Lessons 1-2 Practice Quiz
Label the following parts of a spreadsheet:
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Describe the steps to change a column to currency:
_________________________________________________________________________________ _________________________________________________________________________________
In your own words, explain absolute value:
_________________________________________________________________________________ _________________________________________________________________________________
What is the difference between a formula and a function?
_________________________________________________________________________________ _________________________________________________________________________________

Key in the following spreadsheet in a Microsoft Excel Spreadsheet::
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Apply the following changes:
1. Format the student names as bold and itialics
2. Format Columns C, D, E and F as percent with 2 decimal places
3. Enter a function in column F that will average the grades from columns C, D and E
4. In cell A14, Enter the word Average
5. In cell C14, Enter a function that will average the grades from column C
6. Copy the function to cells D14, E14, and F14
7. In Cell A15, enter the word Highest
8. In cell C15, enter a function that will find the highest grade from column C
9. Copy the function to cells D15, E15, and F15
10. In cell A16, enter the word Lowest
11. In cell C16, enter a function that will find the lowest grade in column C
12. Copy the function to cells D16, E16, and F16
13. Add an accounting border (single line above, double line below) to cells C14, D14, E14, and F14
14. Change the outside border of the entire table to a double line border
15. Add a header with your name, today’s date (Feb. 12) and the assignment title (Functions)
16. Save the Excel document as Functions to your H drive.
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1 Student Grades
2 [Name  IDNumber Grade1 Grade2 Grade3 Final
3 [iohnson 1125634 93 51 %0
4 [stewart 6652381 8 £ 7
5 [Love 2563254 £ £ %0
6 |Hutchins 2536214 7 EY EY
7 [Bradley 7859682 8 £l 92
8 [Newton 9852380 E) 8 92
3 |Pugh 456238 51 En 8
10|Thomas 2563483 95 95 EY
11 [street 6512034 EY 8 95
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