Creating and Manipulating a Worksheet
1. Create the following spreadsheet by entering all the information.  Insert a formula to calculate the total cost for each item.  Hint:  Total cost = Quantity * Unit cost.  Also use the SUM function to find the total cost.  Save the file as Grocery_List_xx.  Substitute your initials for the xx.  Print.
[image: image1.emf]ItemQuantityUnit CostTotal Cost

Milk13.993.99

Bread22.494.98

Steak46.4925.96

Potatoes40.793.16

Cokes33.5910.77

Coffee16.996.99

Lunch meat24.298.58

Potato chips22.995.98

Candy bars40.893.56

Total Cost73.97

My Grocery List


2. Open Grocery_List_xx and make the following changes:

a. Milk to 2% Milk

b. Potato chips to Doritos

c. Unit Cost of lunch meat to $3.99

d. Item to Grocery Item

e. Quantity of Cokes to 5

3. Add rows at the bottom of the worksheet for:

a. Average Cost per Item – use the average function to find the average cost of each item

b. Number of Items Bought – use the count function to find the total number of items purchased.

c. Highest Priced Item – use the maximum function (MAX) to find the highest priced item bought.

d. Lowest Priced Item – use the minimum function (MIN) to find the lowest priced item bought.

4. Change the name of Sheet 1 to Groceries.  Delete Sheet 2 and 3 from the workbook.  Save the file as Grocery_Totals_xx.  Print.  
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		My Grocery List

		Item		Quantity		Unit Cost		Total Cost

		Milk		1		3.99		3.99

		Bread		2		2.49		4.98

		Steak		4		6.49		25.96

		Potatoes		4		0.79		3.16

		Cokes		3		3.59		10.77

		Coffee		1		6.99		6.99

		Lunch meat		2		4.29		8.58

		Potato chips		2		2.99		5.98

		Candy bars		4		0.89		3.56

						Total Cost		73.97
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