Info Tech 1 Final

Page 3

Information Technology 1 Final
Using Microsoft Office (Word, Excel, and PowerPoint), complete the following tasks.  
Create a folder named Last Name Info Tech Final in your Cobra Drive. Save each file you create for this final to this folder. Be very accurate in your work – points will be deducted for all errors.
EXCEL

1. LNE BOOSTERS need their sales data stored in a spreadsheet. Start Excel and create a new blank spreadsheet. Save as LastNameBooster.

2. Enter the following data using proper formatting and labels.  Bold the column titles and right align all but Name. Italicize Total and Average.
	Name
	Quantity
	Cost
	Total Cost
	New Cost
	New Total

	Staples
	120
	$2.50 
	 
	 
	 

	Pencils
	314
	$2.10 
	 
	 
	 

	Markers
	613
	$0.95 
	 
	 
	 

	Notebook
	180
	$3.75 
	 
	 
	 

	Poster board
	420
	$6.39 
	 
	 
	 

	Paperclips
	150
	$12.35 
	 
	 
	 

	Blue Pens
	321
	$13.65 
	 
	 
	 

	Total
	 
	 
	 
	 
	 

	Average
	 
	 
	 
	 
	 


3. Find the Total Cost in Cell D2 by multiplying the Cost by the Quantity.
4. Inflation has raised the value of inventory by 10%. Enter 10% into cell G1. 

a. To find the New Cost, multiply the Cost times the value you entered in G1 (G1 should be an absolute cell reference).

b. To find the New Total, multiply the New Cost by the Quantity.

5. Find the Total and Average below each of the columns and format appropriately!

6. Create a Column Chart of the 7 items for sale using Cost and New Cost. 

a. Name the chart (title) Your Name’s Cost Comparison. 

b. Title the x-axis “Supplies” and the y-axis “Cost.” 

c. Make sure your chart looks nice!

7. Save and close.
Word
1. Start Word, and open a blank document. Save as “LastNameWordFinal” to your Last Name Info Tech Final folder.
2. Change the style to “No Spacing” and type the following:

Today’s Date

Dear Contributor:

The Booster Club at Lincoln Northeast High School has held several fundraisers during the past year. We continue to look for new opportunities to raise money for our school.

Below is a graph that depicts the costs we had in 2015.

As you can see, our costs have increased. In order to assure our goals are met, we are asking local businesses to help us. Your business can accomplish this through donations of:

· Time

· Products

· Money

· Facilities

Sincerely,

Your Name

Lincoln Northeast Booster Club

3. Change the margins to 1 inch (all sides).

4. Change the font of the entire document to 12 point, Calibri.

5. Use the Replace command to change every instance of the word “businesses” to the word “organization.”

6. Bold face and underline “donations” in the last paragraph.

7. Underline Lincoln Northeast High School in the first paragraph AND make it italics.

8. Highlight the three paragraphs and set a .5 inch first-line indent.

9. Copy and paste the chart you created in Excel between the second and third paragraph and center it.

10. Change the list of possible donations (time, products, money, and facilities) to a numbered list.

11. Using Word Art / Graphics create an attractive letterhead for your letter at the top of the page (e.g., in the header). It needs to include the following information and some sort of appropriate graphic (e.g., LNE logo):

a. LNE Booster Club, 2635 N. 63rd St, Lincoln, NE 68507
b. Center it horizontally. Make sure it is an appropriate size.

c. The letter should begin two returns (DS) after your letterhead.

12. Add a footer on the document with your name left aligned.

13. Save and close. 
PowerPoint  
1. Start PowerPoint and open a Blank Presentation. Save as “LastNamePPT” to your Last Name Info Tech Final folder. 
2. Create a PowerPoint presentation with the following slides:
a. Title Slide – Information Technology 1 and Your Name

b. Slide 2 – What I learned in Word

i. Margins

ii. Bold, Underline, Italics

iii. Find and Replace

iv. Headers/Footers

c. Slide 3 – What I learned in Excel

i. Formulas – SUM, MIN, MAX, AVERAGE

ii. Charts – Column, Pie

iii. Other Calculations

d. Slide 4 – What I learned in PowerPoint

i. Adding Slides

ii. Pictures

iii. WordArt

iv. Transitions

v. Animations

e. Slide 5 – What I liked Best and Why

i. Tell me what program you enjoyed the most and why.

2. Add the following requirements:

a. At least two images/pictures

i. Use Picture Effects and/or styles on all pictures you include

b. At least one WordArt

c. Apply a nice Design Style to entire presentation

d. Add transitions between all slides

e. Add animation to Slide 5

3. Save and close.
FINAL REQUIREMENT:
Copy ENTIRE Last Name Info Tech Final folder to your “to be graded” folder on Cobra for credit.

