
Canine Concepts #2 
 
Adding Formulas to a Spreadsheet 
 
 

In this assignment, you are going to be copying and pasting data 
for a new week beginning November 16, 2015.  You will also be 
inserting headings and formatting text to create a professional 
looking document that is easy to read and understand.  Last, you 
will enter formulas to total each item’s total and each day’s total.    
 
1. Open Canine Concepts 1 

 
2. Highlight the range of A3 to G11.  Right click and copy. 
  
3. Go to cell A15 and click in the cell.  Right click and paste.  You should have two areas of 

data on this page. 
 

4. Key Grooming Income for November 16-21, 2015 in A14.  Don’t worry if the text is longer 
than the cell. 

 
5. Designate the column headings by labeling them using the fill shortcut.  Place Monday in 

cell B5 and continue to G5.  Do this again in cells B17 to G17.  Adjust cells as needed. 
 

6. To make the spreadsheet look better, you decide to move the Total (A23) down one line. 
 

7. Change TOTAL to Total Income. 
 

8. Place a new heading in H5 and H17 that says TOTAL 
 

9. Look at the example on the right side of the page.  Type the new information into the cells 
B18:G22. 

 
10. Your work should look like the example.   

 
11. Enter formulas that will add data horizontally and vertically.  Each cell that contains a 

formula has an asterisk (*) in it.  Remember, a formula always begins with an = sign. 
 

12. Format all Cells to show the $.  
 

13. Resave your file.   
  
14. Print and turn in.   

 



 Example with numbers before changing to $ 

Example with $ Signs—This should be what your final 
worksheet looks like., except for the formulas where the 
stars are. 

Enter this  
new data 
after copying 
and pasting 


