Office Excel 2003

Tutorial 3 Internet Assignment

Presenting to the Board

The CEO of Zen Pharmaceuticals has asked you to present the findings of your mutual fund analysis at the next Board of Directors meeting. Because the board is limited to five members, the meeting will take place in the small executive conference room off the CEO’s suite. It includes a 10-foot table with computer and a high-resolution 19-inch monitor. Given you only have minutes to make an impact, your on-screen presentation and printed handouts must be perfect. Using your favorite Web portal, conduct a search on Presentation Tips to uncover the best practices for making Excel presentations. Pay particular attention to the following areas:

· Using color to influence mood and emotion

· Applying appropriate typestyles and font sizes for readability

· Breaking content into separate worksheets

· Special formatting attributes like bold, italics, underline, shadow, and so on

· Using the Zoom feature

· Avoiding busy backgrounds

· Printing multiple worksheets

1. Open the workbook entitled Mutual_Fund_Analysis(your_initials).xls that you created in Chapter 2. (If you do not have this file please contact your instructor.) In an effort to make the presentation easier to follow, move each mutual fund family onto its own worksheet with appropriate sheet names.


2. With your knowledge of typestyles and point sizes, format all sheets using an easy-to-view serif font of your choice. Enhance the look of all titles, subtitles, and URLs, using appropriate font sizes and formats. Be sure to use bolding and underlining.


3. Too much in the background of a presentation makes text hard to read. Turn off the gridlines for sheets.


4. Use Excel’s alignment tools to arrange all text, values, and formulas in a more presentable fashion. Your CEO likes symmetry; he would like the title Zen Pharmaceuticals centered across the columns of each sheet. He also thinks it is unnecessary for the board to view data from 1999.

5. Given your presentation is just before lunch, print a report containing all worksheets for the board’s perusal. Using Excel’s Zoom feature, identify the best setting for easy viewing.

6. Save the file as Presentation_for_Board(your_initials).xls, and turn in your electronic solution to your instructor.
