Grading Rubric – Spreadsheets Lab

Class:


Professor:


Notes:


Solution Filename:
Staff Expenses.xls

	Description
	Pts
	Your Score

	Student name entered in cell A2.
	2
	

	“License Fees” row added above “Meals and Entertainment” row.
	7
	

	Data entered correctly.
	10
	

	Correct formula entered to calculate mileage cost (multiply value in row 5 by absolute value in J1).
	5
	

	Data entered for April, May, and June entered using a formula adding 20 to the data in January, February, and March.
	5
	

	SUM function used to calculate totals in Qtr1 and Qtr2 columns.
	8
	

	SUM function used in Total row to add all data above except Mileage row.
	8
	

	Columns added after Qtr columns to show Averages; AVERAGE function used to calculate averages; Qtr columns not included in average
	8
	

	Mileage allowance number moved back to cell J1.
	2
	

	All data formatted as Currency except Mileage, which is formatted as General or Number.
	4
	

	Title in cell A1 formatted in larger font and different color and style.
	4
	

	Total row has yellow fill and double underline under all formulas.
	4
	

	Column labels formatted with fill color of student’s choice and different font; row labels formatted with complimentary fill color and font.
	8
	

	Columns resized wide enough to accommodate all data.
	2
	

	Second quarter data placed correctly below first quarter data.
	5
	

	Qtr2 data and labels formatted the same as Qtr1 data and labels.
	5
	

	Pie chart placed correctly on sheet to the right of the data.
	5
	

	Pie chart contain correct data series (January, and mileage not included), title, and legend.
	8
	

	
	
	

	TOTAL POSSIBLE POINTS:
	100
	0


YOUR SCORE:  _______________
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