Unit 4:  Spreadsheets
Create a spreadsheet document 

Scenario

You are working as an Administrative Assistant for a Further Education College. Your job is to produce student enrolment financial reports.

Your Supervisor has asked you to produce a spreadsheet showing student enrolments and the income generated from the enrolments.
1. Create a new spreadsheet
2. Enter the following data, and format FEE column to currency and 2 decimal places.
	COLLEGE COURSES
	
	
	
	

	COURSE TITLE
	CODE
	FEE
	NO OF WEEKS
	TOTAL

	
	
	
	
	

	
	
	
	
	

	PASTA DAY
	W0666
	£40.00
	10
	

	FENG SHUI
	W1692
	£16.00
	1
	

	CAMCORDERS
	W6023
	£14.50
	1
	

	CRYSTAL ENERGY
	W0549
	£40.00
	10
	

	CHORAL SINGING
	W6912
	£30.30
	8
	

	WILD FLOWERS
	W0014
	£24.00
	12
	

	GARDENING
	W0025
	£13.50
	1
	

	DIY FOR BEGINNERS
	W2233
	£30.50
	8
	

	AROMATHERAPY
	W6161
	£37.50
	10
	

	FEASTING ON A BUDGET
	L1555
	£28.50
	10
	

	MEXICAN BUFFET
	L1213
	£18.50
	1
	

	ROCK CLIMBING
	C6941
	£19.50
	5
	

	BRIDGE FOR BEGINNERS
	C4922
	£30.00
	1
	

	IMPROVERS BRIDGE
	C8924
	£37.50
	10
	

	YOGA
	C6941
	£19.50
	5
	

	TOTAL
	
	
	
	


3. Proofread and check your work thoroughly and amend any errors

4. Enter your name, center number and today’s date a few lines below the data

5. Format all the headings to be right aligned, except COURSE TITLE which should be left aligned
6. Save your spreadsheet report onto your floppy disk with the filename


7. Print a copy of your document showing gridlines, with the figures not the formulae.  Make sure that all the data is displayed in full.
Your Supervisor would like changes made to the report

8. Insert a new column after the TOTAL column with the heading NO OF STUDENTS ATTENDING which must be right aligned

9. Enter the following data
	PASTA DAY
	10

	FENG SHUI
	12

	CAMCORDERS
	5

	CRYSTAL ENERGY
	5

	CHORAL SINGING
	15

	WILD FLOWERS
	4

	GARDENING
	8

	DIY FOR BEGINNERS
	8

	AROMATHERAPY
	15

	FEASTING ON A BUDGET
	6

	MEXICAN BUFFET
	6

	ROCK CLIMBING
	2

	BRIDGE FOR BEGINNERS
	9

	IMPROVERS BRIDGE
	7

	YOGA
	20


10. Generate a formula to calculate the TOTAL  (income)  (FEE*WEEKS*STUDENTS)
11. Insert a formula to calculate the overall TOTAL income
12. Apply formatting as follows:

a) 
centre the column heading COLLEGE COURSES across the width of the spreadsheet

b) 
format the heading to Times New Roman font, size 20 and embolden
13. Format the data as follows:

a) 
change the format of the TOTAL column to currency and 2 decimal places
14. Print a copy of your document showing gridlines, with the figures not the formulae.  Make sure that all the data is displayed in full.
15. Save your spreadsheet report onto your floppy disk with the filename


16. Print a copy of your document showing gridlines, and the formulae.  Make sure that all the data is displayed in full.

17. Close the spreadsheet and exit the software securely



FILENAME……colsp1








FILENAME……colsp2
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