[bookmark: _GoBack]NEW INSTRUCTIONS

(Each change is worth 1 point for a total of 30 points)


1. Turn on Track Changes. 
2. In Sheet 1, modify the width of all columns except B, G and H to 15. Modify the width of columns G and H to 25. 
3. In Sheet 1, insert a column between column F and column G, then insert 1 row above row 1.
4. In Sheet 1, delete column L.
5. In Sheet 1, text Wrap column D, I and J.
6. In Sheet1, in Cell A:1, type “February Employees 2016 ”.  Merge & Center (cell range A1:P1). Change the font style, size, and color of the text to Verdana font style, size 16, with a font color of green.
7. In Sheet 1, apply bold, italics, or underline to cell range A1:P1.
8. In Sheet 1, change the text in A3:P3 to horizontal text alignment. (90 degrees)
9. In Sheet 1, add an outline border to a cell range A3:P3. 
10. In Sheet 1, change fill color of column J light blue.
11. In Sheet 1, change the date formatting in cell range H4: H15 to Long Date and center.
12. Rename Sheet 1 to “February”.
13. In February worksheet, delete Template worksheet, but keep Template 2.
14. In February worksheet, group columns A, B, C, and D.
15. In February worksheet, change the page orientation to landscape.
16. In February worksheet, use the Print Titles command to make row 1 appear at the top of every page.
17. In February worksheet, insert a page break between rows 8 and 9. 
18. In February worksheet, insert a page break after column F.
19. In February worksheet, insert your name in the left section header of the worksheet.
20. In February worksheet, insert the date in the footer of the worksheet in the center.
21. In February worksheet, change L3: O15 to accounting currency with 1 decimal place.
22. In February worksheet, create a simple addition formula for the M column which calculates the Monthly employment salary and the monthly softball salary.  Complete cells: N4: N15.
23. In February worksheet, create a formula in N16 that totals the Column of N and then divides by it by 28.
24. In February worksheet, in Column O, create a complex formula that will multiply the Monthly employment salary salary by .40 and then add the monthly Softball salary.
25. In February worksheet, in column P, add column N to column O and then multiple by the absolute reference value of P2.  Complete for P3: P15
26. In February worksheet, apply conditional formatting to column O. Apply a rule for the benefits data (cells 04: 015 that will fill cells with red if the values are less than $6.
27. In February worksheet, freeze the top three rows of the February worksheet.
28. In February worksheet, sort the worksheet by Benefits (Column N) by Largest to Smallest.
29. In February worksheet, subtotal Column N
30. [bookmark: h.gjdgxs]Run the Spell Check to correct any spelling errors in the workbook.
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