I have attached an Excel spreadsheet called Computrain.  Open the attachment and follow the directions below.

1. In cell D17, enter a formula to compute the total projected expenses for January.  Copy the formula to the rest of the columns. (Click and Drag)

2. In Row 8, right align the column labels.

3. Select the range D9:O17 and format it as Accounting with the $ symbol and no decimal places.

4. Set up the worksheet for printing using the following criteria: a) Print the worksheet in portrait orientation on two pages with six months of data on each page.  If you have trouble getting 6 months of data on each page, go to Page Setup, select Page Tab, and scale the page to 85% or what ever is necessary.

5. Print one copy of the worksheet and save it as Computrain A.

6. Now open the file again. Rearrange the worksheet to print just one page with the summary of the totals.  You'll need to:

a) Copy the range C9:C17 and paste it in cell C22 and C35.  Remember, when you copy something, you can paste it numerous times. Cut the range J8:O17 and paste it in cell D21.

b) In cell D35 create a formula to calculate the total cost projection for the year for Extra Trainer Salaries.  Copy the formula to the remaining items on the list.

c) Change the text in cell C43 to Grand Total in Bold, and add a formula in cell D43 to compute the grand total.

d) Check the accuracy of the grand total formul by selecting the ranges D9:I15 and D22:I28 and viewing the sum with the Auto Calculate.

e) Type 12-Month Total in bold and 12 points right aligned in cell D34. 

f) Format cells D35:D43 to match similar cells in the tables above. Make the document fit to one page.

7. Print one copy of the worksheet.

8. Save the workbook as Computrain B.

