Spreadsheets
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Lesson 3 & 4
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Starter

 What is a Budget
* Why do we set a budget

 What sort of budget will you
set for your party.
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Simple Functions

Cell Range for Total, Cell Range for Total & —SUM(B6:G6)
Max &Min (Jan Sales). Average (Monthly Sales). — :

v BB i tal |Average The =Sum Function

'gb i Iphone 6 15 15 15 |40 [ 15 | 15 115 [19.167 will calculate the

Q ' Samsung s5 10 10 16 To | 1o | 16 108 18

=3 | Sony Xperia 5 5 | 5 | 5]515] 30 | 5 total (Sum) of the

~3l | Other 6 2 30 | 4] 1 ]10] 53 [88333 numbers in the

@ 0 Total: 40 range.

n 1 Max:| 18 18

E 2 Min 5 2

= I =AVERAGE(B6:G6)

_ Jx | =MAX(B6:B9) Jx | =MIN(B6:B9) — =

= The =Average Function

The =Max Function The =Min Function will calculate the average of
will find the highest will find the lowest the numbers within the
number in the range. number in the range. range.

Functions are predefined formulas and are already available in Excel.
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Lesson Overview

Understand the effects of changing data within your spreadsheet
(modelling).

Understanding cell referencing and the use of simple formulas.

Understanding the use of functions and absolute cell referencing

outcomes _________|tme.

Task1 You will complete the second expenditure sheet.
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Task2 You will use absolute cell referencing to work out the
total Expenditure including Tax.

Task 3  You will insert functions (max, min, average) to help you
reduce costs — change data.
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Task 2 — Simple formulas

* You will complete the second expenditure sheet using
the items from the catalogue provided.

Pa rty - Exp 1. Enter Item and shop name.

Decoration

Shop

Amount

Cost

Total

Decoration
Total

Entertainment

Hours

Cost P/H

Total

Entertainment
Total

Venue

Hours

Cost P/H

Total

—

2. Enter the amount you want for each
item.

For Entertainment and Venue enter the
amount of hours.

3. Enter the cost or cost per hour.

4. Use a formula to work out the total cost
for each item.

5. Use the Sum Function to work out the
Decoration and Entertainment total.
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Absolute Reference & Relative Reference

When you use AutoFill to duplicate a formula into the
cells below then you must use absolute cell referencing
if you want the cells to be referencing to one particular
cell.

Absolute cell referencing will lock in a particular cell. To
absolute cell reference you must insert a dollar sign
before Letter and number of the cell.

v (" X « Jx| =B6*$ES3
B C D E |
Task 2: Percentages
10% [ 25%
Sltudent M ew Sltudent Staff Discount
. Discount Price
Price
i R e — S
| 2294s5(f 2295 |€ 20651[f£  57.36 |
360.59| § =woETT—=zr £ 9015
1| 43995\ £ 4400 £ 39596 | £ 109.99
|| 539.99|  ==—mre—t——— 13500

The Price is relative
referencing. When the
formula is dragged down
the formula references to
the next price in the cell

below.

-66°S653 | mimedbyhe Lt

E F

‘ercentages

In the example to the left if you do not
use absolute cell referencing on the
25% then the Price will be multiplied
against the content in E4.
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Task 2 — Absolute Cell Referencing

e Complete the Total Expenditure table. You need to insert the
total Costs and work out the VAT (Absolute Cell referencing).

8 * Insert a formula to work out the Total (Cost + VAT).
(2]
-8 * Inserta Function work the expenditure total.
5
:‘B.- Cell Reference |
7] Total Expenditure
w 2 . B
g.. I 0 Type ! Cost VAT T e
ol Needstobe |5 | £ 382.75 | =114*$1520|[ | £ 5?-419
absolute cell Food £ 1,055.00 . | _
referenced Decaration £ 5,796.00 Left C|ICk.OI1 the square in the
by pressing Entertainment | £ 1,950.00 bottom right corner of the cell
Venue £ 675.00 and drag down to replicate the
O e formula. VAT ]
keyboard. .E i [ £ 57.41
£ 158.25
15.0% £ 869.40
0 0 £ 29250
http://www.yahmad.co.uk/ £ 10125
Total




Task 3 — Functions

* Insert the Min, Max and Average function for the Food and
Drink tables. Try and reduce your overall costs.

1
“
(2] S
Q g Insert .
Q. | =
= 10 D 3
elete
= ; . [ | sw Townl oo [ v | [ Footlne | won Toem] con [ o |
™ 1 Clear Contents
() car L.ontents - 5 coke asda 35| £ 1.00 | £ 35.00 fried chicken kansas £ £ 150.00
&" 12 1 6 fanta asda 40| £ 1.00 | £ 40.00 burgers sainsburys £ £ 50.00
Format Cells... 7 |drpepper tesco 25/ £ 1.00)£ 2500 chips asda 100 £ 1.00]|£ 100.00
o 13 pepp P
. 8 vimto asda 50| £ 0.90| £ 45.00 hot do tesco 50| £ 2.00 | £ 100.00
Q) 14 Bow Height... £
- 1 9 7up asda 45| £ 0.85 | £ 38.25 lamb chops tesco 50| £ 3.00 | £ 150.00
(ol Hide 10 milk shake tesco 60| £ L1000 |£ 60.00 meat pizza asda 200 £ 3.00|£ 50.00
- 11 lilt morrisons 10| £ 1.00| £ 10.00 kebabs asda 50| £ 450 | £ 225.00
= 15 ;
Unhide | 12| |pepsi asda 50| £ 0.65| £ 32.50 cocktails asda 70 100|e 7000
1 13 ribena asda 30| £ 0.90 | £ 27.00 sweets asda 100| £ 1.00 [ £ 100.00
16
14 smoothies tesco PO T tine e = e
15

To insert a row you have to
right click on the row number
and then click on insert.
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Plenary — Refer to the Lesson Objectives

Understand the effects of changing data within your spreadsheet
(modelling).

Understanding cell referencing and the use of simple formulas.

Understanding the use of functions and absolute cell referencing

Plenary Task (Q&A)

1. What is the main advantage of using a spreadsheet for modelling
purposes.

2. Have you managed to reduce costs?

3. Describe how the use of formulas and Functions has enabled you to
reduce your overall costs.
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