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Josh liked the projected income worksheet so well, he asked us to prepare a worksheet 

that compares actual sales to sales goals for the three Account Executives:  Travis, Judy, and 
Diane.  I’ve pulled the actual income figures together into one worksheet, but I thought you 
could complete it for Travis.  It needs a few formulas and functions. 

 
 

Perform these steps: 
1. Start Excel and open the Account Goals.xls file from the Excel Tutorial 2 Portfolio 

Project working folder. 
2. Type your first name in cell H1 and your last name in cell I1. 
3. In cell H9, enter a formula to find the 2002 actual sales totals for Allways Insurance. 
4. Copy the sales Total formula in cell H9 to cells H10 through H21 to find the 2002 Actual 

sales totals for each client. 
5. In column I, find the 2002 Goal for each client.  Examine and then copy the formula from 

I9 to cells I10:I21. 
6. In column J, find the percentage of the Sales Goal reached for each client.  Enter and 

copy a formula that divides the 2002 Actual Sales by the 2002 goal. 
7. Starting in cell A23, add labels to column A for Average, Maximum, and Minimum 

values.  Skip a line and add labels for Modified On and Created By. 
8. Enter functions to find the Average, Maximum, and Minimum statistics of all the data in 

the following columns: C, H, and I. 
9. In the cell next to the “Modified On” label in column B, use a Date & Time function to 

show today’s date.  Next to the “Created By” label, use a Text function to show your first 
and last name in a single cell. 

10. Use an AutoFormat to change the appearance of the text and data in the worksheet. 
11. Save the worksheet as Account Goals1.xls in the Portfolio Project folder of your working 

folder, and print a copy for your portfolio. 
12. As documentation for the worksheet, display formulas instead of values.  Format the 

worksheet to make it easy to read. 
13. Save the worksheet as Account Goals2.xls in the Portfolio Project folder of your working 

folder, and print a copy for your portfolio.  Your instructor will tell you when and 
whether you should e-mail your files or hand in your printed portfolio. 


