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Lab 10 – Microsoft Excel _ B 

 

 

Topics covered in this lab 

 Create a Clustered Cylinder chart 
 Change a worksheet name and worksheet tab color 
 Change document properties 
 Preview and print a worksheet 
 Correct errors on a worksheet 

 

Start 

 Open Microsoft Excel 2010  

 
Exercise 1 
 

 Do the following: 

 

 Merge cells A1 to C1.  Select the three cells then click on , make the font size 
22 and bold 

 Select columns A, B, and C, right click on the selected columns and choose , 
type the number 17 

 Select cells A2, B2, and C2.  Use the Fill Color button from the Home tab  to apply a black 
Fill Color to the cells 
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 Select the numbers in column C 

 
 Right click the mouse, choose  
 Click on Date (from the Number tab),  choose a type then click OK 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

 Click on cell B9 

 From the Home tab, click on , choose Sum 

 
 

 For the range, type B7 instead of B8 
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 Select all the numbers in column B  

 
 From the Home tab, click on the  button to set the numbers to 2 decimal places 

 
 
Create a Clustered Cylinder chart 

 
 Select the range A3:B7 (A3 to B7) 

 
 

 Click on the Insert tab 

 Click on  

 Then choose from the Cylinder area  
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 Click on the white area of the chart, and move it below the data, like this: 

 
 

 With the chart still selected, click on the design tab, choose style 35  
 Rename Sheet1 to Exercise 1 and choose a tab color for it 

 

Change document properties 
 

 Click on File, choose Info 
 From the right pane, click on Properties, choose Show Document Panel 
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 For Author type your name, for Subject type ITE100 

 
 
 

 
Save a workbook 
 

 Click on File, choose Save As 

 
 

 From the Save As dialog window, click on the Q drive from the Computer category 

 Save the worksheet inside the ITE100 folder, inside , name it 
lab10_yourName 

 
 


