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Instructor Name: ____________________________________
Course Information: ______________________________________
1. Open the Excel workbook titled e11A_PCPT_Data.
2. Save the workbook as 11A_PCPT_Firstname_Lastname (replace Firstname_Lastname with your first and last name).
3. Create an Excel table for the range A4:F58.
4. Insert two columns between columns A and B. Type Order Y/N in cell B1 and Order Amount in cell C1.
5. In cell A1, type Adamantine Jewelry. In cell A2, type Gemstone Order Sheet. Center and Merge A1 and A2 across A1:H1 and A2:H2, respectively.
6. Fill A1:A2 with Blue, Access 1, Lighter 80%. Format A1 with Calibri 16 point. Format A2 with Calibri 11 point.
7. Freeze the window so that headings in row 4 do not scroll.
8. Orders are placed if the amount on hand is less than half the minimum order amount. Use a function in cell B5 to return a “Y” if the amount on hand is less than half the minimum order amount and an “N” if the amount on hand is more than half the minimum order amount.
9. The order amount column needs to reflect the amount in the minimum order column only if the corresponding Order Y/N entry in column B is Y. Use a function in cell C5 to return an “NA” if an order should not be placed and the minimum order amount from column D if an order should be placed.
10. Create a conditional formatting for the cells in column B in which the value is “Y”. The conditional formatting needs to fill the cell with yellow fill and dark yellow text.
11. Sort the table in ascending order based on the Order Y/N column.
12. Enter the following data:
	Cell
	Data

	A60
	Number of Orders

	A61
	Average Order Size

	A62
	Minimum Order Size

	A63
	Maximum Order Size

	A64
	Total Order Amount

	A65
	Median Order


13. Use a function in cell B60 to count the “Y” values in column B.
14. Use a function in cell B61 to average the order amounts in column C. Decrease the result to two decimals.
15. Use a function in cell B62 to return the minimum order amount.
16. Use a function in cell B63 to return the maximum order amount.
17. Use a function in cell B64 to return the total order amount.
18. Use a function in cell B65 to return the median order amount.
19. Filter the list to display only those rows for orders of Blue Agate and Green Jade.
20. AutoFit all the columns.
21. Create a footer with the following information: 
Left side: file name
Right side: current date
22. Change the orientation of the worksheet to Landscape. Change the margins to Narrow. Center the worksheet horizontally on the page.
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