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Question 1 
 
Complete the following Petty Cash statement.  Save with an appropriate file name. 
 

 
 
 
1. Change the font of the worksheet title to 22 point, Times New Roman. 
2.  Center the worksheet title over columns A-G. 
3.  Align the column headings appropriately. 
4.  Format the column headings to 12 point bold. 
5.  Perform calculations where indicated by question marks (tip: delete all question 
marks first). 
6.  Format the cells E6, F8 and G8 using currency style with a fixed dollar sign. 
7.  Format cells F9-G16 using comma style. 
8.  Format cells G20 and G21 using currency style with a floating dollar sign. 
9.  Apply conditional formatting to cells F8-F16 so that values over $10 appear in green 
and values $10 and under appear in red. 
10. Apply a blue dotted line border around G8-G21. 
11.  Print the worksheet showing the formulas as well as gridlines and headings for the 
rows and the columns, using landscape orientation.  Ensure that it prints on one page. 
12. Print a regular copy of the worksheet in portrait orientation showing gridlines and 
headings for the rows and the columns.  Save the worksheet.  
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Question 2 
 
Complete the following worksheet. 
 

 
 
1.  Create a folder on your floppy called Practice.   
2.  Open Question One in the Exam folder.    
3.  Save as Operating Expenses in the Practice folder.  Resave frequently. 
4.  Change the font size of the worksheet title in cell A1 to 20 points.  
5.  Change the font size of the worksheet title in cell A3 to 16 points.  
6.  Center both titles across columns A-F.    
7.  Calculate formulas in cells F6-F12, A12-E12, and F14-F16.  
8.  Format B6-F6 and the Total row in currency style with a fixed dollar sign. 
9.  Format cells F14-F16 using the currency style with a floating dollar sign. 
10. Format all other value cells using the comma style.   
11. Create a pie chart showing the Expenses for Quarter 4, only.  
12.  Move the chart so that it is beside the worksheet (e.g. A5-L14, approximately). 
13. The chart title is Operating Expenses for 4th Quarter.   
14. Add a border around the title.    
15. Show the data labels as values.    
16. Change the font of the legend and the labels to 8 points.  
17. Change the font of the legend and the labels to Times New Roman.  
18. Print a regular copy of the worksheet with grid lines and row and column headings. 
19. Ensure that you use landscape and that the worksheet fits on one page. 
20. Re-save the workbook.     



Skills Canada 
Practice Excel Files 

Page 3 
 
Question 3 
 
Create a pie chart for the following information. 
 

 
 
 
Question 4 
 
Format the chart below as indicated.  Practice making different types of charts on the 
provided material. 
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Question 5 
 
Create the worksheet shown below.  Then follow the instructions which follow.   

  
 

 
A 

 
B C D E 

 
F  

1 
 
Coaches Reality - Sales for June  

 

 
2 

 
 
 

 
 

 
3 

 
 
 

 
 

 
4 

 
Customer 

 
Address Asking 

Price 
Selling 
Price 

Difference 
 
Commission 

 
5 

 
Landry 

 
23 West Street 450000 350000  

 
 

6 
 
Spurrier 

 
34 New Cove 
Road 

750000 648500  
 

 
7 

 
Shula 

 
45 Thompson 
Lane 

350000 275000  
 

 
8 

 
Lombardi 

 
67 Young Street 275000 250000  

 
 

9 
 
Johnson 

 
11 West Street 189000 189000  

 
 
10 

 
Erickson 

 
89 Highland Drive 456000 390000  

 
 
11 

 
Bowden 

 
34 Torbay Terrace 300000 265000  

 
 
12 

 
 
 

Totals  
 

 
13 

 
Commission %: 0.035  

 

 
 
2. In the appropriate cell, calculate the difference between asking price and selling 

price. 
 

3. In F5, calculate the commission paid on the selling price.   Is there an absolute 
cell reference? 

 
4. Copy formulas where appropriate. 

 
5. Calculate the total asking price, difference, and commission. 

 
6. Select the range C5:F12 and format the numbers so that they appear with dollar 

signs, commas and no decimal places. 
 

7. Select C13 and format the number as a percentage. 
 

8. Centre the title across the width of the worksheet. 
 

9. Add in 3 rows between 12 and 13.  Adjust the size of the cells as necessary. 
 

10. In B13, place the title Highest Selling Price. 
 

11. In B14, place the title, Lowest Selling Price.
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12. In B15, place the title Average Selling Price. 

 
13. Calculate all of the above for Asking Price, Selling Price, Difference, 

and Commission. 
 

14. Create a line graph which plots the difference between selling price and 
asking price with the following specifications: 
 

a. Chart Title should be Coach Reality – Selling vs Asking. 
b. Series 1 should be changed to Asking Price. 
c. Series 2 should be change to Selling Price. 
d. The X axis should be labelled Customer. 
e. The Y axis should be labelled Price. 
f. Save in a separate sheet. 
 

15. Print a copy of the graph. 
 

16. Print a formulas version of the worksheet. 
 

17. Print a values version of the worksheet. 
 

18. Change the commission to 20%.  Print a values version of the new 
worksheet. 
 

 


