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ENTRY LEVEL TECHNOLOGY STANDARDS FOR PROFESSIONAL EDUCATION

BASIC TECHNOLOGY LITERACY EXAM

SAMPLE TEST

MODULE 2:  SPREADSHEET

1. Open the Spreadsheet program. (Test sites uses Microsoft Excel 2007)

2. Create the spreadsheet shown below.  Key and bold your name in A1 [Your Name].

3.  Key and bold the Month Date and Year [M/D/YY] in E1.

4. Key and bold the title CARNIVAL BOOTH SALES in A3.  

	
	A
	B
	C
	D
	E

	1
	[Your Name]
	
	
	
	[M/D/YY]

	2
	
	
	
	
	

	3
	CARNIVAL BOOTH SALES
	
	
	
	

	4
	
	
	
	
	

	5
	
	DAY 1
	DAY 2
	DAY 3
	TOTAL DAYS

	6
	BOOTH 1
	455
	534
	478
	

	7
	BOOTH 2
	95
	125
	178
	

	8
	BOOTH 3
	255
	237
	210
	

	9
	
	
	
	
	

	10
	TOTALS
	
	
	
	

	11
	
	
	
	
	

	12
	Average
	
	
	
	

	13
	Minimum
	
	
	
	

	14
	Maximum
	
	
	
	

	15
	
	
	
	
	

	16
	
	
	
	
	

	17
	
	
	
	
	

	18
	
	
	
	
	


5. Key and bold the following according to the sample above:  DAY 1, DAY 2, DAY 3, TOTAL DAYS, TOTALS, Average, Minimum and Maximum. 

6. Using the Header/Footer option, create a custom header placing your name right aligned and create a footer with the date center aligned.

7. Adjust column widths so that all text is visible.

8. Save the spreadsheet in the SPREADSHEET folder on your flash drive or hard drive as CARNIVAL.

9. Print the Carnival Spreadsheet.

10. Cut the contents of Column E and move to column F.

11. Insert the following in Column E:  (note:  bold DAY 4)



DAY 4



433



155



213

12. Delete Column C.

13. Move your name to Cell D1.

14. Insert a new row between rows 5 and 6.

15. Center the title of the spreadsheet, CARNIVAL BOOTH SALES, across columns A through E.

16. Align all numeric cells to center horizontally.

17. Insert formulas to find the TOTALS for Days 1, 3, and 4 and the TOTAL DAYS for BOOTHS 1, 2, and 3.  

18. Insert formulas to create the Average for Days 1, 3, and 4.  
19. Insert formulas to create the Minimum for Days 1, 3, and 4.
20. Insert formulas to create the Maximum for Days 1, 3, and 4.
21. Format all Totals for Currency with two decimal places.

22. Create a pie chart (your choice of type) from the ranges A7:A9 and E7:E9.  Title the chart Carnival Booth Sales.

23. Place left corner of pie chart in A18. (Note:  chart will be in a graphics window) 

24. Show currency value on the pie chart.

25. Save spreadsheet  as CARNIVAL.

26. Compare your final product with the directions given above.
27. Print the spreadsheet in landscape orientation.

28. Print spreadsheet again.  Only, this time print formulas.  
29. Close spreadsheet.

30. You should be able to complete this module in approximately 40 minutes.

31. Proceed to Module 3.







