Excel 2003 Assignment for Learner Web - Medical Office Preparation Learning Plan

Your boss has asked you to plan an office party. You have a $500 budget. Your costs include food and decorations. Using an Excel 2003 spreadsheet, complete the following steps to create a budget that includes an estimate of expenses, the actual cost, and the difference between the estimate and actual costs. To submit your work for a grade, follow Step 20.

Step 1: In cells A1 – F1, merge and center the spreadsheet title: Office Party Budget.

Step 2: Format the spreadsheet title using 16 pt., Arial font.

Step 3: In cell A3 type: Food

Step 4: In cell A11 type: Decorations
Step 5: In cells B4-B11 type: 
fruit platter

cheese platter

meat platter

buns

condiments

beverages

cake

total food

Step 5: In cells B13-B19 type:
streamers
balloons
table cloths
napkins
plates
cutlery
total decorations

Step 6: Enter the following titles:


C3: Estimated cost


D3: Actual cost

E3: Difference
Step 7: Enter the following estimated and actual costs in cells C4-C10, and D4-D10:

fruit platter
$40.00 
$42.50 

cheese platter
$40.00 
$42.50 

meat platter
$50.00 
$47.50 

buns

$30.00 
$31.95 

condiments
$15.00 
$16.72 

beverages
$80.00 
$96.00 

cake

$50.00 
$49.95

Step 8: In cells D11 and E11, use the AutoSum function to calculate the total food costs.
Step 9: In cell E4, calculate the difference in estimated and actual costs with this formula: (C4-E4). Don’t forget to start with the = sign!
Step 10: Use the fill handle to copy the formula in cell E4 all the way down to cell E11.

Step 11: Repeat steps 7-10 for the Decorations budget. Start with cells C13-C18, and 
D13-D18, and use the following estimated and actual costs:

streamers
$15.00 
$12.00 

balloons
$35.00 
$30.00 

table cloths
$15.00 
$16.75 

napkins
$15.00 
$10.00 

plates

$15.00 
$11.50 

cutlery

$15.00 
$15.00

Step 12: In cell A21, type Total Budget. In cell B21, type $500.00. 
Step 13: In cell A22, type Total Itemized Costs.

Step 14: In C22, add the total food and decoration costs by entering the formula

(C11+C19).
Step 15: Use the fill handle to copy the formula in cell C22 to cell D22.
Step 16: In cell A23, type Total Budget Remaining.

Step 17: In cell C23, calculate the total budget remaining by entering the formula (B21-C22)

Step 18: Use the fill handle to copy the formula in cell C22 to cell D23.

Step 19: Apply bold formatting to the following cells: A21, A22, A23, A3, A11, B11, B19, C3, D3, E3.

Step 20: Save your work to your computer or on a flash-drive if you are not at home. Call the workbook: OfficePartyBudget_YourName.xls. 

Go back to Learner Web.  Go to the Computer Skills – Excel Workspace.  

Click "BROWSE" below to find your saved assignment and upload it to Learner Web. 

After you finish uploading the document, click "SUBMIT."

