

If you sort by Date, you can return the checkbook to the original order.

Note: In this exercise, a checkbook, by the way, you would not want to include the beginning
balance row in your sort, as that could change your functions.
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TWO-2

Another thing you might want to do is change the order of the columns, which involves a couple of
simple steps. For example, your bank statement shows your checks usually by number, so you
might want to reconcile your checking account with the "CLR" column next to the "NUM" column.
1. Select column B by clicking in B at the top of the column and then INSERT a COLUMN with the
top menu.

2. "Select" with your mouse the range of cells that contain the "CLR" data.

3. Use EDIT CUT (or click on the scissors button) and then move the mouse pointer to the place
you want to move your data (probably C4). Press ENTER to paste the data in the new location.
[Or EDIT PASTE or click on the paste button.] Adjust the WIDTH of the new column of data.

4. To eliminate the old column, select entire Column H (remember you've inserted a new column
earlier) and EDIT DELETE will delete the entire column.
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TWO

PUTYOUR NAME HERE 1

NAME OF YOUR BANK TIWJOJ

ACCOUNT NUMBER
DATE | NUM PAYEE/TRANS PAYMENT | DEPOSIT BALANCE CLR | CATEGORY
10/1/09 Beginning Balance 500.00
10/1/09 Deposit salary 1,000.00 1,500.00 Salary
10/2/09 Vons groceries 22.32 1,477.68 Food
10/3/09 Slumlord Apartments 300.00 1,177.68 Apartment
10/4/09 SaveMart groceries 43.21 1,134.47 Food
10/5/09 Bucket 3.75 1,130.72 Recreation
10/6/09 Kennel Bookstore 18.34 1,112.38 Education
10/7/09 Pacific Telephone 19.75 Telephone
10/8/09 Hoary Toothache, DDS 75.00 Dentist
10/9/09 Deposit roommate's rent 150.00 Roommate

10/10/09 Shell Oil 14.33 Auto

COMM 165 Students--a practical assignment at last!

Using Excel, duplicate & complete this spreadsheet to manage your bank checkbook.

After you have shown it to me when completed, you can make a "real" checkbook

using your actual banking account data and it will "really" work.

Hints:

Use the commands FORMAT CELLS (top command line) to do such things as

handle number formats, alignment of text or numbers, select fonts, etc. Note in the

ALIGNMENT options that you can turn on "word wrap" to continue text within a single cell.

You will need to enter a FORMULA in cell F6 to calculate the balance.

Then COPY that formula and PASTE it in the cells below that column.
An Excel formula always begins with an equal (=) sign. Use the arrow keys to

place cells in the formula and appropriate addition and subtraction keys.

Observe that the Formula Bar shows the formula as you create it.
ENTER finishes the formula.

There is an order of operation in computing as it does the calculations in a formula:

exponents first (*), multiply (*) and divide (/) second, and finally the
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TWO

addition (+) and subtraction (-). Therefore:
2+2*%4 =10 and
(2+2)*4 = 16

Finally, Remember to SAVE early and SAVE a lot!
A fitting thought for a banking assignment.

Good luck!

John Cagle
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TWO-2

PUT YOUR NAME HERE
NAME OF YOUR BANK

ACCOUNT NUMBER

DATE NUM PAYEE/TRANS PAYMENT DEPOSIT BALANCE CLR| CATEGORY
10/1/09 Beginning Balance 500.00
10/1/09 Deposit salary 1,000.00 1,500.00 Salary
10/2/09 Vons groceries 22.32 1,477.68 Food
10/3/09 Slumlord Apartments 300.00 1,177.68 Apartment
10/4/09 Vons groceries 43.21 1,134.47 Food
10/5/09 Bucket 3.75 1,130.72 Recreation
10/6/09 Kennel Bookstore 18.34 1,112.38 Education
10/7/09 Pacific Telephone 19.75 1,092.63 Telephone
10/8/09 Hoary Toothache, DDS 75.00 1,017.63 Dentist
10/9/09 Deposit roommate's rent 150.00 1,167.63 Roommate

10/10/09 Shell Oil 14.33 1,153.30 Auto

Now that you have created a checkbook spreadsheet, try out a few of the important analytical tools.

The "Text Box" button next to the "Chart Wizard" at top of screen enables you to insert a boxed
comment into the text.

With your mouse, "select” the spreadsheet cells from A6 to H15 (the beginning to the end of your
checkbook entries).

Use the top menu and click on DATA SORT. In the SORT dialog box, pick the column to use in
sorting (e.g., the Category). Then click on OK and your entire spreadsheet is reorganized, keeping
functions in tact.

If you sort by Date, you can return the checkbook to the original order.

Note: In this exercise, a checkbook, by the way, you would not want to include the beginning
balance row in your sort, as that could change your functions.
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TWO-2

Another thing you might want to do is change the order of the columns, which involves a couple of
simple steps. For example, your bank statement shows your checks usually by number, so you
might want to reconcile your checking account with the "CLR" column next to the "NUM" column.
1. Select column B by clicking in B at the top of the column and then INSERT a COLUMN with the
top menu.

2. "Select" with your mouse the range of cells that contain the "CLR" data.

3. Use EDIT CUT (or click on the scissors button) and then move the mouse pointer to the place
you want to move your data (probably C4). Press ENTER to paste the data in the new location.
[Or EDIT PASTE or click on the paste button.] Adjust the WIDTH of the new column of data.

4. To eliminate the old column, select entire Column H (remember you've inserted a new column
earlier) and EDIT DELETE will delete the entire column.
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Last First Address City State Zip Phone Birthday

Adam John 125 Main Street |Fresno CA 93720(559-555-55 16-Jan
Baker Barbara 126 Main Street |Fresno CA 93720(559-555-55 12-Feb
Charles Sam 127 Main Street |Fresno CA 93720(559-555-55 23-Mar
David Sarah 128 Main Street |Fresno CA 93720|559-555-55 19-Apr
Edison Wendell 129 Main Street |Fresno CA 93720|559-555-55 5-May
Francis Anne 130 Main Street |Sylmar CA 91342|559-555-55 2-Jun
Goodman |Harold 131 Main Street |Fresno CA 93720(559-555-55 29-Jul
Hopper Grace 132 Main Street |Fresno CA 93720|559-555-55 30-Aug
Ignacious |[Frater 133 Main Street |Fresno CA 93720|559-555-55 16-Sep
Kennedy |William 134 Main Street |Fresno CA 93720|559-555-55 28-Oct
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