CU3 M2 Assessment
Before you start, please:
1) Inset the CS120 class USB Thumb drive
1. On the USB root folder/directory, create the CS120 folder (unless the folder already exists)
1. Under CS120, create CU3-Snips folder (unless the folder already exists)
4) Use USB-thumb-drive-letter:\CS120\CU3-Snips to store all CU3 files
5) Download the CU3-M2-Assessment-doc.xlsx file to USB-thumb-drive-letter:\CS120\CU3-Snips
6) Answer all questions below
7) At the end of the assessment, save the changes to the CU3-M2-Assessment-doc.docx file and upload.

Q1) (15 points) Start MS Excel, open USB-thumb-drive-letter:\CS120\CU3-Snips\CU3-M2-Assessment-Doc.xlsx:
· IMPORTANT: At the end of this assessment, your Excel file should look like the content of the file CU3-M2-Assessment-Doc-Sample-Pics.docx file.
· Complete the following instructions:
1) Enter “TOTALS” in cell G2 and change color to Black (1 point)
2) Enter “% Per Month” in cell H2 and change color to Black (1 point)
3) Enter “% Per Category” in cell A16 and change color to Black (1 point)
4) Select cells A1:H1 and enable Merge & Center (1 point)
5) Select cells B2:H2 and enable Middle Align (1 point)
6) Select cells A16 and enable Wrap Text (1 point)
7) Select cells A2:H16 and draw borders - All Borders (1 point)
8) Select cells A1 and use Cell Styles=Heading 1 (1 point)
9) In cells B15:F15, use the Sum function to add the total for each category and Center (1 point)
10) In cells G3:G14, use the Sum function to add the total for each month and Center (1 point)
11) In cell G15, use the Sum function to add the total all months and Center (1 point)
12) In cell B16, create a formula to calculate the Apartment Rent category % (formula = category total, B15, divided by overall total, G15) (1 point)
13) In the formula you just created, change the G15 to absolute cell address (1 point)
14) Change the B16 cell format to Percent and Center (1 point)
15) Use the Fill Handle and copy B16 to C16:G16 (1 point)
· Save the changes to CU3-M2-Assessment-Doc.xlsx.

Q2) (10 points) Continue CU3 M2 Assessment with the following:
1) Select cells A16:G16 and enable Middle Align (1 point)
2) In cell H3, create a formula to calculate the January month % (1 point)
3) In the formula you just created, change the G15 to absolute cell address (1 point)
4) Change the H3 cell format to Percent and Center (1 point)
5) Use the Fill Handle and copy H3 to H4:H15 (1 point)
6) Select cells A15:G15 and use Cell Style=Total  (1 point)
7) Select cells A15:G15 and use Fill Color=Orange, Accent 2, Lighter 40%, (1 point)
8) Select cells G2:G14 and use Fill Color=Orange, Accent 2, Lighter 40%, (1 point)
9) Select cells A16:G16 and use Fill Color=Blue, Accent 1, Lighter 40%, (1 point)
10) Select cells H2:H16 and use Fill Color=Blue, Accent 1, Lighter 40%, (1 point)
11) Save the changes to CU3-M2-Assessment-Doc.xlsx.

Q3) (10 points) Continue CU3 M2 Assessment with the following:
1) Select cells A2:F14 and Insert the 3-D Clustered Column chart (first chart under 3-D Column)  (1 point)
2) Enter “Pam’s 2014 Expenses” in Chart Title (1 point)
3) From the Chart Design tab, use the Move Chart command and insert the chart in a New sheet called “2014 Column Chart” (1 point)
4) Change the “2014 Column Chart” Tab Color to Red (1 point)
5) Move the “2014 Column Chart” tab to the right of the “2014” tab (1 point)
6) From the main spreadsheet, select cells B2:F2 and cells B15:F15, and Insert the 3-D Pie chart (first chart under 3-D Column)  (1 point)
7) Enter “Pam’s 2013 Expenses” in Chart Title (1 point)
8) Select Data Labels from the Charts Elements gallery (1 point)
9) From the Chart Design tab, use the Move Chart command and insert the chart in a New sheet called “2014 Pie Chart” (1 point)
10) Change the “2014 Pie Chart” Tab Color to Blue (1 point)
11) Move the “2014 Pie chart” tab to the right of the “2014 Column Chart” tab (1 point)
12) Save the changes to CU3-M2-Assessment-Doc.xlsx.
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