Unit 4:  Spreadsheets
Create a spreadsheet document 

Scenario

You are working as an Administrative Assistant for ‘Smith & Son’. Your job is to produce routine financial reports.

Your Team Leader has asked you to produce a spreadsheet report showing the revenue made from the company’s stationery items.
1. Create a new spreadsheet
2. Enter the following data.
	ITEM
	COST PRICE
	SHOP PRICE
	NO SOLD
	TOTAL REVENUE
	COST PAID

	
	
	
	
	
	

	PENCILS
	0.10
	0.14
	216
	
	

	BALL POINT PENS
	0.52
	0.81
	300
	
	

	FIBRE-TIPPED PENS
	1.06
	1.54
	259
	
	

	YEAR PLANNERS
	2.50
	3.99
	100
	
	

	PUNCHED POCKETS
	5.63
	7.60
	124
	
	

	RING BINDERS
	2.40
	3.80
	77
	
	

	MESSAGE PADS
	0.89
	1.10
	180
	
	

	INKJET PAPER
	6.95
	9.70
	29
	
	


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. The data in the ITEM column should be left aligned, and all other column headings should be right aligned
6. For the columns showing COST PRICE and SHOP PRICE, set the format to display 2 decimal places
7. Use a formula to calculate the TOTAL REVENUE for PENCILS (SHOP PRICE * NO SOLD)
8. Replicate the formula so that the revenues for the rest of the items are displayed

9. Use a SUM formula to calculate the COST PAID for PENCILS (COST PRICE * NO SOLD)
10. Replicate the formula so that the cost prices paid for the rest of the items are displayed

11. Enter the heading SMITH & SON PROFITS in the 1st row of the spreadsheet

12. Centre the column heading SMITH & SON PROFITS across the width of the spreadsheet

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

14. Add a single outside border around all the row labels starting with pencils and ending with inkjet paper.

15. Print a copy of your document showing the figures not the formulae ON ONE PAGE in LANDSCAPE.  Make sure that all the data is displayed in full.
Your Team Leader would like some changes made to the report
16. The information on the FIBRE-TIPPED PENS is no longer required.  Delete this row
17. Two corrections are needed:

a) 
the NO SOLD of YEAR PLANNERS should be 120.  Please amend
b) 
the INKJET PAPER should have been entered as INKJET PRINTER PAPER.  Please amend
18. A new column is needed to display the profits made:
a) 
insert a new column between the columns for ITEM and COST PRICE
b) 
enter the column heading PROFIT (right aligned)
19. Calculate the PROFIT for PENCILS.  (TOTAL REVENUE – COST PRICE )
20. Replicate the formula so that the revenues for the rest of the items are displayed

21. Display the PROFIT column in integer format

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


23. Make sure that ball the gridlines and row and column headings (1,2,3… & A,B,C..) will be displayed when printed.

24. make sure the gridlines will be displayed on the printout

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

26. Print the spreadsheet with all the formulae showing.  Make sure that all formulae are displayed in full
27. Close the spreadsheet and exit the software securely
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