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PART ONE—Before you start, be aware that on the real final the instructor will check the settings in your worksheets. Example:  She will check to see that your sort settings are correct to render the results you show on your worksheet.  Therefore, merely moving the records around so that they look as if they had been sorted will not earn any points.  If you do not know how to use a specific feature, you can use the help feature to aid you. Although it may be tempting, “faking it” will not work here.  If you have questions, ask only the instructor.  Asking another student will be interpreted as cheating.

Change to landscape orientation, and create the database shown in Figure 1.  Do not concern yourself with formatting unless asked to do it. 
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1. The commission is 7% of sales.
2. Sort the database in high to low order by commission.  Name the worksheet sorted comm.
3. Create a new worksheet.
4. Then go back to high low comm and select all the cells A1 to G20.
5. Ctrl-C to copy the cells.
6. Go to the new worksheet, and click in A1. 
7. Ctrl V to paste the copied cells into the new sheet.

	You will be using this pattern of copying and pasting steps several times during the test.

1. Name the new sheet sorted within
2. Using custom sorting, sort the database in A to Z order by first name within last name within city within state.

3. Create a new worksheet and name it subtotals.
4. Copy your work in the sorted within worksheet into the new worksheet.
5. Using the subtotal feature, subtotal the sales and commissions of each state. 

6. Create a new worksheet.
7. Name the new worksheet rye.
8. Copy your work in subtotals to rye.
9. Remove the subtotals and convert the range back into a database. 
10. Putting your criteria in the criteria range and using the advanced filter feature, extract only those records where the city is Rye. Be sure that the extracted records copy to the extraction range.  Any use of autofilter buttons will not receive credit.

11. Create a new worksheet and name it brea.
12. Copy your work in rye to brea.
13. Extract only those records where the city is Brea or the commission is greater than 6500. Be sure that the extracted records show up in the extraction range.  Any use of autofilter buttons will not receive credit.

14. Create a new worksheet and name it texas.
15. Copy your work in brea to texas.
16. Extract only those records where the state is Texas and sales are greater than 90000.  Any use of autofilter buttons will not receive credit.

17. Create a new worksheet and name it dbase functions. 
18. Copy your work from texas to the new worksheet.
19. Select your database, and name it database in the name box. 
20. Using the appropriate database function, calculate the total commission for the state of California in N5.
21. Using the appropriate database function, calculate the number of reps in the state of New York in N7.  Do not use COUNTIF here.
22. Using the appropriate database function, calculate the average sales for the state of Texas in N9.
23. Using the appropriate database function, calculate the highest commission for the state of California in N11. 
24. Using the appropriate database function, calculate the lowest sales for the state of Texas in N13.
25. Using the COUNTIF function, calculate the number of female reps in N15.  You must use COUNTIF in order to receive credit for this part of the exam.
26. Using the SUMIF function, calculate the total commission for female reps in N17.  You must use SUMIF in order to receive credit for this part of the exam.


PART TWO—Vertical LookUp Table —Extra Credit   
                                                                                        
1. Add a new worksheet to your workbook, name it vlookup, and type the information shown in Figure 2.
2. Use the appropriate function to determine the total sales for each sales representative in the total column.
3. Name the vertical lookup table incentives.
4. For each person, write a vlookup function in the category column to look up that person’s category. The lookup values will be the total sales.  The categories are colors.
5. For each person, write a vlookup function in the incentive column to look up that person’s incentive. The lookup values will be the total sales.  The incentives are the trips.
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Figure 2
Part 3, Extra Credit—Two-Way Data Table

Add a new worksheet.  Name it data table.  You have decided to buy a car and want to see the monthly payments at various interest rates and over several years.  Complete the two-way (two input cells) data table shown in Figure 3.  Term means the number of months to pay back the loan.  The down payment will be 10 percent of the price. Set it up as shown below.  Format cells C8 to I20 for comma.


Figure 3
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Figure 4

When you are finished with the real final, you will raise your hand so that the instructor can come by and copy your test to her usb for grading.  Leave the real test paper on the keyboard.  Do not take it.


Submit this practice final exam via Canvas to receive credit for it.
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