Additional Exercise 3 Solution

Excel Level 1

Task 1 - Your spreadsheet should be saved with the filename shopsales and the printed document (or print preview) should look like:

Check Items has been
centre aligned

Premaotional I%\ =5o0id to Date

Make sure a new column
has been added with the
label Actual Income

Make sure you
have made the

Leamer Name

Check page orientation
is landscape

| Items Price Actual Taget Acual Intome  Projected In|:|:=rr|EL CﬂlumnSW'ldE

Magazines £135 a8 =) L3500 FE2500 enough so you can

Pers £0.60 4320 5000 5932.00 £3,00000 read all of the data

Bookmarks £1.10 12 250 £13.20 E275.00

Keyrings £150 G5 150 £82.50 £22500 . .

Mouzemats £2.99 1128 3000 £3,37272 £2,970.00 Make sure there is a single

Sticky Notss £143 £6,33250 outside border around the

T £13,42750 column labels

Check formula has been .
heck th Check Price, Actual

Check the entered as Income and Projected
cells below =B4*C4 Income fi urE:]arE set to
Items are and has been copied correctly currency E.rith 2 decimal
left-aligned to the rows below

Check all numeric
data is right-aligned

Make sure your name
and an automatic

the footer

»~ filename are added in \

shopsdes

places
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Excel Level 1

Task 2 - Your first spreadsheet should be saved with the filename shopnew and the printed document (or print preview) should look like:

4«— been set to print out

Check the SUM function has
been entered correctly:
=SUM(E4:ES8)

Check the Total figure is
displayed as currency to 2
decimal places

Promotional tems Sold to Date
Items Price Actud Targeti Actual Income! Projected Income
Magazines E£125 428 E00 £53 500 EG25.00
Fens EQED 4320 5000 £2 59200 £3,000.00
Bookmarks £110 12 250 E£13.20 EZ75.00
DuUsemats E3.10 1128 3000 £3,496.20 £9,300.00
Sticky Motes fEi.fl-El 4025 4250 £5,997.25 £6,332.50
/ Total: £13,634.25 £19,532 50
Check the entire row for
Key rings has been
deleted
Check the Sticky
Check the Price Notes Actual
for Mousemats value has been
has been changed changed to 4025
to 3.10
Check the page orientation
is landscape
Learner Name shopnew

Make sure gridlines have
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Excel Level 1

Task 2 — your second spreadsheet should be saved with the filename shopform and the printed document (or print preview) should look like:

A B D E F

1 |Promotional kems Sold to Date

2

3 ltems Price Actud Target Actual Income Projected Income

4 |Magazines 125 428 500 =B4*C4 =B4*D4

& |Fens 06 4330 5000 —BG*CG =BE¥DE Make sure gridlines
& |Bookmarks 11 12 250 =BE"(E =BE*DIE and row and column
7 |Mousemas 31 1123 3000 =B7*C7 =B7*D7 .

B [Sticky Motes 149 a5 4250 JREvCE ZBE*0E headings are

3 Total- ZEMEAEE) SSUM{FEFa) displayed

Make sure the page orientation is

Learner Name

landscape and all data fits on one page

Check formulas are displayed and columns
are wide enough to read all data in full

shopform
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