
Microsoft Excel Directions 
 

Ecology – Spreadsheet Assignment #1 
 

1. Log in to Microsoft 365 using your Lenape account. 

2. Begin a new spreadsheet.  

3. Name the spreadsheet Ecology 

4. Type the information below in your spreadsheet 

 

5. Adjust Column A width.   

6. Merge and Center Title across spreadsheet 

7. Create a formula in Column D to calculate the Subtotal.   

a. Every formula starts with an equal sign.  

b. Use the Cell Reference for all your formulas.  

c. To find the price in Column C, multiply the quantity by the price.  

d. Formula for Column D is =B5*C5 

e. Copy the formula down for all the products.  

8. Create a formula in Column E to calculate the state tax.  (use 7% tax rate).  Copy down the 

formula. 

a. To find the State Tax, multiply the Subtotal by 7% 

b. Formula for Column D is =D5*7% 

c. Copy the formula down for all the products.  

9. Create a formula in Column F to calculate the Total price.  Copy down the formula. 

a. Add the Subtotal and State Tax together to get the Total Price. 

b. Formula for Column E is =D5+E5 



c. Copy the formula down for all the products.  

10. Calculate a formula in Row 14 to calculate the total of Column B.  Copy across the formula. 

a. For this, you will use the sum function.  The sum function allows you to easily add a 

range of cells.   

b. For this formula, put the cursor in Cell D14 

c. Click on the Home ribbon, click on AutoSum and choose Sum  

d. The following will now be inserted in D14 = =SUM( 

e. Now highlight Cell D5 to Cell D12. 

f. Hit the Enter key and now your formula/function is entered in the cell. 

g. Copy the formula across to the State Tax and Total columns. 

 

11. Format the total row for currency. ($ with two decimals) 

a. Select the three cells in the Total row. 

b. Click on the Home ribbon and click on the $ in the middle of the ribbon. 

 

12. Format all other money values with commas and 2 decimal places. 

a. Select all the other cells that are dollar amounts. 

b. Click on the Home ribbon and change the drop-down box from General to Number.  

c. Increase or decrease the decimals using the icon below the drop-down box so each 

amount shows two decimal places.  

13. Bold the column headings. 

14. Format the title to a 14-point font with color of choice. 

15. Sort the spreadsheet in ABC order by items. 

a. Highlight all the Items and the corresponding columns all the way over to the Totals 

column.   

b. From the Home ribbon, go to Sort & Filter, and choose Sort A to Z.  

16. Share the spreadsheet (edit mode) with your teacher for a grade.  

 
 


