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Lesson 2—Exercise C

1. Start Excel, if necessary.

2. Save a new workbook as YourLastName_Exercise5

3. Type the title Flight Itinerary in Cell B2.

( Merge and Center the title over cells B2:H2

4. Starting in Cell B4, type the following column labels:  Airline, Flight Number, Date, From, To, Departure Time, Arrival Time.

a. Type the labels Flight Number, Departure Time, and Arrival Time on two Lines

b. Center the column Labels.

5. Type the data as it is listed below.  

6. Adjust the column widths as necessary to display the date.

7. Format the dates using the format March 14, 1998.

8. Adjust the date column width again, if necessary.

9. Format the Departure time and Arrival time Columns with the format 13:30

10. Save the workbook and exit Excel.  

Tests/Portfolio
Computer Applications 1

page 1

