Quiz on Microsoft Excel
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Step 2. Data entry:

   1. Enter "Ice Cream Survey" in cell A1

   2. Enter "Flavor" in cell A2

   3. Enter "Number" in cell B2

   4. Enter the flavor names in cells A3 to A10

   5. Enter the corresponding number in cells B3 to B10

   6. Enter "Total" in cell A11

Step 3. Put your cursor over cell B11 and click to select the cell. You are going to ask Excel to find the total of the column of numbers you typed in cells B3 to B10.

Step 4. Be sure that cell B11 is selected, then click on the autosum button. It is the Greek letter sigma, and looks like the letter M lying on its side.

Step 5 Print your Quiz! (Set Print Area)
