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PRDV252: Unit 9.3 Activity 
Practice Exercise for Unit 9 

 
In this exercise you will be formatting worksheets that have been grouped together. 
Then, you will create a formula on the Summary worksheet that drills down through the 
other worksheets to get a combined total.  
 
The workbook has already been started for you, so open up the excel file that 
accompanies these instructions and save it to your workspace. The file attached is the 
older version of Excel (.xls), but if you have a newer version you should save it in the 
newer .xlsx format so that all of the features of the newer versions of Excel are available 
to you. The screenshots that accompany these instructions were generated with Excel 
2010. 
 
There are four worksheets: Summary, Seattle, Portland, and Boise. Look over the 
worksheets before starting and notice the similarities. Each worksheet has sets of 
figures in the same places on the worksheets. The only difference is the quarterly sales 
totals for each store location. 
 
1. Group all four worksheets. Check that the Title bar now shows [Group]. Now you will 
be formatting all of the worksheets at once. Individual formatting will come later.  
 
2. Merge & Center the title across cells A1:F1 and increase the font to 18 point. 
 
3. Using the SUM function, create totals for both column F and row 7. 
 
4. Select cells B3:F6 and format as Comma Style with 0 decimals.  
 
5. Select B7:F7 and format as Accounting Style with 0 decimals. 
 
6. Reformat the word Total in cell A7 so it is bold and right aligned. 
 
7. Reformat the column headings in row 2 so they are bold and center aligned. 
 
8. Create a bottom border for cells B2:F2 and B6:F6. 
 
9. Now, to individualize each worksheet, the Grand Total cell (F7) and the Title cell (in 
row 1) in each worksheet should have matching fill colors, but the colors should be 
different for each worksheet. In order to do this, make sure you ungroup the worksheets 
first! You can choose any color you like, but individualize each worksheet as shown in 
the example below. 
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Now, for the Summary worksheet, you are going to drill down through the three store 
worksheets to get the totals for each category in each quarter and then use the SUM 
function to finish the worksheet. 
 
10. In the Summary worksheet, type =SUM( in cell B3. 
 
11. With your mouse, click the Seattle worksheet to make it active and then select B3. 
 
12. Hold down the Shift key and click the last worksheet (Boise). At this point, you can 
hit Enter without typing the closing parenthesis; Excel will do that for you. It will also 
take you back to the Summary worksheet. Notice the formula shown in the formulas 
bar. It should say =SUM(Seattle:Boise!B3). (See the image on the next page.)  
 
Even though you had clicked Seattle B3 then Boise, Excel reformatted the formula to 
include all of the worksheets between Seattle and Boise, which includes Portland, and 
then assigns cell B3 of each of those worksheets to the formula in cell B3 of the 
Summary worksheet. The answer should be 11,000.  
 
13. Now, practice using this technique by doing the same thing for Qtr 2 Shoes of the 
Summary worksheet. 
 
14. Do the same thing for Qtr 3 Shoes. 
 
15. Do the same thing for Qtr 4 Shoes. 
 
Note: You can also use the fill handle to copy the formula over and down. To practice 
this: 
 
16. Delete the values in C3:E3. Select cell B3 and use the fill handle to copy the formula 
over to E3. Now with cells B3:E3 highlighted, use the fill handle to copy down through 
row 6. 
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17. Make sure that the totals in column F and row 7 are showing. If they are not, use the 
SUM function to complete them. 
 
18. Make any format changes you want to the Summary worksheet. 
 
19. You should also change the color of the tab for each city to match the color you 
used in the title on that worksheet. Your work should look similar to the example below. 
 
20. Save your work before closing Excel. 
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