
Microsoft Excel 2007 (Chapter 5)
Data to Information: Data Tables, Conditional Formatting, Pivot Tables and Charts 
1. READ pp. 305-313: All Topics on Table Management
2. DO Hands-on Exercise 1: Gee Airlines Human Resources Department 

             (+10 pts)

pp 314-318 
In STEP 1, part (a) on page 314, open a new Excel workbook and import Data from a text file chap5_ho1_hremployee.docx in Chapter 05, CSIT104 folder. Do all parts in Step 1 and in part (k), save this file as chap5_ho1_hremployee_solution.  Complete all Steps 2-4, save Excel workbook in Chapter 05, CSIT104 folder and nothing to print.
3. READ pp. 319 – 331: All Topics on Data Management
4. DO Hands-on Exercise 2: Gee Airlines Human Resources Department Revisited
             (+10 pts) 
pp. 332-339:
In STEP 1 on p. 332: open workbook chap5_ho1_hremployee_solution and save it as chap5_ho2_hremployee_solution. Go through Steps 1-8 to complete this exercise and save it.  Print two-page workbook by adding your name in custom Header/Footer of each worksheet, use landscape orientation, fit printout in one page, include Row and Column Headings, center worksheet horizontally and add gridlines to sheet during Page Setup. 

5. READ pp. 340 – 349: All Topics on Data Analysis with Pivot Tables and Pivot Charts
6. DO Hands-on Exercise 3: Eye First Advertising Department Sales
            

             (+20 pts) 

pp. 350-355:
In STEP 1 on p. 350, open workbook chap5_ho3_salesrep and save it as chap5_ho3_satesrep_solution. Go through Steps 1-7 to complete this exercise and save it.  In Step 7, print only Pivot Table and Pivot Chart. Add your name in custom Header/Footer of each worksheet, use landscape orientation, fit printout in one page, include Row and Column Headings, center it horizontally and add gridlines to sheet. 
7. Do Practice Exercise 3: Service Organization Scholarship List     
             

             (+20 pts)
pp. 365 – 367:
Open chap5_pe3_scholarship file and save it as chap5_pe3_scholarship_solution. Complete All Parts (a-i). As explained in part (i) on p. 366, one page to print.
8. Do Practice Exercise 4: Service Organization Scholarship PivotTable and PivotChart 
             (+20 pts)
pp. 367 – 368:
Open chap5_pe4_exscholarship file and save it as chap5_pe4_exscholarship_solution. Finish all Parts (a-l). Two pages to print after you add your name in custom Header/Footer of worksheet, use landscape orientation, fit printout in one page, include Row and Column Headings, center it horizontally and add gridlines to the sheet during Page Setup. 

9. Do Mid-Level  Exercise 3: The Golf Trader
  



            
             (+20 pts)
pp. 371 – 372
Open chap5_mid3_golf workbook and save it as chap5_mid3_golf_solution. Complete all Parts (a-g) and two pages (PivotTable and PivotChart ) to print as explained in part (g) on p. 372. 

10. Optional Self Check: Complete Multiple Choice Exercises on pp. 360- 361 (Answers are at the end of text)
Please staple all printouts in proper order to this assignment sheet
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