CLAIT

Unit 4 Spreadsheets

Exercise 3

1. Replace the abbreviation Elec with Electricity and Ins with Insurance.

2. Adjust the widths of any columns that are not wide enough to display the longest entries.

3. Display the column headings so that Costs is left justified and the remaining headings are right justified.

4. Display the numeric data in the Jan, Feb, Mar and Apr columns to two decimal places.  

5. The figures in the Totals column should be displayed in integer format.

6. Save the spreadsheet as Expenses3 and print one copy.

7. Print a copy displaying all the formulae used.
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