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Project Overview: 
You will edit the Student File to meet specifications outlined in the project.  

Files Needed: 

 Travel Plan Student File  

Directions: 
1. Open the Travel Plan Student File by clicking on the name of the file and 

downloading it and then clicking “Enable Editing”. This Microsoft® Excel workbook 
will be used to complete the tasks detailed in the project.  

 
2. Once you have the workbook open, save the workbook as Your Name - Travel 

Plan. For example, if your name is Whitney Huang the file would be named 
Whitney Huang - Travel Plan.  

 
3. Rename the worksheet to be Travel Expenses. 
 
4. In cell B21, enter a function which adds the data in cells B11 through B20. 
 
5. Copy and paste the function from cell B21 to cells C21 through I21.  
 
6. In cell H4, insert a function which adds all of the transportation expenses together. 
 
7. In cell H5, insert a formula which shows the total lodging expenses. 
 
8. In cell H6, insert a function which adds all of the meal expenses together. 
 
9. In cell H7, insert a function which adds together the results of the functions and 

formula in cells H4 through H6. 
 
10. Add a conditional format to cell H7, which changes the cell color to light red with 

dark red text if the total expenses on the trip are more than $4,000. 
 
11. Save the file and submit it to your instructor. 
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*To see a sample of how your file should look, see the example. Keep in mind 
this file has been edited and will appear smaller than a real spreadsheet.* 
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Rubric 
Description Points Your Score 

The submitted file is correctly named. (Student Name - Travel 
Plan) 

5   

The worksheet has been renamed to Travel Expenses. 5  

The correct function has been added to cell B21. 10  

The correct formula has been added to H5. 10  

The correct function has been added to H6. 10  

The correct function has been added to H7 10  

All functions and formulas create accurate data. 15  

The correct conditional format has been added to cell H7. 10  

 Total Points 100   

The correct function has been added to cells C21 through I21. 15  

The correct function has been added to H4. 10  


