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i/& [il! Work in pairs. Using the clues in the box below take turns describing the

WORDS. Can your partner guess the right WORD?
Example: It's written in plain text bold and underlined. Number 4? That's
right.
1. word enlarged
| 2. word ;
| " » underlined
i 3. “wor ST
{ italics
! 4. word
: 5. [word] bold
6. (WORD) CAPITALS
“quotation marks”
7. WORD i
” " highlishting
8. [ word'] (parenthesis)
| 9. (WORD) [Erackets]
‘ 10. word

plain text

Spreadsheets and diagrams

% |z Look at the spreadsheet and answer the questions on page 79.
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3 "F"}& 2nd Quarter srd ‘Quarter 4th Quarter

=

|

Ag‘né%gg} iRl 295000 | 295000 295000  2950.00
: 3 67500 | 55500 58900  635.00
i 4 [Clothes 255000 134000 166600 219800
i 5 |Food. 220000 219900  1989.00 190500
6 |Fees/Enter - 50100 = 670.00 . 220.00
7. Transpo_lj_t ) . 776.00 5 250 00 ;
8 |Misc. 1,550.00 - 151000

9 |Total Expenses = 11,758. oo_ . 9,990.00  10,120.00 14 668.00 =
10 !4 BESE ek e " . G e = eTmpeiaus v
11 |interest ~3,050.00 3,150.00 233.00 24500 '
‘ 12 |Stocks ! 444700  3,987.00
3 13|Rent 1,500.00 1,650.00
14 Fees ) 120.00 j - 660.00
: 15 |Salary . 7,20000 | 7,500.00
| 16 |Total revenue '_ 13,500. 00 © 14,042.00
17 R
48 |Tolal i 311600 - 6010.00  3310.00 - 82600 .
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Steblgard 2007

Application software

1. What does this spreadsheet provide information about?

2. What are the three basic elements of a spreadsheet called?

3. How many rows are there altogether?

4. How many months does a column represent?

5. What does the cell at the intersection of the fourth column and the fifth |
row tell you? ’ E

6. When do you think a number of new shares were bought? What makes |
you think so? Where did the money come from? B :

7. s there any quarter in which expenses exceeded earnings? :

8. Are there any seasonal fluctuations in expenditures? Can.you think of any i
explanations? ‘ @ i

9. You have just received delayed payment for a consulting job completed in :
December.Which cell(s) will be affected? '

10. What formula do you need to compare quarterly earnings and expenses?

i |% Find the English equivalents for the following German words in the %
spreadsheet on page 78. '
1. Nebenkosten * 5. Ausgaben
2. Hypothek 6. Einnahmen
3. Zins 7. Honorar
4. Aktien 8. Sonstiges

R |~ Match the diagrams to their labels.
1. bar chart A B
2. flow chart Month Jan |Feb |Mar Twin Cities  [Airport Art gallery Underground
3. line graph Rainfall 17 120 |15 |Regensburg °
. Sunny days (16 |11 |20 Odessa .
4. grid Average 5 |10 |12 Aberdeen . ° .
5. matrix temp.
6. organigram
7. pie chart @
8. table .
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