Excel 2013— Chapters 1-4: Integrated Skills Project 1
Integrated Project 1
For this project, you will complete a workbook consisting of first quarter revenue and expenses for a business.  A chart with the total net income will be created along with sparklines for the expenses. This report is for the quarterly review to see trends and to review the expenses as well as income.
[Student Learning Outcomes 1.1, 1.2, 1.3 1.4, 1.5, 1.6, 1.7, 1.8, 2.1, 2.2, 2.3, 2.4, 2.5, 3.1, 3.2, 3.5, 3.7, 4.1, 4.3, 4.7 
Files Needed: Quarterly and QuarterlyExpenses
Completed Project File Names: [your initials] Excel Integrated 1.xlsx.
Skills Covered in this Project
· Open, rename, and save a workbook.  
· Import a text file.
· Enter and format text.
· Merge and center labels. 
· Apply a theme and Cell Styles.
· Use AutoSum.
· Use the Fill Handle.
· Insert and format sparklines in a sheet. 
· Apply functions.
· Create and copy formulas.
· Use relative and absolute cell references.
· Apply Conditional Formatting.
· Insert and rename a sheet tab.
· Create a chart object. 
· Add, edit, and format chart elements.
· Switch row and column data. 
· Size and position a Chart object.
· Copy a worksheet.
· Use an AutoFilter.
· Use Goal Seek.
· Apply page layout options.
· Spell check.
· Remove gridlines.
· Unlock cells.
· Protect a worksheet.

Open the Quarterly workbook and save it as [your initials] Excel Integrated 1.
Import the QuarterlyExpenses.txt file into cell B7. The text file is tab-delimited.
Add labels and formatting to the worksheet.
Select cell A15 and add the label Net Income.
Format the cells B5:D5 and B7:D15 to the Number format with 2 decimals and a 1000 separator.
AutoFit the width of columns B:D as needed.
Merge and center the company name across columns A:D.
Apply the Accent1 style in the Themed Cell Styles category to A1.
Bold and Center the column headings “January”, “February”, and “March”. 
Apply Percentage format with no decimals to cells B18:B20.
Add functions and formatting to the worksheet.
Use AutoSum to total the “January” expenses in B14.  Copy B14 to C14:D14.
Place a formula in B15 that subtracts “Total Expenses” from “Gross Earned”.  Copy the formula to C15:D15.
Click cell B18, type a formula to calculate the percentage of net income that remains after expenses are subtracted. Hint: Subtract “Total Expenses” from “Net Income” and then divide by “Net Income”.  Figure 1- Integrated Project 1: Jan-Mar tab completed

Create a similar formula to calculate percentages for “February” and “March”.
Insert, copy, and format sparklines.
Insert a Line Sparkline in cell E5 that uses the “Gross Earned” values for the data range.
Copy the sparkline in E5 to E7:E15 and then color the sparklines Blue-Gray, Text 2, Darker 50%. 
Use the IF function in C18 to determine if the income percentage in B18 is greater than 22% and then apply conditional formatting.
Use “Yes” for the value_if_true argument.  
Use “No” for the value_if_false argument. 
Use the Fill Handle to copy the formula in C18 to C19:C20. 
[bookmark: _GoBack]Set Conditional Formatting to show cells that did not meet the net income goal with Red Text (Figure 1).
Create a new worksheet, copy data, and apply formats. 
Add a new worksheet to the right of Jan – Mar and name it Qtr 1 Summary.  
Copy cells A1:D15 from Jan – Mar worksheet and paste into A1 of the Qtr 1 Summary worksheet.
AutoFit column A in the Qtr 1 Summary sheet to show all text.
Delete all amounts and column headings in B3:D15 on the Qtr 1 Summary sheet. Click Yes in the message window if prompted.
In cell B3 on the Qtr 1 Summary sheet, type Qtr 1. Use the Fill Handle to enter Qtr 2 and Qtr 3 in C3:D3.
On the Qtr 1 Summary tab, type the following data: 
	A17
	Goal Revenue

	A18
	Goal Expenses

	B17
	102%

	B18
	-2%

	C2
	Projected



Merge and center the label “Projected” across C2:D2.
Apply the Slice theme to the workbook.
Add functions and formulas to the Qtr 1 Summary worksheet.
Create a 3D formula in B5 that totals the gross revenues from worksheet Jan – Mar.
Copy the formula in B5 to B7:B15.  
Create a formula in C5 to calculate the projected Qtr 2 gross earnings using the percentage in B17.  Create a similar formula in D5 for Qtr 3 gross earnings.
Enter a formula in C7 that calculates the Qtr 2 expense for advertising using the projected 2% decrease in cell B18. Include absolute references as needed.
Use AutoFill to copy the formula in C7 to D7 and C8:D14.  
Enter a formula in cell C15 to calculate the projected net income.  Copy the formula to D15.
Create a Clustered Column chart for quarter 1 expenses and edit the chart elements.
Create a Clustered Column chart that displays the amount of each quarter 1 expense.
Add a legend to the right of the chart.
Switch row and column data if needed.  
Delete the Horizontal (category) Axis title. Hint: it may display as the number 1. 
Add primary horizontal and primary vertical title chart elements.
Label the x axis (horizontal) Expense Categories and label the y axis (vertical) Expense Amounts.
Title the chart Expenses for Quarter 1.
Move the chart so the top left corner is in cell F1 (Figure 2).
Copy the Qtr 1 Summary worksheet and name it Qtr 1 Filter. Hint: Use Ctrl + drag on the sheet tab.Figure  2- Integrated Project 1: Qtr 1 Summary  tab completed

Display the AutoFilter buttons and filter the Qtr 3 data by value to show only those cells greater than $2,000. 
Add AutoFilter buttons to B3:D15 on the Qtr 1 Filter sheet.
Apply a number filter to display values greater than $2,000 in the Qtr 3 column.
Clear the filter but leave the AutoFilter buttons.
Apply goal seek in the Qtr 1 Filter sheet to determine what the goal revenue percent would need to be to attain gross earnings of $27,000 for quarter 2.
Finalize the workbook with document properties, page setup options, and review options.
Add your name in the Author box and Blue Lake Sports Expenses in the Category box in the document properties.
Spell and grammar check the workbook.
Change the font size for the company name to size 16 on all worksheets.
Remove gridlines from view for all worksheets (Figure 3).
Apply landscape orientation to the Qtr 1 Summary and Qtr 1 Filter worksheets.  Fit each worksheet on one page for future printing.
Unlock cells B5:D5 on the Qtr 1 Filter worksheet.
Protect the Qtr 1 Filter worksheet with the password Password1.
Save and close the workbook.

Figure  3- Integrated Project 1: Qtr 1 Filter  tab completed
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