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Spreadsheets

Lesson 3 & 4
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• What is a Budget

• Why do we set a budget

• What sort of budget will you 
set for your party.

Starter
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Simple Functions
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The =Max Function 
will find the highest
number in the range.

The =Min Function 
will find the lowest
number in the range.

Cell Range for Total, 
Max &Min (Jan Sales).

Cell Range for Total & 
Average (Monthly Sales).

The =Sum Function 
will calculate the 
total (Sum) of the 
numbers in the 
range.

The =Average Function 
will calculate the average of 
the numbers within the 
range.

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

Outcomes Time

Task 1 You will complete the second expenditure sheet. 

Task 2 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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• You will complete the second expenditure sheet using 
the items from the catalogue provided. 

Task 2 – Simple formulas

http://www.yahmad.co.uk/

1. Enter Item and shop name.

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
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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.

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. 

The Price is relative 

referencing. When the 

formula is dragged down 

the formula references to 

the next price in the cell 

below.

All the prices will be 

multiplied by the % in E3.
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• Complete the Total Expenditure table. You need to insert the 
total Costs and work out the VAT (Absolute Cell referencing).

• Insert a formula to work out the Total (Cost + VAT).

• Insert a Function work the expenditure total. 

Task 2 – Absolute Cell Referencing
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Cell Reference 

I20 
Needs to be 
absolute cell 
referenced 
by pressing 
F4 on your 
keyboard.

Left Click on the square in the 
bottom right corner of the cell 
and drag down to replicate the 
formula. 
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• Insert the Min, Max and Average function  for the Food and 
Drink tables. Try and reduce your overall costs.

Task 3 – Functions
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To insert a row you have to 
right click on the row number 
and then click on insert.



Sp
re

ad
sh

eets P
art 1

Plenary – Refer to the Lesson Objectives
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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. 

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


