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The following are the most popular “day to day” tasks  in Microsoft Excel. 
 
 
Instructions:  
 

1. Print pages 2 through 10 and give it to the students to take the exam. 
 
This entire exercise should take no more than 10 minutes to complete.  
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Sheet Tab 1. Show Commissions 
 
Activity: 
 
The commission (cell C4) is already been calculated for Bob.  
 
Calculate the commission for Sally, Joseph and Celia. 

Sheet Tab 1a Copy Formula 
 
Activity: 
 
Find the "Total Expenses" in cell B6 through M6 and N3 through N6 

Sheet Tab 1b Pose 
 
Activity: 
 
How would you make cells A1 through I6 look like it does in A11 through 
F19? Post your answer starting in cell A22 

 
CONTINUED ON NEXT PAGE 
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Sheet Tab 2. Dupes 
 
Activity: 
 
There are 5,000 entries in Column A 
 
1. In Column A, mark the duplicates in red (this makes them easy to notice 
due to the red color).  
 
2. Once you have accomplished #1 above, notice the red duplicates are 
scattered and not together. This is not good. To fix this, put all those 
duplicates together at the top of Column A (this makes the duplicates easy 
to find). 
 
3. Once you have accomplished #2 above, remove the duplicates. 

Sheet Tab 3. Join Columns 
 
 
Activity: 
 
Put the first name (from Column B) and the last name (from Column A) 
together and into Column C.  
 
Once you are finished, delete column A and B and fix the problem. 
 
 
CONTINUED ON NEXT PAGE 
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Sheet Tab 5. Separate Columns 
 
Activity 
 
Separate column D so that  
 
 
(1) City is in its own column ...column D  
 
(2) State is in its own column ...column E 
 
(3) Zip code is in its own column…column F 
 
 
...AND THE EMAIL ADDRESSES ARE NOT DELETED 

Sheet Tab 6. Make a Chart on Same Sheet 
 
Activity: 
 
Using the data above, create a chart. Put that chart on the same sheet as 
the data shown above. 

Sheet Tab 6a Make Chart on Separate Tab 
 
Activity: 
 
Using the data above, create a chart. Put that chart on a different sheet 
from the data shown above. 

 
CONTINUED ON NEXT PAGE 
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Sheet Tab 5. Min Max Average 
 
Activity: 
 
Click in cell P4 and use a formula to find the smallest number of cell range 
B4 through M30. 
 
Click in cell P5 and use a formula to find largest number of cell range B4 
through M30  
 
Click in cell P6 and use a formula to find the average of the entire cell range 
B4 through M30 

Sheet Tab 7a. Find Top 3 then 8, then 10. 
 
Activity: 
  
In table at the left, (cells B4 through M30), make the cell color of the top 3 
largest amounts to be colored with "Light red fill with dark red text".  
 
Now do the same for top 8. 
 
Now to the same for top 10. 
 
Now, click on cell M30 and change the number to 6000 and press the Enter 
key. That cell should now be the color of "Light red fill with dark red text." If 
not, the activity was done incorrectly. 

 

 
CONTINUED ON NEXT PAGE 
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Sheet Tab 8a. Print Problems 
 
Activity: 
 
Please set up this worksheet so that  
 
Columns A through G prints on page 1,  
 
Columns H through L prints on page 2, 
 
and M through R prints on page 3.  
 
Please set up this worksheet so that Column A prints on all three pages. 

Sheet Tab 9. Drop List 
 
Activity: 
 
Look at the "Department" column. Some people spell Accounting as Acct. 
Some people misspell the Department as Accountant. Same with 
Engineering. Different people spell the same thing different ways. 
 
This creates a problem.  
 
People spelling department names differently (and incorrectly) does not 
allow you to sort or filter properly.  
 
What technique can you use to "force" people to enter Department data 
spelled correctly (the exact way you want it spelt). 
 
This will allow and insure you can sort and filter quickly and easily if 
required. 
 
CONTINUED ON NEXT PAGE 
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Sheet Tab 12. Copy Autofill 
 
Activity: 
 
Click in cell A3. You want every cell from A3 through M3 to fill in a series 
(example: 1999, 2000, 2001, 2002, etc.). Please do it now. 
 
Click in cell A5. You want every cell from A5 through M5 to fill in a series 
(example: January, February, March, April, May, June, etc.) Please do it 
now. 
 
Click in cell A7. You want every cell from A7 through M7 to fill in a series. 
(example: 1, 2, 3, 4, 5, 6, etc.) Please do it now. 
 
Click in cell A9. You want every cell from A9 through M9 to fill in a series 
(example: $100,000.00, $200,000.00, $300,000.00, etc.) Please do it now. 

Sheet Tab 13a Copy Autofill 
 
Activity: 
 
Click in cell A3. You want every cell from A3 through M3 to have 1999. How 
would you do it? 
 
Click in cell A5. You want every cell from A5 through M5 to have January. 
How would you do it? 
 
Click in cell A7. You want every cell from A7 through M7 to have 1. How 
would you do it? 
 
Click in cell A9. You want every cell from A9 through M9 to have 
$100,0000.00. How would you do it 
 
CONTINUED ON NEXT PAGE 
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Sheet Tab 15. Show Total Subtotal Average 
 
Activity: 
 
Click in cell G1 and create a formula to show how total sales. (Column C). 
- 
Add a dollar sign to your answer.  
- 
Answer should be $102,737.00 
- 
Click in cell G2 and create a formula to show how many sales (total sales) of 
Red Solo Cups in 2012 
- 
Add a dollar sign to the answer. 
- 
Answer should be $23,896 
- 
Click in cell G3 and create a formula to show average sales of Red Solo Cups 
in 2012. 
- 
Add a dollar sign to your answer. 

 
CONTINUED ON NEXT PAGE 
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Sheet Tab 16. Remove Empty Rows 
 
Activity: 
 
From row 4 through row 51 there are many empty rows.  
- 
You want to remove all empty rows quickly and easily… 
- 
Please remove all empty rows at the same time. 

Sheet Tab 17. Remove Empty Columns 
 
Activity: 
 
Notice from column A through column AH there are many empty columns.  
- 
You want to remove all empty columns quickly and easily… 
- 
Please remove all empty columns at the same time. 

Sheet Tab 20. Find Roads.com 
 
Activity: 
 
In column A we have 9,235 names and email addresses. 
- 
In column B we have dates. 
- 
Find all the emails in column B that end with roads.com 
- 
The answer is 51 

 
CONTINUED ON NEXT PAGE 
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Sheet Tab 22 If #DIV 
 
Activity: 
 
Cell D8 and cell D18 show an odd / not normal answer. 
 This is due to a division by Zero in the unit price column.  
- 
Please fix this problem: anytime a cell in "Total Sales" is divided by a unit 
price of 0 (zero), the result in Column D says, "Check Price" (similar to the 
answer in cell D7. 


