Unit 4:  Spreadsheets
Create a spreadsheet document 

Scenario

You work for Larren Educational College as a Secretary.  A new ICT suite has been built and you are required to produce a financial report of items that are currently awaiting payment.
1. Create a new spreadsheet
2. Enter the following data.
	LARREN EDUCATIONAL COLLEGE
	
	
	

	
	
	
	
	
	

	New Information Technology Room
	
	
	

	
	
	
	
	
	

	TYPE OF EQUIPMENT
	UNIT COST £
	NUMBER
	TOTAL COST £
	EDUCATIONAL DISCOUNT £
	AMOUNT DUE £

	
	
	
	
	
	

	Computers
	649.00
	8
	
	
	

	Printers
	149.99
	4
	
	
	

	Paper (reams)
	2.79
	20
	
	
	

	Books
	8.50
	16
	
	
	

	Disks (boxes)
	12.50
	20
	
	
	

	Typewriters
	169.99
	8
	
	
	

	Tables
	87.99
	18
	
	
	

	Chairs
	49.99
	16
	
	
	


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

4. Format the UNIT COST column to 2 decimal places

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

6. Save your spreadsheet report onto your floppy disk with the filename

7. Print a copy of your document showing the figures not the formulae.  Make sure that all the data is displayed in full.
8. Insert a formula to calculate the TOTAL COST of EQUIPMENT  (UNIT COST * NUMBER)
9. Replicate this formula to show the TOTAL COST for all equipment
10. There is a discount of 5% to be shown in the EDUCATIONAL DISCOUNT column.  Create a formula to show a discount of 5% 
11. Replicate this formula to show the EDUCATIONAL DISCOUNT for all equipment
12. Create a formula to show the TOTAL AMOUNT DUE.  (Total Cost – Educational Discount)

13. Replicate this formula to show the TOTAL AMOUNT DUE for all equipment
14. Create a formula to show the overall total of AMOUNT DUE
Your Head Teacher would like you to format the report

15. Format the data as follows:

a) 
the  figures for TOTAL COST, EDUCATIONAL DISCOUNT and AMOUNT DUE should be displayed in 2 decimal places
b) 
the overall AMOUNT DUE total figure should be displayed in currency and 2 decimal places
16. Save your spreadsheet report onto your floppy disk with the filename


17. Print a copy of your document showing the figures not the formulae.  Make sure that all the data is displayed in full.

18. Print a copy of your document showing the formulae.  Make sure that all the data is displayed in full.

19. Close the spreadsheet and exit the software securely
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