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Information Technology for Administrators – Business Solutions
Outcomes
In this booklet you will learn how to use the following functions of spreadsheet software to complete information technology tasks which an administrator would be expected to undertake. 

	FUNCTION

	Adjust column widths and row heights

	Charts – 
pie chart – labelled correctly


bar or column charts – labelled correctly

	Currency, date, number to specified decimal places

	Fonts, styles, sizes

	Formulae to
add


subtract


multiply


sum


average


replicate (copy formula)

	Hide and unhide columns and rows

	Input and edit text

	Insert and delete column(s)

	Print worksheets showing:
value view


formulae view


with and without gridlines


with and without row/column headings


in portrait and landscape


with headers and footers, showing name/date, etc

	Sort data on one column

	Text alignment

	Wrap text


Task 1.0
· Using the following information create a new spreadsheet.

· Change all headings to font Times New Roman, 16 point. (X3)
· Insert a FOOTER and enter your name, task number and today’s date.  Save as “SALES”. (X21)
· Change the page setup to LANDSCAPE and Print one copy of the spreadsheet showing row and column headings and gridlines.
	SALES FIGURES FOR MARCH 2005

	SECTION
	WEEK 1
	WEEK 2
	WEEK 3
	WEEK 4

	
	£
	£
	£
	£

	ELECTRICAL
	2160
	2051
	2544
	2345

	LADIES WEAR
	3061
	3199
	3250
	3345

	CHILDRENS WEAR
	1965
	1834
	1770
	1905

	FURNITURE
	4440
	3915
	4690
	4800

	FOOD
	1100
	1045
	1250
	1356

	HABERDASHERY
	915
	956
	871
	843

	TOYS
	456
	345
	645
	485


Task 1.1

· Open the spreadsheet file “SALES”.
· Highlight the section headings and align to the right. (X1)

· Insert a new column heading TOTALS and using a formula calculate the totals for each department. (X13)

· Format all cells containing currency to show £ signs and to zero decimal places. (X3)

· Delete row 3, containing the £ signs. (X5)
· Amend the footer to show the new task number. (X21)
· Print one value copy of the spreadsheet and save as “SALES1”.

Task 1.2

· Open the spreadsheet file “SALES1”.
· The weekly sales of the book department have been omitted from the spreadsheet. Insert the following information in the first blank row below the other departments.

	SECTION
	WEEK 1
	WEEK 2
	WEEK 3
	WEEK 4

	BOOKS
	£585
	£672
	£543
	£616


· Insert a new row labelled TOTAL and calculate the total sales for each week in currency to zero decimal places. (X5)
· Ensure all headings are in bold. (X3)
· Amend the footer to show the new task number. (X21)
· Print one formula copy of the spreadsheet and save as “SALES2”. (X18)

Task 2.0

· Using the following information create a new spreadsheet. Use font comic sans and 14 point in the whole spreadsheet. (X3)
· Format column headings by selecting wrap text and vertical alignment centred. (X1, X2)
· Insert a HEADER and enter the following heading “SALES – QUARTER ENDED JUNE 2004”. (X21)
· Insert a footer and enter your name and task number and today’s date.  Save as “AVERAGE”. (X21)
· Change the page setup to landscape and print one copy. Showing row and column headings and gridlines. (X19)
	NAME
	AREA
	APRIL SALES
	MAY SALES
	JUNE SALES

	
	
	£
	£
	£

	R Metro
	Tayside
	2000
	2310
	2640

	S Ibiza
	Fife
	2670
	2350
	2530

	R Laguna
	Grampian
	3145
	3450
	3570

	V Golf
	Lothian
	4760
	4280
	4390

	F Escort
	Borders
	1760
	1990
	1875

	C Xsara
	Highland
	1236
	1540
	1435

	F Mondeo
	Central
	3800
	3760
	3560


Task 2.1

· Open the spreadsheet file “AVERAGE”.
· Change the FOOTER to show your name, new task number and today’s date.

· Insert a new column heading TOTAL SALES and using a formula, calculate the totals for each area in currency to zero decimal places. (X5, X13, X15)
· Insert a new column headed AVERAGE. (X5)
· Insert a formula to calculate the average sales for each salesperson in currency to 2 decimal places. (X14, X15)
· The following salesperson was omitted by mistake.  Insert the following details in the first blank row below the other sales people.  Adjust any formula as required.

	V Polo
	Ayrshire
	2560
	2450
	2840


· Save the amended spreadsheet as “AVERAGE1” and print one copy.

Task 2.2

· Open the spreadsheet file “AVERAGE1”.
· Change the column heading AREA to DIVISION.
· Insert a new ROW heading labelled TOTALS.
· Calculate the total sales for each MONTH in currency to 2 decimal places.

· Amend the footer with new task number and today’s date.

· Print one copy of the spreadsheet showing the FORMULA. (X18)

· Save as “AVERAGE2”.
· Produce a COLUMN CHART to show the April sales for each area.  Include a title and labelled axis on the chart. Make sure your chart is on a separate sheet. (X16)
· Print one copy of the COLUMN CHART.
Task 3

· Using the following information create a new spreadsheet.

· Format column headings; wrap text, centre, bold. (X3)
· Format appropriate cells to currency. (X4)
· Insert a FOOTER and enter your name and task number and today’s date.  Save as “STAFF”. (X21)
· Print one copy of the spreadsheet. Showing row and column headings and gridlines. (X19)
	EMPLOYEE NO
	NAME
	HOURS
	RATE
	DEDUCTIONS

	457
	ADAMS K
	35
	5.50
	64.10

	318
	BEATON C
	34
	4.50
	50.60

	44
	BLACK R
	38
	4.25
	53.76

	382
	CAMPBELL G
	32
	6.35
	67.70

	152
	EVANS W
	35
	5.00
	58.33

	443
	FRASER J
	35
	6.00
	70.50

	752
	HENDERSON F
	33
	5.25
	57.84

	217
	MCINTOSH L
	36
	4.75
	57.50


Task 3.1

· Open the spreadsheet “STAFF”.
· Insert a new column after “RATE”.
· Add a new column heading “GROSS PAY”.
· Enter a formula to calculate the Gross Pay. (X11)

(Tip: =C2*D2)

· Add a new column heading “NET PAY” after “DEDUCTIONS”.
· Enter a formula to calculate the Net Pay. (X10)

(Tip: =E2-F2)

· Change the footer to show your name, new task number and today’s date. (X21)
· Print one copy of the values in LANDSCAPE and one copy of the formulas. Show row and column headings and gridlines. (X20, X18, X19)
· Save changes as “STAFF1”.
Task 3.2

· Recall the spreadsheet file “STAFF1”.
· Change the column heading EMPLOYEE NO to PAYROLL.
· Insert TOTAL in a new row and provide a formula to calculate the total wages bill. (X13)

(Tip: sum of the net pay column)

· Amend the details of the following staff.
	NAME
	DETAILS

	MCINTOSH L
	Payroll No 218

	BLACK R
	Worked 40 hours

	FRASER J
	Rate is now £3.60


· Sort names in alphabetical order. (X8)

· Amend the footer with the new task number and today’s date. (X21)
· Save as “STAFF2” and PRINT one copy of the amended spreadsheet in LANDSCAPE. (X20)
· Produce a PIE CHART to show the number of hours worked by each employee.  Include a title and value labels. (X16, X17)
· Print one copy of the PIE CHART.
Task 4

· Using the following information create a new spreadsheet

· Insert a HEADER and enter the following heading “Charges for Week Ending (insert last Friday’s date)”. (X21)
· Insert a FOOTER and enter your name, task number and today’s date.  Save as “HOUSE”. (X21)
	HOUSE REF NO
	PURCHASE PRICE
	COMMISSION
	MARKETING FEE
	ADVERTS

	
	£
	0.02
	0.01
	£

	274/A
	48,000
	
	
	100

	592/D
	85,000
	
	
	258

	819/F
	100,000
	
	
	125

	448/G
	72,550
	
	
	110

	218/A
	26,799
	
	
	70

	384/K
	94,250
	
	
	150

	374/H
	72,360
	
	
	120

	291/B
	93,250
	
	
	120

	116/C
	120,000
	
	
	150

	750/T
	99,000
	
	
	160

	462/B
	67,750
	
	
	120

	TOTALS
	
	
	
	


· The following information was omitted in error, add it into the spreadsheet after Ref No 218/A.
	REF NO
	PURCHASE PRICE
	ADVERTS

	365/A
	35,000
	75


· Save AS “HOUSE1” and PRINT one copy of the spreadsheet. Show row and column headings and gridlines.

Task 4.1

· Open the spreadsheet file “HOUSE1”.
· Change the HEADER to last Friday’s date. (X21)
· Change the FOOTER to show your name, new task number and today’s date. (X21)
· Enter a formula to calculate COMMISSION at 0.02 of the purchase price in currency to 2 decimal places including the total. (X11)
· Enter a formula to calculate the MARKET FEE at 0.01 of the Purchase Price in currency to 2 decimal places including the total. (X11)
· Insert the PHOTOS column and add the following information on photos. (X5)
	HOUSE REF NO
	PHOTOS

	274/A
	50

	592/D
	50

	819/F
	60

	448/G
	50

	218/A
	50

	365/A
	50

	384/K
	55

	374/H
	50

	291/B
	55

	116/C
	60

	750/T
	55

	462/B
	60


· In an appropriate cell, enter the label “SUB TOTALS”.
· Enter a formula to calculate the subtotal of all charges for each reference. Format cells to currency and 2 decimal places. (X13)
· Save as “HOUSE2” and print formula copy of the updated spreadsheet. (X18)
Task 4.2

· Recall the spreadsheet file “HOUSE2”.
· Change the column heading MARKETING FEE to ADVERTISING FEE.
· Add a new column heading VAT. Insert a formula to calculate VAT at 0.175 of each Sub Total in currency to 2 decimal places. (X11)
· Amend the details of the following Houses.

	HOUSE REFERENCE
	DETAILS

	274/A
	Purchase price should be £49,000

	218/A
	Price of adverts are 85

	374/H
	Price of photos are 130


· Delete the entry for house 291/B as it has been sold. Your spreadsheet will automatically adjust all the formulas – check!

· Insert “TOTAL” as a final column heading in the spreadsheet. Insert and replicate (copy) the formula to calculate the subtotal plus VAT in currency to 2 decimal places. (X9, X15)
· Amend the footer with the new task number and today’s date. (X21)
· Highlight columns HOUSE REF NO and PURCHASE PRICE and print only these columns. (X6)
· Save as “HOUSE3” and print one copy.
Task 5

· Using the following information, create a new spreadsheet.

· Insert a HEADER and enter the following heading: “PROPOSED SKI TRIP TO ITALY – COST STATEMENT”.(X21)
· Insert a FOOTER and enter your name, task number and today’s date. Save as “HOLIDAY”. (X21)
	SKIER
	SEX
	AGE
	BASIC
	LESSONS
	SKI HIRE
	INSURANCE
	TOTAL

	
	
	
	£
	£
	£
	£
	£

	A BLAIR
	M
	34
	385
	56
	25
	35
	

	J BLACK
	M
	33
	385
	
	25
	35
	

	A CONKNIE
	M
	23
	385
	56
	25
	35
	

	G CRAN
	F
	26
	385
	
	
	35
	

	W FULTON
	F
	43
	385
	
	
	35
	

	A KELLY
	F
	23
	385
	56
	25
	35
	

	A WANDS
	M
	36
	385
	
	
	35
	

	M EWING
	M
	22
	385
	56
	25
	35
	

	D PATON
	F
	29
	385
	
	25
	35
	

	S RICE
	F
	15
	385
	20
	
	35
	


· Insert a formula to calculate the total price of the holiday for each person.

· Change the page setup to landscape, print one copy of the spreadsheet and save.

Task 5.1

· Open the spreadsheet file “HOLIDAY”.
· Change the FOOTER to show your name, new task number and today’s date.
· Format all costs to currency and no decimal places.
· Insert a new column after Insurance headed “FLIGHTS”. The cost of the flight for each skier is £185.
· Insert a new column after “FLIGHTS” headed “TRANSFERS”. The cost of transfer is £40 for each skier.
· Two new junior skiers wish to go on the trip.  Add their names at the bottom of the spreadsheet – S Ross and E Rae. Their data is the same as for S Rice.
· Label a row “GRAND TOTAL” and insert a formula to calculate the grand total of the holiday.
· Using a formula find the total BASIC COST of the holiday.
· In the appropriate cell use a formula to find out the total INSURANCE COST.
· Print one copy of the updated spreadsheet and save as “HOLIDAY1”.
Task 5.2

· Recall the spreadsheet file “HOLIDAY1”.
· One of the skiers G Cran has married and is now G Ward.
· A Wands age should be 26 not 36.
· Change the headings FLIGHT to AIR and TRANSFERS to COACH.
· S Rice, S Ross and E Rae are juniors and their BASIC COSTS should be amended to £325 each.
· J Black has decided to take his own skis. W Fulton has decided that she would like to have some lessons during the trip.  Amend their details.
· The TOTAL COST of the juniors should not include LESSONS as these will be paid for by the school. Amend the formulae accordingly.
· A Kelly and A Wand have decided not to attend the school trip. Their details should be deleted.

· Delete columns B and C that contain the sex and age of the skiers.
· Two new skiers – S Campbell and G King have asked to join the Ski Trip Holiday to Italy. Insert 2 new rows underneath D Paton and enter the skiers’ names. The data for both skiers is the same as for D Paton.
· Amend the FOOTER with the new task number and today’s date.
· Save the file as “HOLIDAY2” and print one value copy of the spreadsheet.
· Print another copy of the spreadsheet showing the formulae.
Task 6

· Using the following information create a new spreadsheet.
· Insert a HEADER and enter the following heading “RECYCLING RESULTS FOR YEAR ENDED 31 DECEMBER 1999”.
· Insert a FOOTER and enter your name, task number and today’s date. Save as “RECYCLE”.
	
	GLASS

(tons)
	PLASTIC

(tons)
	ALUMINIUM

(tons)

	JANUARY
	4.9
	2.7
	1.1

	FEBRUARY
	4.5
	2.5
	1.3

	MARCH
	4.0
	2.8
	1.0

	1st QUARTER
	
	
	

	APRIL
	4.2
	2.8
	1.2

	MAY
	4.6
	2.9
	1.5

	JUNE
	4.5
	2.9
	1.3

	2nd QUARTER
	
	
	

	JULY 
	3.9
	3.0
	1.6

	AUGUST 
	3.8
	3.2
	1.6

	SEPTEMBER
	4.3
	3.1
	1.7

	3rd QUARTER
	
	
	

	OCTOBER
	4.5
	3.5
	1.5

	NOVEMBER
	4.6
	3.4
	1.7

	DECEMBER
	5.0
	3.6
	1.6

	4th QUARTER
	
	
	


· Change the page setup to landscape, print one copy of the spreadsheet and save.

· Print one copy.
Task 6.1

· Open the spreadsheet file “RECYCLE”.
· Change the FOOTER to show your name, new task number and today’s date. Change the HEADER to show this year’s date.
· Format all cells containing figures to one decimal place.
· Between the columns containing the information about Glass Recycling and Plastic Recycling insert a new column headed “PAPER (Tons)”. Insert the following information into the new column.
	MONTH
	TONS

	JANUARY
	6.4

	FEBRUARY
	6.3

	MARCH
	6.8

	APRIL
	6.3

	MAY
	6.1

	JUNE
	6.8

	JULY
	6.9

	AUGUST
	6.8

	SEPTEMBER
	6.9

	OCTOBER
	7.2

	NOVEMEBER
	7.1

	DECEMBER
	7.2


· Insert a new column TOTALS and insert a formula to calculate the total recycling tons for each month

· Insert the heading ANNUAL TOTALS into the first available row at the end of the spreadsheet and insert a formula to calculate the total tons recycled per year

· Save the updated spreadsheet as “RECYCLE1” and PRINT one copy

Task 6.2

· Recall the spreadsheet file “RECYCLE1”.
· Hide the column containing Aluminium Recycling details


(Tip: Format, Column, Hide).
· In each quarter row insert a formula to calculate the monthly average tons recycled for each item.
· Amend the FOOTER with new task number and today’s date.
· Save and print one copy.
· Print another copy SHOWING THE FORMULA.
· Produce a BAR CHART to show the first quarter recycling results.  Include a title and labelled axis on the chart. Make sure your chart is embedded in the worksheet.

· Print one copy of the BAR CHART and save the amended spreadsheet as “RECYCLE2”.
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