Buster Throttle

Owns a Motoring Group covering 4 dealerships (Audi, Ford, Vauxhall and Volkswagen) and each dealership has 3 garages.

You are Administrative Assistant to Buster and are to undertake the following tasks.
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CARS FOR DISCERNING DRIVERS

NB  Your name should appear on all printouts.

It is recommended that you display the task number on your printouts so that you can easily identify them.  This is not mandatory in the Higher examination.

BUSTER THROTTLE

Database  - MOTORS                     

· It is recommended that you familiarise yourself with the tables below and their relationships.  

· It is also recommended that you add all tables when designing a query.
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	1
	Query
	Find names and addresses of customers who have bought Audi SUV from Turnberry and Ayr Garages.  Print a copy.

	2
	Report
	Print details in a report based on findings in Query but omit addresses but include Sales Staff Name in alphabetic order (in one field) and garage.  Include our logo in the Report header together with an appropriate title.

	3

a

b


	Query

Query


	Find for each Garage - Total Wages, Minimum, Average and Maximum Wages and a count of the Number of Staff within Dealerships which should be in alphabetical order.  Print a copy.  

Please also find for each Dealership the Total and Average Wages.  Print a copy.

	4
	WP
	Paste data from Query 3a and 3b into Newsletter at the appropriate point – change field names.




	5
	Query
	Buster has taken an interest in the staff at the Troon Ford garage – please find their Staff ID Numbers (use filters). 

Using these Staff ID Numbers please search the database to find 

(a)  How many cars each salesman sold
(b)  Sales value of each salesman based on an average selling price of £18,000 per vehicle.  Print a copy.



	6
	Report
	Please print a report containing the titles, names and addresses of Vauxhall customers to enter them for Buster’s Prize Draw.  Use appropriate headings and logo.

	7
	Report
	Using the Report from 6 please create address labels for each prize draw customer in alphabetic order of surname.  Our house style is Avery J8160.  Please only print the first page.

	8
	WP
	Buster has decided against using the address labels.  Please merge the Prize Draw customers’ details with the letter advising them of their entry.  Print a copy of the letter showing merge fields and also a copy of one of the letters addressed to a customer living in Girvan.


Spreadsheet – “Sales” spreadsheet “Year 1” is shown below
	BUSTER  THROTTLE
	
	
	

	
	
	MODELS
	
	

	
	
	YEAR  1  SALES  VALUE
	
	

	Dealership
	Garage
	Saloon
	Estate
	Sports
	SUV
	People Carrier

	Ford
	Ayr
	£1,000,000
	£200,000
	£330,000
	£250,000
	£100,000

	Ford
	Girvan
	£250,000
	£105,000
	£69,000
	£122,000
	£50,000

	Ford
	Troon
	£750,000
	£155,000
	£350,000
	£198,000
	£150,000

	Volkswagen
	Irvine
	£550,000
	£125,000
	£99,000
	£90,000
	£66,000

	Volkswagen
	Prestwick
	£650,000
	£85,000
	£185,000
	£144,000
	£125,000

	Volkswagen
	Ballantrae
	£180,000
	£33,000
	£77,000
	£125,000
	£22,000

	Audi
	Girvan
	£280,000
	£185,000
	£125,000
	£300,000
	£250,000

	Audi
	Turnberry
	£175,000
	£95,000
	£355,000
	£450,000
	£200,000

	Audi
	Ayr
	£1,500,000
	£245,000
	£750,000
	£650,000
	£750,000

	Vauxhall
	Maybole
	£350,000
	£220,000
	£88,000
	£80,000
	£75,000

	Vauxhall
	Colmonell
	£95,000
	£100,000
	£15,000
	£32,000
	£25,000

	Vauxhall
	Dunure
	£185,000
	£66,000
	£29,000
	£49,000
	£50,000


	9
	Open the worksheet YEAR 1 and sort Models in order L-R



	10
	Show Subtotal and Grand Total Sales for each model.  



	11
	Add a new column to the right headed Total Sales Per Dealership and wrap the text in this heading.   Enter the formulae to find the Total Sales for each Dealership and name these cells appropriately as FORD05, AUDI05, VAUX05 and VOLKS05.



	12
	Change the worksheet title to 2005 and print in data view showing gridlines and in formula view showing gridlines and row and column headings.




	13
	Open the sheet PROJECTED and formulate using the names used in sheet 2005.



	14
	The projected increase for 2006 is 5% (which may change) show this on PROJECTED in a new column headed Projected 2006 Total Sales and formulate for each Dealership.  Print in both formula and data view.



	15
	Create and print a chart to compare 2005 with 2006 Projected Total Sales for each Dealership. Name this chart 2005v2006.




	16
	Paste the chart 2005v2006 into Newsletter allowing for a change in % increase (ie paste special).  

	17
	Please create and print a pie chart showing the % of 2006 Projected Total Sales attributable to each dealership. Name this chart 2006 Pie.

	18
	Complete the following paragraph already started in the Newsletter

The pie chart below illustrates the percentage of sales arising from each garage.  We can identify clearly from this the garages which are underperforming and form strategies to try to improve their performance.

Add the chart Pie 2006 to Newsletter.

	19
	Please complete any other instructions on the Newsletter document.  Print this first draft of the Newsletter with “First Draft” in the top right side of the header, save and close.

	20
	Please return to the sheet PROJECTED and change the projected increase to 12%.  

	21
	Now please re-open the Newsletter document, change the header to “FINAL DRAFT”, amend the text to indicate that the increase has been changed, save and print.


	22
	Please return to worksheet 2005 and add 3 new columns showing 

(a) Total Sales per Garage

(b) Average Sales per Dealership

(c) Profit/Garage based on the following Profit Margins on Average Sales/Garage - Ford 35%, Volkswagen 30%, Audi 28% and Vauxhall 25% but please allow for these figures to vary.

Please print a copy omitting columns C-G in both formula and data view.




	23
	Add a final column ABOVE/BELOW AVERAGE and formulate to show for each garage whether it is ABOVE or BELOW the average sales per garage for the dealership.   Please print a copy in both formula and data view omitting columns C-G.

	24
	You have been asked to select the prize winner and you draw out Mrs Waters’s entry.  Find Mrs Waters record and display the details in Form View.  Add a form header “BUSTER’S PRIZE DRAW” and add a form footer “2006 Winner drawn by Your Name”.  Insert the firm’s logo at the top right hand of the form.  Print a copy of the winner’s form only.


EXTENSION FOR THOSE CAUGHT SPEEDING

TASK 25

Buster runs a subsidiary business consisting of 3 service stations on the A77 which he runs separately from the motoring group.

Buster has looked at the sheet “ANALYSIS” and asked for the information to be presented more clearly under the following headings

              Location      Sales Line
    Quarter
with the appropriate data under each heading.

Please print out on 2 pages with the original data on page one and the new presentation on page 2.  Please enter PROVISIONAL DATA in the header.

Buster has just received the adjusted final figures for Winter*

	Symington
	Fuel
	Winter
	£400,000

	Symington
	Food
	Winter
	£32,000

	Symington
	Sundries
	Winter
	£19,000

	Minishant
	Fuel
	Winter
	£320,000

	Minishant
	Food
	Winter
	£30,000

	Minishant
	Sundries
	Winter
	£24,000

	Lendalfoot
	Fuel
	Winter
	£585,000

	Lendalfoot
	Food
	Winter
	£150,000

	Lendalfoot
	Sundries
	Winter
	£30,000


* changes are indicated in bold.

From the data above, please amend the sheet ANALYSIS, change header to AUDITED DATA and print out on 2 pages the new data and up-dated new presentation.
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