INFS 3250
In Class Project – Exercise 1
Name: ____________________________

Points: ______ / 25
Due: See Blackboard!




(2.5 pts deduction for each class period late)

Download and open the data file “Excel Exercise-1.xlsx”.  Notice that there are two worksheets within the workbook that are identified by tabs at the bottom of the window.  The first tab is called “Worksheet Inputs” and it contains some values needed for formulas that you will create.  The second tab is called Exercise-1 and it is where you will perform your operations as defined below.

Complete the following operations on the worksheet named Exercise-1.  

ON THIS AND EVERY ASSIGNMENT: Create a header for this spreadsheet with your full name on it.

	Points Awarded
	Points Possible
	Spreadsheet operation

	_______
	(1)
	Insert several rows at the top of the worksheet and create a formatted and centered page title:   
ABC Company – Order & Shipping Report

	_______
	(1)
	Format each of the columns of the worksheet to wrap the column headings, ensure that the contents of the cells are visible and offset the column headings with either some shading and/or cell borders.

	_______
	(1)
	Insert three columns after the “Product Cost”.  Title the first column: “Shipping Costs”.  Title the second column: “Order Total Cost” and title the third column: “Projected Revenue”.

	_______
	(1)
	Insert a column at the end of the data.  Title that column: “Days Overdue”.



	_______
	(1)
	Create a formula for the “Product Cost”.  It is derived by multiplying “Item Cost” by “Quantity”.

	_______
	(1)
	Create a formula for the “Shipping Costs”.  Shipping costs are made up of two components – a base shipping charge added to the product of the shipping rate times the product cost.  Both of those values are given on the worksheet titled “Worksheet Inputs”.  The formula for the “Shipping Costs” column must reference the cell addresses on the “Worksheet Inputs” worksheet – and use absolute cell addressing.  Also pay attention to the order of math operations in your formula.

	_______
	(1)
	Create a formula for the “Order Total Cost”.  It is derived by adding the “Product Cost” and the “Shipping Costs”.

	_______
	(1)
	Create a formula for the “Projected Revenue”.  It is calculated by multiplying the “Product Cost” times the “Standard Product Markup” given on the worksheet titled “Worksheet Inputs”

	_______
	(1)
	Create a formula for the “Days Overdue”.  “Days Overdue” equals the “Promised Ship Date” plus the “Expected Transit Time” (which yields when we think the shipment will arrive) less “Actual Arrival Date”. Be sure that the result is reflected in days.

	_______
	(1)
	Add totals at the bottom of the spreadsheet for the appropriate columns.  


	_______
	(1)
	Apply all necessary formatting to the worksheet to display it in a concise and meaningful way.


	_______
	(1)


	Sort the data by “Vendor Name” and  then by “Item#” (within each Vendor).


	_______
	(1)
	Insert a page footer to print page numbers and the saved file location at the bottom of each page.  Create a header that has your name.

	_______
	(1)
	In case the printed document spans more than one page vertically – set the top column headings to reprint on each subsequent page.   

	_______
	(1)
	Force the document to print all the columns on a single page in Landscape mode.  It should span two pages in length – but all columns must appear on a single page. Also, set the headings to redisplay on subsequent pages.  Adjust settings to ensure that the printed view is a reasonable size font and layout.

	_______
	(1)
	Print a PDF of the formatted worksheet for submission.  Name the output “Excel Exercise 1 – (yourname) – sheet 1”– submit to blackboard.

	_______
	(1)
	Change the “Standard Product Markup” to 12% and Change the “Base Shipping Charge” to $12.50 on the Worksheet Inputs worksheet.  (Do not change any other formulas.)  Print a PDF of the formatted worksheet for submission.  Name the output “Excel Exercise 1 – (your name) – base charge increased”– submit to blackboard.

	_______
	(1)
	Apply the AutoFilter to the worksheet.  Select to display the rows with Item# equal to “5166”.  Print a PDF of the formatted worksheet for submission.  Name the output “Excel Exercise 1 – (your name) – autofilter”– submit to blackboard..   Redisplay all rows before going to the next step.

	_______
	(1)
	Insert a blank worksheet.  Title the worksheet (tab) “Order Summary”.


	_______
	(4)
	Create a summary block of information on that worksheet.  Include the following:

A count of all orders, the total, minimum, maximum and average values for each of the following:   “Product Cost”, “Shipping Costs”,  “Projected Revenue” and “Days Overdue”.  You must use the COUNT, SUM, MIN, MAX, and AVERAGE functions.  It should look similar to the following:





Order Summary




Total
Minimum
Maximum
Average

Product Cost

xxx
     xxx

    xxx

   xxx

Shipping Costs
xxx
     xxx

    xxx

   xxx

Projected Revenue
xxx
     xxx

    xxx

   xxx

Days Overdue

xxx
     xxx

    xxx

   xxx

Number (Count) of orders
xxx



	_______
	(1)
	Format the Order Summary to present the data with titles, borders, shading and/or any other helpful visual clues for reading the summary report.

	_______
	(1)
	Print a PDF of the Summary worksheet for submission.  Name the output “Excel Exercise 1– (your name) – Summary”.



Save your finalized document and post it to the Blackboard web site.  I will not accept work attached to an e-mail.  It is your responsibility to properly post your completed work for full credit.  Type your name on the top of this form and turn it in as a vehicle to communicate your graded project (Submit this sheet as a word document, not as a PDF).  Work is only considered to be submitted on time if you posted the completed file to blackboard.
For this project, remember, you must submit:
“Excel Exercise 1 – (yourname) – sheet 1”

“Excel Exercise 1 – (your name) – autofilter”

“Excel Exercise 1 – (your name) – Summary”

And THIS document, but titled, “Excel Exercise 1 – (your name) – Rubric”

Please ensure that all 4 documents are attached to the same submission attempt in Blackboard.

This assignment is due 
