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Edit your Excel Document
1. Open Internet Explorer and go to the following address:
Ncmsteamunity.com
2. Next, Scroll to the bottom of the website and you should see an orange button that has the words “Projects and Activities” printed on it.  Double left click the orange button and you will see a box with the words “Computer Literacy Pretest 8th Grade”.
3. On the bottom of the box you will see the file called Excel File B.  Double click the file and follow the instructions below.
4. Open an excel document and paste the information from Excel File B to your new document
5. Save the document with your last name and the words “Microsoft Excel Pretest” (example: Colwell Microsoft Pretest) and place the file in your folder.  Do not begin editing the document until you save it with the new file name. The file called “Unedited Excel File B” is a read only file and cannot be edited until you save it with a new file name.
6. Insert a row above the column headings and enter the title in cell A1.  The title of the document is “Precipitation in Alaska”.
7. Format tile to be Tahoma, 18pt., Bold.
8. Merge and center the tile across cells A1 to H1.
9. Fill cell with a light green color.
10. Copy data on Data Sheet (only the numbers) and paste it on sheet 2.  Continue doing all the editing on Sheet 1.
11. Adjust the width of column A so that all names can be read.
12. Format all city names to be in Italics
13. Format column headings and Average Monthly Precipitation to be Arial, 11pt, Bold.
14. Center column headings and data.
15. Put a heavy solid line under the column headings.
16. Stet columns B through M to a width of 8.
17. Format all columns to show numbers to 2 decimal points.
18. Insert a row before Gulkana
19. Title the row Fairbanks.
20. Enter the following data from left to right: 0.56, 0.36, 0.28, 0.28, 0.21, 0.60, 1.40, 1.74, 1.72, 1.12, 0.92, 0.68, and 0.74.
21. Format row to match other rows.
22. Using a formula, calculate the total precipitation for each city (add the numbers horizontally).
23. Using a formula, calculate the average precipitation for each month (put the numbers at the bottom).  Skip a space between the last city and the average precipitation.
24. Sort the cities by total precipitation in descending order (when sorting you needs to highlight the data well so the numbers follow the headings).
25. Create a line chart that shows the amount of precipitation by month for each of the following cities: Yakutat, Juneau, Anchorage, and Barrow.  Each line must show the city’s name.  The chart must have category labels.
26. Label each axis an include a title
27. Place the chart on its own sheet.
28. Go back and add the Average precipitation by month to the chart.
29. Format the Average line to show values at the points.
30. Format the chart title to have a dark green fill.
31. Save the file under the same name except add the word “complete” at the end of the file name.




