UNIT 2: SPREADSHEETS
Scenario

You are working in the accounting department at Surprise Garden Centres, and you have been asked to amend and update some financial spreadsheet.  The first spreadsheet reports the financial results for the last financial year. The second spreadsheet shows a summary of results for the previous five years.

For Task 1 you will need the following file:

· results.csv 
a  data file containing the basic financial results for year 2002.

For Task 2 you will need the following file:

· fiveyrs.csv 
a  data file containing a summary of results for years 1997- 2001.

You will need to refer to the:

· House Style Sheet

· Formulae Sheet

To perform your tasks, you will need to use application software that will allow you to:

· manipulate and format numeric data

· use live data from one spreadsheet in another

HOUSE STYLE SHEET

Page Setup

· Use A4 paper

· Use landscape orientation, unless otherwise stated
· Margins:
· top 2 cm

· bottom 2 cm

· left 2 cm

· right 2 cm

· Header 
Candidate name and centre number

· Footer 

Automatic date field (English format dd/mm/yyyy), 






page number and filename

Text Style
	FEATURE 
	FONT 
	FONT SIZE
	STYLE 
	ALIGNMENT

	Main Title 
	Sans serif 
	20 
	Bold
	Centred across all columns in the spreadsheet that contain data

	Section Headings 
	Sans serif 
	16 
	Bold
	Centred across the columns of data making up the section

	Column Headings 
	Sans serif 
	10 
	Bold
	Vertical alignment: centre, Horizontal alignment: left for column of text, right for column of numbers unless otherwise stated

	Row Labels 
	Sans serif 
	10 
	Bold
	Vertical alignment: top, Horizontal alignment: left 

	Body 
	Sans serif 
	10 
	No emphasis 
	Left align unless otherwise stated


Number style
	FEATURE 
	FONT 
	FONT SIZE 
	STYLE 
	ALIGNMENT

	Monetary amounts 
	Sans serif 
	10 
	0 decimal places. Comma separators for 1,000’s. Do not show monetary symbols unless stated
	Right

	Area  in hectares
	Sans serif 
	10 
	2 decimal places 
	Right

	Date 
	Sans serif 
	10 
	English format (dd/mm/yyyy) 
	Right

	Other numbers 
	Sans serif 
	10 
	0 decimal places unless otherwise instructed
	Right unless otherwise specified in the assignment


FORMULA SHEET
To complete the tasks, you will need to use a variety of different cell references (relative,

absolute, mixed, named and remote) in the formulae. The following information has been

provided to help you with your tasks.

	Total sales  
	SUM the Sales for all centres, using relative cell references to specify the range.

	Total cost and Total area
	Replicate the Total sales formula to SUM the Cost of Sales, and to SUM the Area for all centres.

	Sales per Hectare 
	Divide the Total Sales by the Total Area, using relative cell references. Replicate the formula to calculate the Sales per Hectare for each centre

	Above or Below average 
	IF Sales per Hectare for a centre is less than the value for all the centres, return the value "Below average", otherwise return the value "Above average". The formula must contain a mixed cell reference.

	Number of Centres
	Use the COUNTA function to count the number of nonblank entries in the Above or Below average column. Select the range of cells using relative cell references. 

	Sales and Cost of Sales
	Set Sales equal to Total Sales, and Cost of Sales equal to Total Cost, using relative cell references

	Gross Profit 
	Subtract Cost of Sales from Sales, using cell names

	Operating Overhead 
	Add together the Depreciation and the Expenses, using the cell names 

	Other Income 
	Add together the Concession Income and the Property Rental Income, using relative cell references 

	Operating Profit 
	Add Gross Profit and Other Income, and subtract Operating Overhead, using relative cell references

	Profit After Tax 
	Subtract Interest and Tax from Profit, using the cell names 


	2002 Operating Profit before Depreciation 
	Add Operating Profit and Depreciation, using relative cell reference and remote cell reference

	2002 Operating Profit after Interest 
	Subtract Interest from Operating profit, using remote cell reference and relative cell reference

	2002 Sales in euros
	Multiply the 2002 Sales by the Euro exchange rate, using relative cell reference and absolute cell reference

	2002 Profit after Tax (in euros)
	Multiply the 2002 Profit after Tax by the Euro exchange rate, using relative cell reference and absolute cell reference


TASK 1

The data file containing the Surprise Gardens Centres financial results for 2002 has the basic sales and expense figures, but needs to be updated to show totals and profit values. It also requires some calculations for performance statistics. 
1. Open the data file results.csv and save it in your software's normal file type using the filename sgc02
2. Before you make any changes to the data, you will need to display the current entries in full. Amend the width of column A to 25 digits, and columns B to 15 digits, and wrap the column headings Total Sales, Total Cost, Total Area, Sales per Hectare.
3. The first requirement is to analyse the results for the individual centres. First, sort the rows of information by garden centre name. 
4. Using the Formula Sheet and in the section Results by Centre, calculate the Total Sales for all centres. Replicate the formulae to calculate the Total Cost, and the Total Area for all centres.
Your Manager wants to know the relative performance of the centres, based on sales by area.

5. Calculate the Sales per Hectare for all centres, and replicate this formula to calculate the Sales per Hectare for each individual centre.
6. Create a formula to show that the Sales per Hectare for the first garden centre are either “Above average” or “Below average” as appropriate. Replicate this formula to indicate the status for each of the other centres. Merge and centre the Sales per Hectare heading over the two columns.
7. Use the new Average column to count the number of centres, using the COUNTA function.
8.  You have been told that a new garden centre at Jersey has been added to the group. Insert a blank line before the Silverbrook entry, and add the following information:


Jersey
31375
17823
3.11 

Replicate the formula for Sales per Hectare and whether it is above or below average.

Make sure that the count of centres is updated by 1. 
9. In the top section of the spreadsheet, set the Sales value in the second column equal to the Total Sales for all centres that you’ve just computed. 
10. Set the value for Cost of Sales to the Total Cost for all centres, again placing the result in the second column. 
11. Name the cells containing Sales and Cost of Sales, and calculate the Gross Profit in column three using the formula provided. 
12. Name the cell containing the value for Depreciation, using the label Depreciation. Similarly name the cells containing Expenses, and calculate the Operating Overhead in column three. 
13. Calculate the Other Income and Operating Profit in column three using the formulae provided. 
14. Name the cells containing Operating Profit, Interest and Tax, and calculate the Profit after Tax in column three using the formula provided. 
15. Insert blank rows before Sales, Depreciation, Concession Income, Interest, and Number of centres. 
16. Apply the House Style sheet settings.
17. Select the cell containing Cost of Sales value and apply a thick bottom border. 

Copy the Format of the Cost of sales value to the cells containing the Expenses, Property 
Rental Income, Other Income and Tax values.
18. Draw a thick box border around whole section headed Results by Centre.
19. Print the spreadsheet ensuring that all the data can be seen and that the whole report fits on a single page. 
20. Print the spreadsheet showing the formulae. Make sure the whole of the formulae display correctly. 
21. Save the spreadsheet.
TASK 2
The data file containing the Surprise Gardens Centres financial results for the previous five years needs to be updated to include the latest financial year. This will use information selected from the spreadsheet of current results, sgc02.. 

1. Open the data file fiveyrs.csv and save it in your software's normal file type using the filename sgc5y.
2. Before you make any changes to the data, you will need to display the current entries in full. Amend the width of column A to 20 digits, and other columns to 15, and wrap all the row labels.
3. Move the data for years 1998-2001 one position over to the left, deleting the data for 1997 in the process.
4. Add a column heading for 2002. 
5. Open the spreadsheet sgc02, and arrange the two spreadsheet windows vertically. 
6. Create a link from the sgc5y file, 2002 Sales cell, to the sgc02 spreadsheet Sales cell.

7. Create a  link from the sgc5y file, 2002 Cost of Sales, Operating Profit, Tax and Profit after Tax.
8. Using the formulae and values from both spreadsheets, calculate the 2002 Operating Profit before Depreciation, and Operating Profit after Interest.
9. Select the year headings and data for years 1998 – 2002 and sort the columns into descending order, so that the 2002 figures appear right next to the row labels.
10. Calculate the 2002 Sales in Euros, and the 2002 Profit after Tax in Euros, using the Formula sheet. Replicate the formulae for the other years. 
11. Count the number of centres in the list.

12. Insert blank rows before Euro Exchange Rate and Sales in Euros. Show the exchange rate as five decimal places.
13. Apply the House Style sheet settings.

14. Print the spreadsheet ensuring that all the data can be seen and that the whole report fits on a single page. 
15. Hide columns for years 1998 – 2001 and print the spreadsheet showing the formulae, and showing row and column headings. Make sure the whole of the formulae display correctly. 
16. Save the spreadsheet.
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