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. Start Excel, open E2-R1-Volunteers from your Excel Chapter 2 folder, and save it as E2-R1-
Volunteers2016.

Because many of the volunteers are the same each year, and you want to use the same basic structure for
the worksheet, it is easier to create a copy then to start all over.

. Create a copy of the 2015 sheet and rename it 2016.

The 2015 sheet did not use formulas for the calculations, so the data can be deleted. However, after your
sheet contains the proper formulas, you delete the input data only, leaving formulas such as Total for the
next year's calculations.

. On the 2016 sheet delete all data from 2015 for Miles Driven, Mileage Paid, Other Expenses, and Total
in the range BS:E10.

. Cheryl did not volunteer this year, so delete row 7 from the worksheet
. There was a new volunteer in 2016, 5o enter her name, Jessica Banderas, in cell A10.

. Enter the following data under mileage driven for the corresponding volunteers:

5 |Dave Lozano
6 |Sharon Foster

7 |Brad Bird

8 |Michelle smith
9 |stewart schott
[10 sessica Banderas

. Sort the volunteers by Miles Driven, from lowest to highest.

This year you want to calculate and compare the total and average miles driven for all volunteers to last
year's total and average mileage, so you will add row headings and formulas to both sheets at once.

. With the 2016 sheet active, notice row 11 is the first empty row and then go to the 2015 sheet and
ensure row 11 is also empty.
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. With the 2015 sheet active, select the 2016 sheet as well to edit both at once (remember to use the

Ctrl] key).

Now below the last volunteer, enter Total for the heading in cell A11.
In cell A12 enter Average for the heading.

Use Format Painter to copy the formatting from the title in cell A1 to the headings you just inserted in
the range A11:A12 and then decrease the font size to 12.

With the 2015 and 2016 sheets both still active, use AutoSum to add the total for miles driven in cell
B11.

Insert a formula using the Average function into cell B12, being careful to ensure the proper range
B5:B10 is selected (do not include the Total in the average calculation).

Apply Bold format to the range B11:B12 with the formulas you just created.
Go to the 2016 worksheet to see your formulas and notice that the 2015 sheet is no longer active.

Change the tab color for the 2016 sheet to Green, Accent 6 and change the tab color for 2015 to Blue,
Accent 5.

Save the workbook.
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5 |Dave Lozano 80
6 |Brad Bird 6
7 |Jessica Banderas 104
8 |Michelle Smith 164
9 |sharon Foster 173
10 |stewart Schott 205
11 |Total 822
|12 |Average 137
13





