NATIONAL QUALIFICATIONS CURRICULUM SUPPORT

Administration
Information Technology for Administrators: Spreadsheets

Book 4: Business Solutions
[INTERMEDIATE 1]

[image: image2.png]E2 Microsoft Access

b 5 o e 1 T

|m-

HEZBY|see ¥ |a]s

. ‘ Arial

Field hame [ DataType | Description
First Name. Toxt
Surname. Toxt
Street Toxt
Town Toxt

Field Properties

Generl | ookp |
Feti i

Fomat

oo sk

Copton

Dot valse
Voo e
Vot Toxt
Reier

Hiow 7o Lot
i
b=

s

o
o
es (Dupiates OK)
es

A field name can be up to 64 characters long, including spaces

Press Fi for help onField naes.

Astar|| 7 & @ E @R E || E)Document - ictosof..| FICUSTOM: Database Dl:usmm Table \@?g 1547





The Scottish Qualifications Authority regularly reviews the arrangements for National Qualifications. Users of all NQ support materials, whether published by LT Scotland or others, are reminded that it is their responsibility to check that the support materials correspond to the requirements of the current arrangements.

Acknowledgement

Learning and Teaching Scotland gratefully acknowledge this contribution to the National Qualifications support programme for Administration.

© Learning and Teaching Scotland 2005
This resource may be reproduced in whole or in part for educational purposes by educational establishments in Scotland provided that no profit accrues at any stage.

[image: image1.png]Learning
+Teaching
Scotland




Information Technology for Administrators – Business Solutions
In this booklet you will develop your spreadsheet and problem-solving skills by producing administrative solutions for the following different types of business organisation:

· A nursery 

· A football club

· A farm

· A construction firm

· An entertainment agency

· A Scottish band

Task 1.0

Bathgate Bairns
As an Administration Assistant in a children’s nursery you have to prepare a spreadsheet to show how many children attend the nursery each week.

· Key in the text and data as shown below. Use font size 14, Arial, bold for the main heading and font size 12, Arial, bold for the column and row headings. 

· Centre the days of the week headings. 

· Insert an appropriate formula to replace the question marks.

· Save the spreadsheet as Attendance and print one copy showing the totals and one copy showing the formulae, row and column headings and gridlines in landscape.

	
	A
	B
	C
	D
	E
	F
	G

	1
	NO OF CHILDREN ATTENDING IN JANUARY

	2
	
	Mon
	Tues
	Wed
	Thur
	Fri
	Total

	3
	Week 1
	8
	9
	5
	10
	11
	?

	4
	Week 2
	8
	9
	5
	8
	11
	?

	5
	Week 3
	9
	11
	12
	10
	7
	?

	6
	Week 4
	7
	9
	10
	12
	4
	?

	
	TOTAL
	
	
	
	
	
	?


Task 1.1

You now have to make some changes to the spreadsheet you started for Attendance.  

· Insert the following information into columns A-B. Make sure you format the information the same as in Task 1.

· Sort the staff into alphabetical order. Save the spreadsheet as Attendance1.

· Print out one copy of your updated spreadsheet showing columns containing information on the staff and hours only.

	
	A
	B

	1
	Staff
	Hours

	2
	Susan
	62

	3
	Francis
	20

	4
	Julie
	32

	5
	Peter
	70

	6
	Jackie
	10


Task 1.2

· Create a bar chart to show the hours worked by staff at the nursery last month. The chart should have a title and X and Y axes must be labelled. 

· Save the bar chart as Hours Worked into a new sheet.

· Print one copy of the chart.

Task 2.0

Inverness Royals Football Club
You are the Manager of a Junior Football Club and as you have excellent ICT skills you find it both convenient and time-saving to do most of the administrative work yourself. 

· You require a spreadsheet that can be used to show the number of goals scored this season. Information from the spreadsheet will be used in the match day magazine.  Use the information below to prepare the spreadsheet.

· Key in an appropriate formulae to calculate row and column totals in those cells with a ‘?’.

· Save the spreadsheet as Goals and print one copy showing row and column headings and gridlines.

	
	A
	B
	C
	D

	1
	INVERNESS ROYALS

	2
	GOALS SCORED THIS SEASON

	3
	
	League
	Cup
	TOTAL

	4
	MacDonald
	3
	4
	?

	5
	Latapek
	0
	1
	?

	6
	Leboeuf
	4
	3
	?

	7
	Walters
	0
	0
	?

	8
	Greaves
	0
	0
	?

	9
	TOTAL
	?
	?
	?


Task 2.1
Recall the spreadsheet Goals and make the following changes:

· Format all headings to bold, Comic Sans and size18.

· Edit all other information to Arial and size14.

· Adjust the column widths to 16 and the row height to 40.

· Sort the players into alphabetical order.

· Insert the following information between the Cup column and the TOTAL column – make sure you update the formulae.

· Save your spreadsheet as Goals1 and print one copy.

	
	Friendly
	Penalty

	MacDonald
	2
	5

	Latapek
	0
	4

	Leboeuf
	0
	1

	Walters
	2
	0

	Greaves
	2
	2


Task 2.2

Somehow Simpson was missed out – insert a row in the correct alphabetical order for him – his details are 2, 4, 3 and 0. Update formulae as required.

· Create a pie chart, correctly labelled to show the goals scored by each player in league games.

· Save the chart in the spreadsheet file and print out a single sheet showing the figures and pie chart.

Task 3.0

Ponderosa Pets
You live on a farm just outside Cupar. On the farm you run a pet shop that sells animal and food supplies. You also provide accommodation for pets whose owners are on holiday.

You require a spreadsheet that can be used to calculate your total income each month.

· Create a spreadsheet using the information below. Use Times New Roman, 12 for all text and make sure column headings are in bold and are centred. Key in all necessary formulae.

· When finished, save your spreadsheet as Farm, print out one copy of your spreadsheet for each section and the total column only and one copy showing the formulae.

	
	A
	B
	C
	D
	E
	F

	1
	TOTAL MONTHLY INCOME FOR (enter last month)

	2
	
	Week 1
	Week 2
	Week 3
	Week 4
	TOTAL 

	3
	
	£
	£
	£
	£
	£

	4
	Pet Sales
	150
	220
	250
	190
	

	5
	Food Sales
	75
	90
	120
	140
	

	6
	Accommodation
	230
	300
	370
	330
	

	7
	TOTAL
	
	
	
	
	


Task 3.1

· Add an additional row after accommodation labelled Miscellaneous. Enter the following details for each week - £25, £30, £15 and £20.

· Delete the row with the £ signs and instead format the figures to show pound signs and no decimal places.

· Create a bar chart to show a comparison of weekly sales for each product. Save as Farmbar into new sheet.

· Create a line graph to show details of the accommodation only. Save as Farmline into new sheet.

· Print out a copy of each graph. Print your spreadsheet showing only the products and the total figures. Print out a formula copy. Save as Farm1.

Task 4.0

Campbell Brown Homes Ltd
You have been employed by Campbell Brown Homes Ltd as an administrative assistant. Campbell Brown Homes Ltd is a well-established family business that builds houses throughout Scotland.

Stuart, the General Manager, would like a breakdown of sales figures to use at the next management meeting.

· Create a spreadsheet.

· Key in the given data below.

· Format the cells for NUMBER and CURRENCY as appropriate. These cells should also be formatted as whole numbers.

· Format row 2 using wrap text.

· Insert formulae to calculate:

The total number sold

The income from each type of house

The total number of houses sold in each area

The total income from sales

· Save the spreadsheet as Campbell and print one copy of your spreadsheet and one copy showing the formulae.

	HOUSE SALES FOR LAST 3 MONTHS

	House Type
	Stirling
	Dumfries
	Inverness
	Total House Sales
	Price
	Income

	Leven
	15
	5
	14
	?
	£175,890
	?

	Ness
	2
	3
	5
	?
	£153,795
	?

	Tay
	10
	4
	11
	?
	£120,850
	?

	Torridon
	4
	8
	6
	?
	£105,000
	?

	Katrine
	5
	15
	20
	?
	£95,000
	?

	Lomond
	6
	18
	17
	?
	£89,500
	?

	Morlich
	7
	11
	9
	?
	£83,950
	?

	Total
	?
	?
	?
	
	
	?


Task 4.1

Stuart would like to display sales of each house type within Stirling in the form of a bar chart.

· Recall the spreadsheet Campbell. Create a bar chart showing the Stirling sales for each house type. Label the chart appropriately. Save the bar chart as Campbellbar into a new sheet. Print one copy of the chart.

· Hide columns B, C and D. Print a copy of the spreadsheet showing House Type, Total House Sales, Price and Income.

· Insert a new column between HOUSE TYPE and STIRLING and label it AVERAGE NO OF HOUSE SALES. Wrap text.

· Calculate the average number of houses sold for each house type.

· Create a pie chart showing the average number of house sales for each type of house. Include data labels. Save the pie chart as Campbellpie and print one copy.

· Save the file as Campbell1.
Task 5.0

Art of Entertainment
Jonathan Wilson has recently started his own entertainment agency, Art of Entertainment. Jonathan has employed you to help with administrative tasks while he establishes his business.

Jonathan is keen to get to know how well his business is doing.
· Create a spreadsheet.

· Key in the data in the order shown below.

· Format the cells for NUMBER and CURRENCY as appropriate. These cells should be formatted as whole number.

· Change the font to Ariel for the headings and Comic Sans for the rest of the spreadsheet.

· Embolden all headings and use wrap text.

· Insert formulae to calculate:

–
The income for each act

–
The profit earned from each act

–
The total profit earned

· Save the spreadsheet as Earnings.

· Print one copy showing the figures.

· Print one copy showing the formulae, with gridlines and row and column headings.

	EARNINGS

	Name of Act
	Hours Worked
	Hourly Rate
	Income
	Expenses 
	Profit

	Bill and Will
	12
	£24
	?
	£50
	?

	Burnbank Ceilidh Band
	40
	£150
	?
	£750
	?

	Glenn Duncan Sound
	32
	£90
	?
	£590
	?

	Hamish Macleod
	10
	£25
	?
	£40
	?

	More the Merrier
	20
	£75
	?
	£80
	?

	Party Time
	36
	£100
	?
	£950
	?

	Razzamataz
	34
	£100
	?
	£800
	?

	Spot the Clown
	15
	£25
	?
	£60
	?

	Tommy Tomato’s Magic Show
	12
	£30
	?
	£30
	?

	Trickey Mickey
	12
	£20
	?
	£20
	?


Task 5.1

Some information has been omitted from the spreadsheet you created for Earnings.

· Recall the spreadsheet file that you prepared earlier.

· Insert an extra row above Razzamataz and add the following details for:

Peter and the Pistachios
Hours Worked
Hourly Rate
Expenses
40
£125
£200
· Insert formulae to calculate Income and Profit for Peter and the Pistachios.

· Change the Expenses for Razzamataz to £850 and Party Time to £1000.
· Save the spreadsheet as Earnings 1
· Print one copy showing the figures.

· Print one copy showing the formulae.

Task 5.2

Recall the spreadsheet Earnings 1
· In an appropriate cell type the heading AVERAGE. 

Calculate using an appropriate formula:

–
the average number of hours worked,

–
the average hourly rate

–
the average income and

· the average expenses.

· Bill and Will want to increase their income, change their hourly rate to £60.

· Save the spreadsheet as Earnings2.
· Print one copy showing the figures.

· Print one copy showing the formulae.

· Create a pie chart to show the hours worked by each entertainer

· Include data labels. 

· Save the pie chart as Earningspie in a separate sheet and print a copy.

Task 5.3

In a Word document design a suitable letterhead for Art of Entertainment, Bridge House, East Meadow Lane, ABERDEEN, AB25 3JR 
Telephone: 01224 169432 Fax: 01224 169430 
e-mail: johnathanwilson@funforentertainment.co.uk 
Include a suitable graphic.

Using the letterhead write a skeleton letter, to be sent to potential customers, who are interested in hiring one of the entertainers, inviting them to a Gala Evening at which a selection of the entertainers will perform. 

The gala evening is being held at Ardleigh House Hotel, Great Eastern Road, Aberdeen on the first Friday of next month at 7.30 pm.  Ask them to come early to avoid disappointment.

Include in your letter the columns which show the names of the acts and the hourly rate from your spreadsheet Earnings 1.

Save the letter as Earnings3 and print a copy.

For Fun
Design a poster for the above event including all the appropriate information and a suitable graphic.
Save as commission poster and print one copy.
Task 6.0

The Seedees
You have just been appointed General Administrator for The Seedees – a Scottish band which has recently broken into the big time.

Tickets are now being sold for the tour and a spreadsheet is required to calculate income.

· Create a spreadsheet.

· Key in the data in the order shown below.

· Format the cells for NUMBER and CURRENCY, as appropriate. These cells should be formatted as whole numbers.

· Insert formulae to calculate:

–
income for each venue

–
number of tickets remaining to be sold at each venue

–
total income from all venues

· Save the spreadsheet as Income.

· Print one copy showing the figures.

· Print one copy showing the formulae, show row and column headings and gridlines.

	TICKET SALES – THE SECOND SOUND TOUR

	City
	Tickets Sold
	Capacity
	Price
	Income
	Tickets remaining

	Aberdeen
	1300
	4000
	£25
	?
	?

	Glasgow
	1000
	4000
	£25
	?
	?

	Edinburgh
	900
	5000
	£20
	?
	?

	Newcastle
	700
	4000
	£25
	?
	?

	Leeds
	500
	2500
	£25
	?
	?

	Manchester
	700
	5000
	£20
	?
	?

	Sheffield
	900
	3000
	£25
	?
	?

	Derby
	1100
	3000
	£25
	?
	?

	Brighton
	1000
	2000
	£25
	?
	?

	Portsmouth
	1200
	2000
	£25
	?
	?

	London (P)
	1400
	5000
	£20
	?
	?

	London (O)
	1200
	3000
	£25
	?
	?

	Total Income
	
	
	
	?
	


Task 6.1

· Recall the spreadsheet Income and update it with the data given below.

· Save the spreadsheet as Income1.

· Print one copy showing the figures.

· Print one copy showing the formulae, show row and column headings and gridlines.

	City
	Tickets Sold

	Aberdeen
	3600

	Glasgow
	3100

	Edinburgh
	4600

	Newcastle
	3700

	Leeds
	2500

	Manchester
	4700

	Sheffield
	2900

	Derby
	2100

	Brighton
	2000

	Portsmouth
	1900

	London (P)
	4400

	London (O)
	2800


· Another gig has been added to the tour. Enter the following details for that gig between the details for Manchester and Sheffield. Ensure all appropriate calculations have been made.

	City
	Capacity
	Tickets Sold
	Price

	Liverpool
	4000
	3000
	£25


· Save as Income2 and print one copy
Task 6.2

You are required to prepare a bar chart showing how ticket sales for the Scottish leg of the tour are progressing.

· Recall the spreadsheet Income2
· Create a bar chart showing only the tickets sold so far for Aberdeen, Glasgow and Edinburgh.

· Label the chart appropriately.

· Save the chart as Tickets Sold in a new sheet.

· Print one copy of the chart.

Task 6.3

· Create a pie chart to show tickets sold at each venue.

· Label the chart appropriately. 

· Save the chart as ticketspie.
· Print one copy of the pie chart.
· Sort the spreadsheet by remaining tickets in ascending order.

· Save the spreadsheet as tickets left in a new sheet.

· Print one copy of spreadsheet showing the figures.

· Print one copy showing the formulae, show row and column headings and gridlines.

Task 6.4

· Write a short Memorandum to the band manager, Gordon Aitken, on the success of the tour.

· Include the following in your report:

–
Pie chart showing the tickets sold at each venue.

–
Spreadsheet showing the income for each venue and total income.

· Save the report as Sales Report and print one copy
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