What is a Spreadsheet?

Learning Outcomes

At the end of this section you should be able to -

U Understand what a spreadsheet is

O Identify elements of a spreadsheet

d Understand and read cell references

O Identify operators used in a formula

U Understand the structure of a spreadsheet

O Identify areas of a chart
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Spreadsheets

A spreadsheet is essentially a large working area composed of rows and columns. The
intersection of a row and column is called a cell. Text and numbers are entered into these cells
and formulas are used to manipulate the data to provide information required.

Microsoft Excel 2010 (or any spreadsheet program) makes calculations easy - it replaces your
pencil, paper and calculator. If you change data in a worksheet, every formula associated with that
data will be automatically recalculated accordingly.

Data can therefore be altered to re-calculate budgets and to forecast results using different sales
projections. Worksheets can be saved on disk, retrieved and printed as required.

Note | In this book Microsoft Excel 2010 will be referred to as Excel 2010.

Spreadsheets are widely used -

1  Inindustry and commerce for
financial accounts

forecasting and projection results
recording and comparing data
personnel details

2 At home for
e  budgeting
e calculations, eg painting, wallpapering
e savings and travelling expenses

3 Atschools for
e testand examination results
e timetables
e school rolls

4 At clubs for
e membership fees
e  sports results
e  sponsorship details

Examples of other spreadsheet programs include Lotus 1-2-3, Corel Quattro Pro and
OpenOffice Calc (the last of which can be freely downloaded from the Internet).

Spreadsheet/Worksheet

The word spreadsheet is a general term for any document created by a spreadsheet program; a
spreadsheet is referred to in Excel 2010 as a worksheet. Both of these terms are used throughout
this book but they refer to the same thing.
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Samples of Spreadsheets

A B C D E F G H

1 Day Trippers

2

3 |Tours January February  March April May June Total

4 Hinterland Tour 256 333 178 125 374 322

5 The Coast Tour 312 262 285 310 345 370

6 |Bryon Bay and Tweed Heads 408 478 324 314 423 384

7 |FraserIsland 993 810 826 786 874 882

& |Brisbane in a Day 554 487 512 456 492 414

9 |Brisbane at Night 452 435 478 398 416 488

10 Total 2975 2825 2603 2389 2024 2860 16576

A B cC D E F

1 VitaHealth Products - Worldwide Sales

2 2011

: Sales % by Country

4 Qi a2 a3 Q4 Total

5 |Australia 105,000 95,600 87,500 160,200 448,300

6 |Brazil 85,000 92,300 75,000 96,000 348,300

7 |United States 199,000 357,000 224,785 391,255 1,172,040

8 |United Kingdom 153,000 169,000 158,700 180,250 660,950 W Australia

9 China 62,500 52,500 49,000 82,000 246,000 M Brazil

10 |South Africa 75,000 84,000 70,400 96,100 325,500

o H United States

12 Total 679,500 850,400 665,385 1,005,805 3,201,090 M United Kingdom

= M China

14

15 2010 W South Africa

16

17 Q1 Qz Q3 Qa Total

18 |Australia 55,000 88,000 76,000 155,350 374,350

19 |Brazil 75,000 85,300 72,400 95,000 327,700

20 |United States 155,000 225,000 123,950 250,780 754,730

21 |United Kingdom 125,000 255,690 155,890 175,500 712,080

22 |China 65,000 45,650 45,000 75,000 230,650

23 |South Africa 78,000 89,000 65,890 95,200 328,090

24 A B C D E F G

25 Total 553,000 3 -

2 1 Te Kea Trading Company

27 2 Pricing Structure for December Sale

28 (2009
3

29

20 4

31 |Australia 125,000 Cost Retail Quantity Value of Sale

B brazil 75,000 5 product Price Price % Margin in Stock stock Price

33 |United States 185,500 2

34 United Kingdom 145,500 2 6

35 China 65,000 7 Calendars $11.00 $18.95 41.95% 50 $550.00 517.06

36 |South Africa 72,500 g Saucepans 75 95 21.05% 25 1,875.00 85.5

L ~ 9 |ElectricJug 42 75.5 44.37% 32 1,344.00 67.95

38 Total 668,500 7

2a 10 |Men's Sweatshirt 24 42,95 44,12% 55 1,320.00 38.60
11 Weedeater 185 269.9 31.46% 24 4,440.00 242,91
12 T-Shirts 15 24.85 39.64% 75 1,125.00 22.37
13 Garden Shed 295 375.5 21.44% 11 3,245.00 337.95
14 |Crockpot 120 159.9 24.95% 30 3,600.00 143.91

Advantages of Spreadsheets

Calculations can be performed quickly and easily.

e If data is altered, the calculations automatically adjust.

e  Worksheets within a workbook can be used for different groups of data. Data from a group

of worksheets can be calculated onto one summary worksheet.

e  Charts can be used to visually display data, eg bar, column, pie, line.

e Data can be manipulated, grouped and sorted into a specific order for lists, databases, etc.

Data within a spreadsheet can then be quickly located.
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Row

Heading =~ [

What is a Spreadsheet?

Manual Spreadsheet

Before spreadsheet software programs were available, calculations were made on grid paper.
When doing this, each column was named by a letter of the alphabet, in the first row (except the
first column). The first column was used to number each row (except for the first row, used for
column headings). The characters used to identify each column are called Column Headings. The
numbers used to identify each row are called Row Headings. An example of a basic spreadsheet
is shown below.

Elements of a Spreadsheet

Column

A B c D E ~ | Heading
- Labels
2 Fashion Holse - Sdes —1— |
3
4
5 Austraia Arnerica Britan TOTAL
o Shirts B97.00 1,58,.95 2,425,298 4 909,23
7 Skirts 4,200,00 4,800.,50 2,000,000 5,000.5
8 | Jackets 950.00 1,060.96 1260261 ST T Values
9 | Trousers (60,50 501.23 80.20 1844,
20 | Other ©0.00 100,00 95,00 }%,oo
11
12 | TOTAL $3,77877.90 45,049,064 $,450.,713 4452871.977
13
14

Data was written into the grid as shown above. The figures in each column could then be added
on a calculator and the total written into the Total row at the bottom of the column. To double
check that all the calculations were correct you would calculate each row and insert the total
amount in the Total column. Calculate the Total column and it should equal the same amount as
the Total row.

Labels

Labels are text or numbers that are not used in a mathematical formula or equation. They help the
reader understand different parts of a worksheet, ie column headings, row headings, title of a
worksheet, etc.

Values
Values are data that are used to calculate results or the end result of a calculation.

Reference to particular data could easily be described by the use of cell references to show how an
amount was calculated, eg the Total Shirts figure of $4,909.23 would be shown in an electronic
spreadsheet as a formula, =B6+C6+D6. If one of the figures was changed the formula would
update automatically because cell references are used to calculate the total and not the actual
figures.
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Working with Formulas

A spreadsheet with the figures already calculated is shown below. You will see later that an Excel
worksheet is similar, except you can view the formulas on screen (as well as the calculated

results).
A B C D E F G

i Kely's Bupget
2
E januaw“y Februar“y March Tota Average
4 Tncome
5 Wage s 380 380 280 1140 380
(@
7 Expenses
© Clothing 100 80 120 300 100
9 Makeup 18 295 10 53 A6
40 | Car 30 B0 80 240 B0
A1 | Board 4100 400 100 300 100
12 | TOTAL 2998 285 310 993 2977.710
A3
14 | Baance B2 95 0 2477 92.33
A5
AL Check Hxpenses Tqta 9943
A7 Check Waance Totd 2477
193 Check Average Total ©2.33

In an electronic spreadsheet a formula uses cell references and operators (such as +, -, *, /).
Formulas can be identified by the = sign that appears at the beginning of a formula.

Cell References

A cell reference is used to identify data and is made up of two parts. The first part is the column
letter. The second part is the row number. For example, the total of the January expenses is in
cell reference B12 (B = column B and 12 = row 12). Total Income is cell reference E5.

Solutions to the following tasks are located at the end of this section.

Task 1

» Complete the table below using the spreadsheet above.

Cell Reference

Description of Data

Check Average Total (figure)

F5
D16
March Wages (figure)
Average Car (figure)
E12
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Basic Formulas

In an electronic spreadsheet a formula always starts with =. This identifies that the cell contains a
formula, not general data. Cell references and operators are used to create formulas.

Operators
An operator is a mathematical action, eg addition, subtraction, multiplication, division, etc.

Operator Symbols

+ Addition / Division
- Subtraction * Multiplication

A few examples of formulas at work are shown below.

A B Cc D E F G
1 Kelly's Budget
2
3 January February Marcin Tota Average
4 Income
5 Wages 380 380 380 11440 380

The formula in cell E5 would read: =B5+C5+D5
The formula in cell F5 would read: =E5/3

Task 2

»  Write formulas for the following. The first one has been completed for you. The solution to
this Task can be found at the end of this section.

Question Answer
The average of the following cells: =(D6+D7+D8+D9)/4
D6, D7, D8, D9

Adding cells B6, D6 and E6 together.

The difference between cells E9 and
E12.

What is average profit over the 12
months if the total for all the months is
shown in cell D20.

Total value of stock where Unit Price =
C3 and Quantity = B3
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Using Formulas to Check other Formulas

The spreadsheet below displays arrows that show the flow of data that is calculated. The data in
rows 5, 8-11 are added and the results displayed in the Total column. The data in the Total
column is added in sections down the column.

The Check Expenses Total is the total of each column added together as if you were adding across
row 12. The figure produced can then be checked against the figure displayed in the Total

column. This is called “cross-checking”.

A B C D E F
1 Kelly's Bupqget
2
E \Tar\uahy Februahy March Tota Average
4 Tncome
5 Wages =380 =380 380 p 1140 380
(@
7 Expenses
(S} Clothing 400 =lal A0 » =00 100
9 | Makeup S 5 40— 53 AT7.6T
10 | Cear Q) 2Q 20 » 240 50
A1 | Board TOO OO TOO > 300 100
12 | TOTAL 298 285 310 993 2977.710
A3
14 | Baance B2 95 10 2477 ©2.33
A5
e Check Hxpenses Tata 293
A7 Check Waance Totd 2477
193 Check Average Tota ©2.33

Formulas used

A B C D E F
1 Kely's Bupqget
2
E January February March Tota Average
Ak Tncome
5 Wages 380 380 380 | -B5+Co+DS E5/3
@)
7 Expenses
S Clothing 100 80 420 | “BB+CB+DB E®/3
9 Makeup 13 25 A0 | =BICA+DA =E/3
A0 Car 0 0 20 =BAO+CA0+DAO =EAO/3
14 Board A 00 2100 100 SBAA+CAL+DAL =EAA/3
12 | TOTAL =BB+BA+ =CB+Ca+ “DB+DY+ SESTEA =EA2/3
13 BAO+BAAL cA0+CAA DAO+DAAL EAO+EAA
14 | Baance =BS5-BA2 | =C5-CA2 | =D5-DA2 | =g5-EA2 =EA4/3
A5
A Check| Expenses Jlota =BA2+(CA2+DA2
A7 Check| Baance Tota =BAA+CA4A+DAA
A® Check| Average Total =DAT/[3
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Task 3

»  Write the formulas for the spreadsheet shown below. The solution to this exercise is at the
end of this section.

A 8 C D E ¥ G
\ Paekinson TNDUSTRIES
2 TANUARY TEBRUARY Maecy ToTAL
3 | Income
4 Ne+ SALES 155,000 120,000 5,000
5
6 OPERATING EXPENSES
1 SALARIES 35,000 30,000 25,000
V) UriLres 5,000 14,000 13,250
q RenTt 3,500 3,500 3,500
10 | NoveeTisnG 1,000 1,000 1,000
\ Cos of Goobs SoLb 50,000 50,000 50,000
12 | ToraL OpeeATNG EXPENSES
3
4 | OreraTine Thcome
5
Task 4

» Use a calculator to calculate the formulas you wrote in above. Fill in the spreadsheet below

with the results. Solutions to this Task are at the end of this section.

A 8 C D E ¥ G
\ Paekinson TNDUSTRIES
2 TanuAey TEBRUARY MaecH ToraL
3 | Income
4 | NeT SALeEs 155,000 120,000 15,000
o)
6 OPERATING EXPENSES
7 SALARIES 35,000 30,000 25,000
B UrLres 5,000 14,000 13,250
9 RenT 3,500 3,500 3,500
10 | Aoveemisne 1,000 1,000 1,000
I\ CosTt of Goops SoLD 50,000 50,000 50,000
12 | ToraL OPERATNG EXPENSES
13
4 | Oreearne Theome
5
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Solving a Problem with a Spreadsheet

Spreadsheets are used to provide a solution to a problem. An example of a problem for The Music
Box is shown below. On the next page you will see a sketched solution using a spreadsheet.

© Cherylprice.co.nz Limited

Hi Tony
Could you put together a
spreadisheet for me. 1 need - The Music Box
ol Nelson Branch
to know the total sales for e Facsimile
each wonth. The information To: Kevin
sent in by each branch is From: Jure
attached. Date: 20 May
Subject: Sales
No. of pages: |
January 18,750
February 17,250
March 16,000
April 16,750 S The Music Box
| i Douglas Branch
g The Music Box o Facsimile
i i Gisborne Branch )
i, Facsimile To: . Kevin
From: Bruce
To: Kevin Date: 22 May
From: Max Subject: Sales for January-April
Date: 19 May No. of pages: 1
Subject: Sales Figures
No.of pages: 1 Month Sales
3 19.750 January 12,580
anuary :
February 18,250 T The Music Box ;Zt;rcl:]ary ﬁ’ggg
Mar_Ch 19,000 %o, B Bayswater Branch Ao 12’750
April 17,750 sl Facsimile P :
To: Kevin
From: John
Date: 18 May
Subject: Jan-April Sales
No. of pages: 1
January 15,800; February 16,200;
March 17,750; April 15,200
Regards
John
9




Solution created manually

A B C D E F G
A The Musia Box
2
3 Januvar February Marcin Apri) Tota
4 Nelson 18,7750 19,260 | AL,000| A6,750 | -Ba+CA+MATEAL
5 Douglas 12 6860 | 44,600| 144,250 12,750 | _ge+C5+DE+ES
o Bayﬁwaq‘er 15,800 1,200 A71,7150 15,200 | =BL+Clo+MNb+Elo
7 Gisborne 19,750 | 48,260 49,000| 47,750 | =BI+C TI+D T+E]
® =B4+B5+ =CA+CHS+ | =DHA+DHS5+ | =FA+ES+ =E4+FS+
A BlL+BT CL+CT | Do+DT | ElorET Fl+ET
10

The + operator is used to calculate a column or row, in the above manual spreadsheet.

Ranges

In cell B8 above you have used +B4+B5+B6+B7. As you can imagine, it would be very time
consuming in a very large spreadsheet to have to add cells in this way. A “range” is therefore

used.

B4:B7 is referred to as a “range”, which is simply a group of cells. Cell B4 indicates the start of
the range, the colon indicates “to” and cell B7 indicates the end of the range. A range is easier to
use instead of typing =B4+B5+B6+B7.

In Excel a group of cells can be selected and the data totalled using the AutoSum button

AutoSum button uses the function called SUM which is the term used “to add”.

The formula in cell B8 would therefore be =SUM(B4:B7), ie add cells B4 to B7.

Solution created in Excel

Task 5

A | B | ¢ | D E | F

1 | The Music Box

2

3 January February.  March April Total
4 |Melsan 18,750 19250 16000 16,7500 70,750
5 |Douglas 125800 11500 11250 12750 45080
B |Bayswater 15,800 16200 17750 15200 645950
7 |Gisbarne 19750 18250 19,000 17750 74750
] 6,550 B5200 B4,000 62450 253530
9

»  Write down the formula (using a range) Excel would use in cell F4 above.

10

E. The
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Spreadsheet Design

Before designing a spreadsheet you need to gather all information required and determine whether
producing a spreadsheet will help you solve the problem. Once you have decided that a
spreadsheet can be used to solve the problem, the information gathered is analysed by asking the
following questions:

- What is the purpose of the spreadsheet?
- Who is the spreadsheet for?

- What data is relevant?

- What data is irrelevant?

Below is some of the raw data that Tracey is going to use to plan her budget; the data includes her
income and expenditure. (A sample of the completed spreadsheet is shown on the next page.)

Fashiop-xpre Information
Receipt m Gathered
P (raw data

circled)

X2 Shirts _
x1 Jumper Trade Supplies Ltd

80
50
— Summary Pay Sli
Total yTEw

Trade Supplies Ltd Month

Trade Supplies Ltd Summary Pay Slip Emp'oyﬁr‘zcey Gibson

Summary Pay Slip

Month @ : Total Amou Lipstjck Bz
- Employee: . D Receipt
Employee: Tracey Giby{ HOUND DOG BAR

Tracey Gibs Summary Pay Slip X2 Lipstick 12

Mol —

Month:
Total Amoun b Total
& Statement 75 Employee: Tracey Gibson

received
2/2 Petrol 20 . _
12/2 Petrol 20 Total Amount Received:

20/2 Petrol 20
27/2 Petrol 20
Total @

By asking the questions listed above you can quickly determine what information is going into the
spreadsheet.

First a spreadsheet will need to have a heading identifying its purpose. This heading will need to
explain what the spreadsheet is about and the data displayed, eg Tracey’s Budget, January-March.

Raw/source data (numbers, etc to be entered from the information gathered) will need to be
arranged into a logical order, eg arranged into columns by month. If there are multiple
calculations to be performed you will need to evaluate what data is required for which
calculations. The example used here contains raw data for income and for expenses, you would
group all the income together and group the expenses in a separate area of the spreadsheet. This
would allow you to calculate the total income and the total expenses without getting the two
different sets of data confused.
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Data is grouped by month \

— —
A B C D E
Spreadsheet __| TRACEY'S BUDGET
is identified January-March

Income
YW Jab
Dairy Job
YWaitress

Income is
grouped

TOTAL INCOME

Expenses
Clothing
Makeup
Car

Board
Leisure

Expenses
are grouped

BALANCE

Falralralbal = = s s s s s s _\;
wr = o oo~ m ;e kS g R S e L)

January February March Total
375 375 375
gl 74 130
120 180 192
130 74 104
12 1G 9
a0 a0 50
100 100 100
75 75 75

TOTAL EXPENSES

The format and appearance of a spreadsheet needs to be kept clear, simple and consistent.

In the above example all major headings appear in bold. The totals for each group are shown with
a line separating the data from the calculation. The final calculation (BALANCE) is shown with a
single top border and double bottom border for importance and to indicate it is a separate

calculation.

Typically data should flow down the spreadsheet so it is easy to read with the final outcome at the

bottom.

When designing and producing a
following guidelines.

spreadsheet you need to ensure that it complies with the

Appropriate Formatting

Appropriate fonts and font sizes should be used so that the
spreadsheet is easy to read and interpret. Suitable borders
and shading highlight important information so that it stands
out.

Data Integrity

Check the entered data against source documents to ensure
that it is valid. Human error such as transposing numbers
(accidentally changing the arrangement of the numbers, eg
typing 19 instead of 91) can easily be overlooked.

Accuracy

Ensure that formulas and cell references are correct. Because
spreadsheets look professional it is easy for an error to go
unnoticed so check the document for accuracy. Loss of
finances or acute embarrassment could be the result of an
error. Tests should be carried out to check that formulas
work properly.

12
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Audited Formulae

Errors in a spreadsheet will result in information that is
inaccurate and misleading. Auditing tools are available in
Microsoft Excel to assist the user in checking formulas and
the range of cells that are dependent on the outcome.

Check Totals

Most spreadsheets calculate data across columns and rows to
arrive at a final amount. Use a cross checking method to
ensure that the totals of both the columns and rows arrive at
the same answer.

Readability

Spreadsheets must be easy to read and interpret. The user
should be able to identify numbers and headings at a glance
and understand how the results are arrived at. Printouts are
not always used by the person that builds the spreadsheet.
Other users could be data entry staff checking for accuracy or
managers interpreting results. Contrasting text and
background colours can be used to make headings stand out
but as a general rule avoid using more than three colours on a
worksheet (including black and grey).

Legibility

The spreadsheet printout should be easy to read. Text size
and spreadsheet styles such as fonts and general formatting
need to be selected wisely.

Presentation

Spreadsheets should look professional and well presented.
Data should fit properly into columns with meaningful
headings. If a specific style is used by your organisation, then
apply that style type to your spreadsheet.

© Cherylprice.co.nz Limited
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Charts

month.
The Shoe Shop
January February March Total
Bayswater 12,000 10,800 9,500 32,300
Albany 8,500 8,000 8,300 24,800
Belmont 6,000 5,200 5,400 16,600
. ' Glenfield 11,500 11,000 1,800 24,300
This group of datais -~ 38000 35000 25000 98,000
represented below and is 7 T *
referred to as the Data Series , 7 1 \
’ I \
ya . \
/ i Y
L7 Sales Comparison for llanuary-March 5 Chart Title
1
40,000 > ‘ t \\
— | \
Vertical 1 \
(Value} 5,000 4 T N
Axis ] \\
30,000 \
\\ g Data Series
25,000 - ) /
20,000 H
18,000
10,000 4
5,000
o Horizontal
January February March —— (Category)
Axis

A chart (or graph) represents data graphically. Displaying the data as a chart allows you to see
comparisons or trends that you might not have necessarily seen when looking at the spreadsheet data.

A column chart representing The Shoe Shop data is shown below to compare total sales for each

The common elements of a chart are shown above - Excel assigns the names shown in italics.

The process in creating a manual chart is as follows:

1

14

Determine the data that is to be displayed in the chart. This usually provides the name of the
chart (eg Sales Comparison for January-March).

Round the highest value upwards to the nearest 5,000 unit, eg 38,000 will be rounded
upwards to 40,000. This will be the highest point of the range of values at the left of the
chart. Insert figures in increments evenly down the left of the chart to 0 (our example shows
increments of 5,000 but other increments could be used).

To create the chart, you will use the column headings (ie categories), eg January, February
and March which will be displayed at the bottom of the chart and the totals, eg 38,000,
35,000, 25,000.

Write the names of the categories, eg January, February and March, along the bottom of the
chart.

Draw blocks representing the value for each category, eg for January draw upwards to
38,000; February 35,000; March 25,000.
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Examples of charts - column chart and line chart - that have been created manually.

SWEET HEAVEN SALES

P\PLIL

May

JuNE

ToraL

GIsBORNE

10,450

1,BBO

13,200

35,530

Beunswick

9,30

8,600

9,100

27,030

Deummonn

5,340

5,720

6,600

\®,260

GLENROY

1,180

12,100

12,600

2.6,6D0

277,500

38,500

4,500

\07,500

Line Chart

45,000
4o 000
35,000
30,000
25000
20000
15,000
10 000

5,000

%

Sweet Heaven Sales

Column Chart

45,000
4o 000
35,000
30 000

April

25,000
20000
15,000
10,000

5,000

May

Sweet Heaven Sales

June

o

Aﬁ\f/"

May

June

Data displayed in
the charts below

In Excel data can be selected, a chart type chosen and Excel will then create the chart for you. If
data is altered in the worksheet the changes made will be reflected in the chart. Later in this book
you will learn more about charts.

© Cherylprice.co.nz Limited
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Task 6

»  Using the data marked below manually create a line chart to show the Sales Commission for
October, November and December in the area provided (use increments of 500). Give the
chart an appropriate title.

SALES COMMISSION

Ocroeee. Novemeee. Decemeee. ToraL

Mae-s. 2,000 1,000 1,000 4,500
CNby 1,500 2,500 2,000 6,000
RoseeT 2,500 1,000 2,500 7,000
6,000 4,500 5,500 ] 7,500

Chart this data

Task 7

» Using the data below manually create a column chart in the area provided to show the
comparison of distance learning class enrolments (use increments of 100). Give the chart an
appropriate title.

Distance Learning - Students Basic Computing Word Processing Spreodsl'\eets Databases
Term | 500 650 400 300
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Solutions to Tasks

Task 1

Cell Reference Description of Data

D18 Check Average Total (figure)

F5 Average Wages Total (figure)

D16 Check Expenses Total (figure)

D5 March Wages (figure)

F10 Average Car (figure)

E12 Total

Task 2

Question Answer

The average of the following cells: =(D6+D7+D8+D9)/4

D6, D7, D8, D9

Adding cells B6, D6 and E6 together. =B6+D6+E6

The difference between cells E9 and E12. =E9-E12

What is average profit over the 12 months if the | =D20/12

total for all the months is shown in cell D20.

Total value of stock where Unit Price = C3 and =C3*B3

Quantity = B3

Task 3

A B C D E ¥ G

\ Paerinson TRDUSTRIES

2 TANUARY TEBRUARY MaecH ToTAL

3 | Income

4 NeT SALES 155,000 120,000 5,000 =DA+E4T4

5

6 | OperATNG EXPENSES

1 SALARES 35,000 30,000 25,000 =DTHETHTT

B UriLmes 5,000 14,000 13,250 =DBHHEDTD

9 RenT 3,500 3,500 3,500 =DYEQ+T]

10 | AoverTisne 1,000 1,000 1,000 =DIO+EIO+FI0

\ CosT of Gogds SoLp 50,000 50,000 50,000 =DIFEI+FI|

| ToraL OPERATNG EXPENEES =D7+DRD+ SETHERYEQ =EERE =GTGBAG
DIO+DI EIO+E\ FIO+tl| GIO+G

13

¥ | OreeAaTne INcome =D4-Diz SE4-E1 =F4-F12 =G4-G12

\5

© Cherylprice.co.nz Limited 17




Task 4

A B D E v G
\ ParkuNson TapusTRIES
2 JaNuAey TEBRUARY Mag.cH ToraL
3 | Income
4 | NeT SALEs 155,000 120,000 15,000 | 390,000
5
6 | OPERATNG ExPENSES
7 SALARIES 35,000 30,000 25,000 90,000
o) Urmes 15,000 14,000 13,250 42250
9 RenT 3,500 3,500 3,500 10,500
10 | AoveeTisne 1,OOO 1,OOO 1,000 3,000
\ CosT of Goody SoLbd 50,000 50,000 50,000 | 150,000
12 | ToraL OpERATNG EXPENSES 104,500 99,500 92,750 295,750
3
14 | Oreeamig: Intone 50,500 21,500 | 22,250 34,250
5
Task 5
=SUM(B4:E4)
Task 6
Sales Commission €or Oct-Dec
§ 000
5,500
5,000
4 500
4 000
3,500
3000
2,500
2 000
1,500
1,000
500
o
Octobey November December
18 © Cherylprice.co.nz Limited




Task 7

Compaeison of Distahnce LeAetng CLASS ENROLMENTS

Z00
go0
500
yoo
300

200

o

Basic Computing Word Processing Spreadsheets Databases

© Cherylprice.co.nz Limited 19



Revision

1  Whatis a label?

10 Match the operator symbols with the names.

* Addition

+ Multiplication
- Division

/ Subtraction

20 © Cherylprice.co.nz Limited
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