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Model Excel _ “Data Entry & Fx” 
45 pts. 

 
 
 
 
 
 
 
 
 
 

 
Preparation 
What is a Spreadsheet? 
Understanding the Interface: Tabs, Rows, Columns. 

1. Enter Text (Subtract 1pt for each typo). 5 pts. 

2. Enter Data 5 pts. 

3. Insert/Delete Row/Column_Cut/Copy/Paste_Shading. 5 pts. 

4. Formatting 

4.1 Adjusting Columns Widths. (5pts.) 

4.2 Merging and Centering Cells. (5pts.) 

4.3 Font, Size and Color. (5pts.) 

4.4 Data Formatting: Dollar Sign and Decimal Point. (5pts.) 20 pts. 

5. Function Key: Sum Key. 5 pts. 

6. Borders 5 pts. 
  

Total:  
 


