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Excel Assignment 
 Holiday Expenses
Assignment description

In this assignment you will create a spreadsheet about your holiday expenses.  You will use the Autosum, Min, Max, and Average tools.  You will also create a chart.  When you are finished with the example below, you can create your own holiday expenses spreadsheet!
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A. Open a new Excel workbook and SAVE.
1. Open Excel
2. 
Save this workbook to your personal folder.  Name it Holiday Expenses.   
B. Add Column Headings
1. Click in cell A-1. Type: Person.

2. Click in cell B-1. Type: Gift.
3. Click in cell C-1.  Type: Amount
C. Enter your data.
1. Type the following information into your spreadsheet. Don’t enter the dollar signs!  You will do that later using the number format tool!
	Person
	Gift
	Amount

	Mom
	Cook book
	$10.45

	Maria – sister
	Wine
	$23.32

	Tom – brother
	Chocolates
	$8.34

	Dad
	New watch
	$33.12

	Friend 1
	Holiday hot chocolate package
	$10.25

	Friend 2
	Necklace
	$22.13

	Friend 3
	Gift card for Best Buy
	$10.00

	Friend 4
	Gift card for Target
	$15.00

	Friend 5
	Holiday plate
	$12.21

	Boubacar
	Cookies
	$11.56

	Husband
	New shirt
	$44.31

	Daughter
	Elmo doll
	$21.77

	Son
	Matchbox car set
	$11.40


D. Format Your Data  
1. Highlight column A – Put your mouse over the label A and click.

2. Align all of column A text to the left – use the Align Text Left icon (Home Tab ( Alignment Group)
3. Highlight column B 

4. Align all of column B to the left (Align Text Left)
5. Highlight column C

6. Align all of column C text to the right (Align Text Right)

7. Highlight column C again

8. Use the Number Format Tool to change your numbers to Currency Format

9. Make your Column Headings Bold

E.  Calculate your data & add a chart
1. Click in the cell under your last dollar amount.  This is where you will calculate your total expenses.  Use the Autosum tool to calculate your total.
2. Under your total, also calculate the Minimum amount.
3. Under your Minimum amount, also calculate your Maximum amount.

4. Under your Maximum amount, also calculate your Average!

5. Now highlight your data and add a chart!
F.  Add a Title to your Worksheet
1. Click on cell A1

2. On the Home Tab, find the Insert tool.  Click on the down arrow and select Insert Sheet Rows.

3. Repeat step 2 so that you have two new rows.

4. In cell A1 type My Holiday Gift Expenses

5. Highlight from A1 – C1 and use the Merge and Center tool to Center your title.

6. Make your title Bold and size 20

7. In the row below your title, type your name.

F.  Save, Print Preview, and Print
1. Save

2. Use Print Preview to make sure it all fits on one page.

3. Print!

Your spreadsheet should look something like this:
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Now it’s your turn.   Do some research on Target.com and Amazon.com to find gifts for the holidays.  Then create your own spreadsheet!

