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Guide to Using Spreadsheets – Intermediate 1

All files required for this part of the course are located in your Int 1 Admin folder.

· Open the PowerPoint file Spreadsheets Presentation 

· Go to: Slide Show

· View Show

This will introduce spreadsheets and tell you what they are used for. 

To access the information click on the mouse button to run the show. Try the test at the end of the show to test your knowledge on spreadsheets.

Now you will learn how to operate a spreadsheet.

Every time you see the symbol (X) and the appropriate task number you should refer to your GUIDE TO USING SPREADSHEETS and the appropriate task number to help you carry out the exercise in your spreadsheet pack.

Save all your work into your server and remember to use your own initials at the end of the file name.

Exercise 1

	Test Results

	Name
	Scores
	
	
	Total

	Danielle Dempsey
	25
	35
	41
	?

	Hannah Coole
	56
	95
	61
	?

	Declan Taylor
	63
	80
	54
	?

	Jamie Methven
	45
	68
	29
	?

	Shaunna Walker
	58
	67
	35
	?

	Paul Wood
	58
	69
	65
	?

	Carrie Gill
	76
	52
	63
	?

	Marc Morgan
	89
	62
	25
	?


Your Task

· Open up the workbook test results

· Key in the scores for each of the players – the totals will be automatically calculated for you

· Align headings to the centre (X1)
· Change font, style and size for headings (X3)
· Change Carrie Gill’s score from 52 to 58

· Save as test results own initials 

Exercise 2
	Snacks

	Item
	Selling Price
	Quantity Sold
	Total Income

	Toasted Crumpet
	£0.50
	20
	£10.00

	Sultana Scone
	£0.40
	4
	£1.60

	Orange Juice
	£0.25
	6
	£1.50

	Milk
	£0.20
	5
	£1.00

	Fruit yoghurt
	£0.15
	10
	£1.50

	Fruit Smoothie
	£0.80
	2
	£1.60

	Carrot sticks & hummus
	£0.60
	9
	£5.40


Your Task

· Open the workbook snacks
· Key in the information for each item – the total will be automatically calculated for you 
· Wrap Headings (X2)
· Delete the row containing the information for Sultana Scone  (X5)
· Insert a row after Orange Juice:


Cheese and Oatcakes, £0.55, number sold 5 (X5)
· Sort in order of lowest to highest of number sold (X8)
· Change font, style and size of headings (X3)
· Save as snacks own initials

Exercise 3

	Daily Flights

	
	January
	February
	March

	Sydney
	7
	7
	12

	Glasgow
	12
	20
	21

	Rome
	5
	8
	6

	London
	22
	22
	22

	Edinburgh
	22
	22
	22

	Naples
	8
	8
	7

	Brussels
	7
	6
	5

	New York
	3
	4
	6


Your Task

· Open the workbook daily flights
· Key in the information for the 3 months – the totals will be automatically calculated for you

· Insert a column for December in the appropriate place (before January) (X5)

The figures are: 8, 13, 4, 23, 23, 6, 5 and 6

· Hide the column for February (X6)
· Sort the cities in alphabetical order (X8)
· Change the size, style and font of all headings (X3)
· Centre all column headings (X1)
· Insert a row in the appropriate place for Madrid


The figures are:  15, 18, and 20 (X5)
· Save as daily flights own initials

For the following exercises you will be required to open up a new Excel workbook. This means you will have to key in all the information including all headings. 

You will now learn how to use a formula to do calculations for you!

Exercise 4

	Fitness Centre

	
	5-a-side
	Gym
	Table Tennis
	Total

	March
	300
	100
	200
	

	April
	425
	175
	300
	

	May
	500
	200
	400
	

	June
	780
	285
	450
	

	July
	1000
	450
	650
	

	August
	1000
	600
	850
	


When keying in a formula we use the = sign to tell the computer to expect a formula.  Go to (X9,10,11,12, 13 and 14) to view the formulae you will be using in the following exercises.
Your Task

· Open up a new Excel workbook

· Key in the information shown above

· Calculate the total of the figures for March (cell E3) using autosum (X13). You will see a formula appear in the formula bar =sum(B3:D3)

· Stay in cell E3 and copy the formula down to cell E8 (X15)
· Adjust the height of the rows in your spreadsheet (X7)
· Narrow the width of the columns in your spreadsheet (X7)
· Save as fitness own initials

Using the spreadsheet fitness own initials amend it as follows:

	
	Price

	March
	£1.00

	April
	£1.00

	May
	£1.10

	June
	£1.10

	July
	£1.20

	August
	£1.20


· Add 2 columns called Price and Total Income  and insert the information above

· Calculate the total income for each month by inserting a formula to multiply total by price (X11)
· Format columns F and G to currency (X4)
· Change to bold the month with the highest income (X3)
· Save as fitness22 own initials

· Print one copy showing the formula (X18)
Exercise 5

	Concert Tickets Sold

	
	Concert 1
	Concert 2
	Concert 3
	Total

	March
	675
	750
	600
	

	April
	950
	850
	500
	

	May
	800
	675
	425
	

	June
	750
	675
	400
	

	July
	700
	550
	375
	

	August
	650
	500
	345
	


Your Task

· Open up a new Excel workbook

· Key in the information shown above

· In cell E3 insert a formula to calculate the total number of tickets sold

· Make all headings bold and change the size of the main heading

· Insert a column for CONCERT 4 and add the following information:

	
	Concert 4

	March
	250

	April
	315

	May
	245

	June
	165

	July
	180

	August
	300


Make sure your totals are updated after adding these figures.

· Add 2 columns – Price and Total Income (X5)
· Format these as currency (X4)
· The price for all tickets is £2.50

· Calculate the total income using an appropriate formula (X11)
· Copy the formula down to cell E7

· Change to bold the cell with the highest total income (X30)
· Save as CONCERT own initials

Print Details

· Landscape (X20)
· Footer to show name, date and time (X21)
· Print one copy showing values

· Print one copy showing formulae (X18)
Exercise 6

	Holidays

	
	Cost
	Discount
	You Pay

	Prague
	
500
	
50
	

	Florence
	
550
	
25
	

	Benidorm
	
600
	
75
	

	Santorini
	
375
	
25
	

	Rhodes
	
480
	
30
	

	Florida
	
1200
	
125
	


Your Task

· Open up a new Excel workbook

· Key in the above information

· Enter a formula to calculate the amount you pay (X10)
· Copy the formula down to cell D7

· Format all value cells to currency with no decimal places

· Change to bold the cell with the lowest cost after discount

· In cell C8 Key in the word AVERAGE

· In cell D8 enter a formula to calculate the average cost of all the holidays (X14)
· Save the spreadsheet as Holiday own initials

Print Details

· Enter a footer to show your name, date and time (X21)
· Print one copy in portrait (X20) without gridlines or row and column headings (X19)
Chart Exercise

· Hide columns B and C

· Prepare a bar chart showing the amount you pay for each of the holidays (X16)
· Label the chart appropriately

· Save the chart as a new sheet named Holiday Chart own initials

· Insert your name, date and time as a footer

· Print one copy of the chart

For fun
Design a poster for your own travel agency informing your customers about your discounted holidays. 
Using Wordart and Clipart insert the appropriate information and at least one graphic. 

Insert the table and the chart from your Holiday spreadsheet (X23) into your poster to show your customers destinations, prices and the discounts available. 
E-mail this to your teacher.

Exercise 7

	Videos

	
	Total cost £s
	No of videos
	Cost per video

	Summer Days
	1500
	300
	

	In The Heat Of The Night
	2500
	400
	

	Below The Earth’s Core
	1575
	225
	

	Moonshine
	3000
	550
	

	Unbelievable Tales
	5000
	900
	

	TOTAL
	
	
	


Your Task

· Open up a new Excel workbook

· Key in the above information into your spreadsheet

· Wrap column and row headings as required

· Change size and font of main heading

· Change column headings to bold

· Format cells to currency where appropriate

· Insert a formula to calculate the cost of each video (X12)
· Copy the formula down to D7

· Add a row after Moonshine with these details:
Mega Rock Live, 3500 and 700

· Use autosum to calculate the overall total cost of all videos (X13)
· Use autosum to calculate the total number of videos in stock

· Use a formula to calculate the average price of videos (X14)
· Change to bold the cell with the highest cost per video

· Save the spreadsheet as videos own initials

Print Details

· Print one copy of your spreadsheet showing only the names of the videos and the cost per video without gridlines and with row and column headings

·  Print one copy showing all formulae

Chart Exercise

· Prepare a pie chart showing the total cost for each video (X16)
· Label the chart appropriately

· Save the chart into your spreadsheet 

· Select the chart and label it appropriately (X17)
· Insert your name, date and time as a footer

· Print one copy of the and chart

Exercise 8

	Department Staff 

	
	No of Staff
	Cost of Course
	Total Cost

	Sales
	30
	200
	

	Marketing
	25
	250
	

	Finance
	75
	200
	

	Human Resources
	50
	300
	

	Administration
	10
	170
	

	TOTAL
	
	
	


Your Task

· Open a new Excel workbook

· Insert the following information 

· Choose a different font and size for the main heading

· Wrap the text in the rows and columns as required

· Format columns to currency as required

· Total the number of staff and the total cost

· Add a column to show dates of courses (add the present year to the date) from the information on the next page

	
	Date of Course

	Sales
	11/12/200-

	Marketing
	23/9/200-

	Finance
	16/6/200-

	Human Resources
	29/11/200-

	Administration
	19/5/200-


· Format the date column to look like e.g. 12-Mar-2005

· Change the Human Resources staff to 30

· Change the cost of the Finance course to £250

· Sort in ascending order of course date (earliest first) (X8)
· Change to bold the total number of staff and the total cost figures (X3)
· Save your spreadsheet as Department Staff own initials 

· Insert a footer with your name and date (X21)
· Print one copy of your spreadsheet in portrait, with gridlines and no row and column headings (X19)
Chart Exercise

· Open your Department Staff spreadsheet

· Complete a bar chart showing the total cost for each department (X16)
· Remember to label your chart appropriately (X17)
· Save the chart into a new sheet

Print Details

· Create a memo from you to the Managing Director to show her details of the courses
· Copy the chart into a new Word document
· Copy the columns showing departments and total cost only into the Word document X6)
· Save as Course Details and print one copy
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