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Use Microsoft Excel to create a spreadsheet for the following application.

We are to prepare a simple Profit/Loss sheet for a small company.

1) Type your name in cell A1.

2) Across the second row of your spreadsheet, beginning in column B, enter the following headings:


Inc.Cat.
Income

Exp.Cat.
Expenses
Profit

3) Beginning in line 4, enter the following data, leaving the values blank for Profit column and the entire rows 7 and 10 blank.

Year 2003
Spears

5405

Rent

12000



Adams
          31500

Supplies
    400



Smith

  200

Salary

  2400

Year 2002
Adams

1000

Rent

  6000



Smith

     50

Supplies
   1000

4) Provide totals for each column, and calculate the profit for each year, giving 2 totals and 1 profit for each year, in rows 7 and 10.

5) Display all numbers with commas  (,)but no decimal positions.  (You do not type in the comma as you enter the data.)  Display a dollar sign ($) with the totals and profit.  All numbers should be right-justified in the cell, which is the way they will probably appear anyway.  Right-justify the column headings, as well.

6) You will need to turn in two copies of your spreadsheet.  Print one normally, showing all the data entered and the results of calculations.  Then print another copy of your spreadsheet, showing what formulas you are using.  To display formulas, select Tools and Options; place a check next to formulas and click on OK.  To turn off formula display later, do the same thing and click on the box next to formulas to remove the check mark.

7) Because the file prints in a wider format when formulas are displayed, you will also need to print out the file “sideways”, or in Landscape mode.  To do this, select File and Print (or type in ^P).  Select Properties and OK.  Then, under Layout, select Landscape.  To print normally later, do the same thing but select Portrait instead of Landscape.

8) Since your name should appear in the A1 cell on each printout, you do not need to turn in the cover sheet.  You can put that sheet in the recycle bin by the door.

