Operate a Spreadsheet Application

Exercise Instructions


	Task No & Title: 

	BSBCMN214A Create and use simple spreadsheets

	Title:
	08_01 Excel Exersize Sheet 1 

	Suitable for Classes:

	Certificate II Business

	Area:



	Technology & Enterprise

	Teacher: 


	Mr Peter Faulks

	Timeline 


	 1 Lesson

	Date Due:


	  Today

	Task Brief:
	

	Files Required
	


Items highlighted in yellow are tasks for you to complete
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Items in Purple are help tips
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National Corporate Training

	Unit
	Number
	Title
	Study Time

	1
	BSBCMN201A 
	Work effectively in a business environment
	20

	2
	BSBCMN202A 
	Organize and complete daily work activities
	15

	3
	BSBCMN203A 
	Communicate in the workplace
	[image: image14.png]


30

	4
	BSBCMN204A 
	Work effectively with others
	20

	5
	BSBCMN205A 
	Use business technology
	30

	6
	BSBCMN211A 
	Participate in workplace safety procedures 
	15

	7
	BSBCMN213A 
	Produce simple word processed documents
	40

	8
	BSBCMN214A 
	Create and use simple spreadsheets
	20

	9
	BSBCMN108A 
	Develop keyboard skills
	40

	10
	BSBCMN107A 
	Operate a Personal Computer
	20

	11
	ICAITU013C 
	Integrate Commercial computer packages
	30

	12
	ICAITU012C 
	Design Organizational Documents using computer 
	50

	
	
	TOTAL
	


Exercise 1

Open the file Exercise 1 and carry out the instructions shown below:

	
	A
	B
	C
	D
	E

	1
	STATEMENT OF ACCOUNT

	2
	
	
	
	
	

	3
	Item
	Description
	Unit Price
	Qty
	Total

	4
	1
	Plastic gnome
	$4.57 
	12
	$54.84 

	5
	2
	Earthenware gnome
	$12.40 
	15
	$186.00 

	6
	3
	Gnome tongs
	$8.00 
	10
	$80.00 

	7
	4
	Gnome gardens with style
	$28.50 
	6
	$171.00 

	8
	5
	Gnome benches
	$130.00 
	2
	$260.00 

	9
	6
	Gnome umbrella
	$11.00 
	1
	$11.00 

	10
	
	
	
	
	

	11
	
	
	
	TOTAL
	$762.84 


1. Take note of the total figure.

2. Change the Unit Price of Gnome Tongs to $28.00. Just enter 28, there is no need to delete what is in the cell or add zeroes.

3. Note the change to the total.

4. Save the file as Exercise 1A.

Exercise 2

Create a new workbook shown below and save as Exercise 2.

(Note- Do not include formulas to calculate totals)

	
	A
	B
	C
	D

	1
	Sports
	
	
	

	2
	SPORTS WAREHOUSE
	 
	 

	3
	 
	
	
	

	4
	ITEM
	COST PRICE
	SALE PRICE
	PROFIT

	5
	SURFBOARD
	280
	440
	

	6
	SAILBOARD
	740
	1380
	

	7
	FISHING ROD
	29
	43
	

	8
	SURF SKI
	310
	480
	

	9
	WETSUIT
	160
	220
	

	10
	SCUBA TANK
	325
	498
	

	11
	 
	
	
	

	12
	TOTALS
	 
	 
	 


Exercise 3

Create a new workbook shown below and save as Exercise 3.

(Note- Do not include formulas to calculate totals)

	
	A
	B
	C
	D

	1
	Shares
	
	
	

	2
	SHAREHOLDINGS
	
	
	

	3
	Stockholder
	Mr L Luciano
	
	

	4
	
	
	
	

	5
	STOCK
	NO SHARES
	TODAY'S PRICE
	CURRENT VALUE

	6
	Capone Corp
	250
	7.75
	

	7
	Chicago Inc
	1000
	12.00
	

	8
	Family Business
	700
	2.50
	

	9
	Godfather Ltd
	5000
	5.35
	

	10
	Triad Enterprises
	1000
	8.30
	

	11
	Black Boutique
	300
	9.21
	

	12
	 
	
	
	

	13
	 
	 
	TOTAL VALUE
	 


Exercise 4

Create a new workbook shown below and save as Exercise 4.

(Note- Do not include formulas to calculate totals)

	
	A
	B
	C
	D
	E
	F

	1
	Survey
	
	
	
	
	

	2
	ANDERSON AUSTRALIA LTD
	
	
	

	3
	AGE COMPARISON SURVEY
	
	
	

	4
	 
	
	
	
	
	 

	5
	AREA
	15 to 18
	19 to 24
	25 to 39
	40+
	TOTAL

	6
	Managerial
	0
	0
	5
	25
	 

	7
	Sales
	32
	50
	100
	42
	 

	8
	Clerical
	4
	13
	35
	19
	 

	9
	Communications
	2
	23
	31
	1
	 

	10
	Marketing
	10
	3
	24
	5
	 

	11
	Computing
	6
	19
	52
	1
	 

	12
	Accounts
	1
	14
	30
	21
	 

	13
	Art and Design
	2
	17
	59
	23
	 

	14
	Research
	0
	0
	22
	28
	 

	15
	Other
	16
	95
	108
	56
	 

	16
	 
	
	
	
	
	 

	17
	TOTAL
	 
	 
	 
	 
	 


Exercise 5

Open the file Exercise 2 and carry out the instructions shown below:

	
	A
	B
	C
	D

	1
	Sports
	
	
	

	2
	SPORTS WAREHOUSE
	 
	 

	3
	 
	
	
	

	4
	ITEM
	COST PRICE
	SALE PRICE
	PROFIT

	5
	SURFBOARD
	280
	440
	

	6
	SAILBOARD
	740
	1380
	

	7
	FISHING ROD
	29
	43
	

	8
	SURF SKI
	310
	480
	

	9
	WETSUIT
	160
	220
	

	10
	SCUBA TANK
	325
	498
	

	11
	 
	
	
	

	12
	TOTALS
	 
	 
	 


1. Enter the formula in D5 to calculate the profit. This will be Sale Price (in C5) minus Cost Price (in B5).

2. Use the Autofill feature to copy the formula from D5 to D10.

3. Use the Autosum function to add the Cost Price total in B12.

4. Use the Autofill feature to copy the formula from B12 to D12.

5. Save this file as Exercise 5.

Exercise 6

Open the file Exercise 3 and carry out the instructions shown below:

	
	A
	B
	C
	D

	1
	Shares
	
	
	

	2
	SHAREHOLDINGS
	
	
	

	3
	Stockholder
	Mr L Luciano
	
	

	4
	
	
	
	

	5
	STOCK
	NO SHARES
	TODAY'S PRICE
	CURRENT VALUE

	6
	Capone Corp
	250
	7.75
	

	7
	Chicago Inc
	1000
	12.00
	

	8
	Family Business
	700
	2.50
	

	9
	Godfather Ltd
	5000
	5.35
	

	10
	Triad Enterprises
	1000
	8.30
	

	11
	Black Boutique
	300
	9.21
	

	12
	 
	
	
	

	13
	 
	 
	TOTAL VALUE
	 


1. Enter a formula in D6 for Current Value. This will be No Shares (in B5) multiplied by Today’s Price (in C6).

2. Copy this formula down to the cells below (i.e. cell range D6:D11).

3. Enter a formula that calculates the Total Value of shares, (the sum of the current values in the cell range D6:D11).

4. Save this file as Exercise 6.

Exercise 7

Open the file Exercise 4 and carry out the instructions shown below:

	
	A
	B
	C
	D
	E
	F

	1
	Survey
	
	
	
	
	

	2
	ANDERSON AUSTRALIA LTD
	
	
	

	3
	AGE COMPARISON SURVEY
	
	
	

	4
	AREA
	15 to 18
	19 to 24
	25 to 39
	40+
	TOTAL

	5
	
	
	
	
	
	

	6
	Managerial
	0
	0
	5
	25
	 

	7
	Sales
	32
	50
	100
	42
	 

	8
	Clerical
	4
	13
	35
	19
	 

	9
	Communications
	2
	23
	31
	1
	 

	10
	Marketing
	10
	3
	24
	5
	 

	11
	Computing
	6
	19
	52
	1
	 

	12
	Accounts
	1
	14
	30
	21
	 

	13
	Art and Design
	2
	17
	59
	23
	 

	14
	Research
	0
	0
	22
	28
	 

	15
	Other
	16
	95
	108
	56
	 

	16
	 
	
	
	
	
	 

	17
	TOTAL
	 
	 
	 
	 
	 


1. Make sure the columns are wide enough. 

2. Use the Autosum function to add the Managerial figures and put the answer in F6

3. Use the Autofill to copy down the formula from F6 to F15.

4. Use the Autosum function to add Column B and put the answer in B17. Copy across to F17.

5. Centre align all columns except Column A

6. [image: image15..pict]Highlight cells A2 to F2 to centre top heading. Use merge icon           Bold and put in Arial 16

7. Highlight cells A3 to F3 and centre. Put in Italics, size 14 and bold.

8. Bold the column headings and put the row labels in Italics

9. Sort the Worksheet in alphabetical order of AREA. [HINT: put cursor in A6 and press A~Z]

10. The figure for Computing in the 19 to 24 Age group is wrong, it should be 28

11. Highlight rows 5 to 17 and use double headed arrow to increase row height.

12. Add shading and borders as shown above.

13. Insert a row in alphabetical order as follows:

Engineering        4
10
24
35

(Note the formula has been updated in cell D10)

14. Save the file as Exercise 7.
	


Exercise 8

Open the file Exercise 8 and carry out the instructions shown below:

	
	A
	B
	C
	D
	E
	F
	G

	1
	PAYROLL SHEET

	2
	Prepared by:

	3
	
	
	
	
	
	
	

	4
	EMPLOYEE
	GROSS WAGE
	INCOME TAX
	MEDICAL BENEFITS
	PENSION DEDUCTIONS
	TOTAL DEDUCTIONS
	NET PAY

	5
	Adame, John
	$350.00
	$42.00
	$54.00
	$45.37
	 
	 

	6
	Smyth, Eric
	$275.00
	$35.00
	$53.00
	$25.62
	 
	 

	7
	Owens, John
	$350.00
	$27.50
	$35.00
	$15.59
	 
	 

	8
	Speers, Lisa
	$385.00
	$35.00
	$35.00
	$31.59
	 
	 

	9
	Need, Joan
	$425.00
	$38.50
	$38.00
	$25.60
	 
	 

	10
	Timke, Luanne
	$295.00
	$42.50
	$42.00
	$38.80
	 
	 

	11
	Stuart, Dick
	$360.00
	$36.00
	$43.00
	$42.15
	 
	 

	12
	Laird, Bruce
	$385.00
	$38.50
	$28.00
	$35.75
	 
	 

	13
	Collins, Sandy
	$485.00
	$48.50
	$36.00
	$27.50
	 
	 

	14
	Smity, Anne
	$450.00
	$45.00
	$42.00
	$41.60
	 
	 

	15
	
	
	
	
	
	
	

	16
	TOTALS:
	 
	 
	 
	 
	 
	 

	17
	
	
	
	
	
	
	

	18
	AVERAGE:
	 
	 
	 
	 
	 
	 


1. Make sure the columns are wide enough to read all data.

2. Sort the Employees names into alphabetical order and remember not to highlight.

3. Calculate the Total Deductions by adding the tax, medical benefits and pension deductions.

4. Calculate the Net Pay by taking the Total Deductions from the Gross Pay.

5. Calculate the TOTALS in Row 16. Use the Autosum function and fill across.

6. Calculate the AVERAGE in Row 18. Copy the formula across to the other cells.

7. Centre the main heading, change the font to 16 and make it bold.

8. Add your name in the second heading after Prepared by: Centre and italic this heading.

9. Use your notes or ask your Trainer how to wrap the text in the column heading.

10. Add borders and shading where shown. Centre the figures and add currency.

11. Put the Spreadsheet in Landscape and centre it on the page horizontally & vertically.

12. Add the date to the Footer. Save changes Exercise 8A.

Exercise 9

Open the file Exercise 9 and carry out the instructions shown below:

	
	A
	B
	C
	D
	E

	1
	 
	January
	February
	March
	Total

	2
	Revenue
	      24,680 
	      275,340 
	     29,760 
	 

	3
	 
	 
	 
	 
	 

	4
	Overhead
	       5,600 
	         5,200 
	       6,100 
	 

	5
	Materials
	       5,700 
	         6,590 
	       7,480 
	 

	6
	Advertising
	       4,850 
	         4,030 
	       4,390 
	 

	7
	 
	 
	 
	 
	 

	8
	Costs
	 
	 
	 
	 

	9
	 
	 
	 
	 
	 

	10
	Profit
	 
	 
	 
	 


1. Create the above worksheet

2. Calculate the Totals in Column E.

3. Calculate the Costs in B8. The Costs are in Rows 4 - 6. Copy across.

4. Calculate the Profit, which is the Revenue less Costs. Copy across.

5. Format the spreadsheet appropriately with currency, alignment, shading etc

6. Save the workbook as Exercise 9A on your disk.
Exercise 10

Open the file Exercise 10 and carry out the instructions shown below:

	
	A
	B
	C
	D
	E
	F

	1
	Sales Breakdown by City
	 
	 
	 
	 
	 

	2
	 
	 
	 
	 
	 
	 

	3
	 
	New York
	Chicago
	Phoenix
	Total
	Average

	4
	Hardware
	147000
	227000
	458000
	 
	 

	5
	Software
	230000
	392000
	912000
	 
	 

	6
	Service
	178000
	271000
	422000
	 
	 

	7
	Training
	181000
	155000
	879000
	 
	 

	8
	 
	 
	 
	 
	 
	 

	9
	Total
	 
	 
	 
	 
	 


1. Calculate the appropriate totals & averages

2. Centre the title across the spreadsheet, Garamond font and 16pt (if avail.)

3. Format the numbers to be comma with no decimal places

4. Set the alignment of the Horizontal column headings to right

5. Put the Spreadsheet in Landscape and centre on page horizontally and vertically

6. Add your name and the date to the Footer.

7. Save the spreadsheet as Exercise 10A on your disk.
Exercise 11

Open the file Exercise 11 and carry out the instructions shown below:

	
	A
	B
	C
	D

	1
	Paper Distributors Ltd
	 
	
	

	2
	 
	
	
	 

	3
	 
	Sep
	Oct
	Nov

	4
	City
	2168
	1500
	2176

	5
	Bayside
	2583
	2100
	1300

	6
	North
	1795
	1821
	1879

	7
	Central
	1278
	2817
	3156


1. You are to add a column for the figures for August, shown below (before Sep), they are as follows:

City
3540

Bayside
2754

North
1768

Central
3850

2. In A9, insert text Total.  Total the number of boxes of paper sold for each of the 4 months

3. Sort the Shops i.e. City, Bayside etc into alphabetical order. 

4. Format the spreadsheet appropriately and save the file as Exercise 11A.

Exercise 12
Open the file Exercise 12 and carry out the instructions shown below:

	
	A
	B
	C
	D

	1
	Terry's Sports Store: Sales Totals

	2
	March
	
	
	

	3
	
	Wholesale Costs
	Income
	Profit

	4
	Clothing
	 $              3,211 
	 $         5,444 
	 $         2,233 

	5
	Footwear
	 $                 333 
	 $            566 
	 $            233 

	6
	Equipment
	 $              6,777 
	 $         8,444 
	 $         1,667 

	7
	Sundries
	 $                 344 
	 $            555 
	 $            211 

	8
	Totals
	 $            10,665 
	 $       15,009 
	 $         4,344 


INSERT WORKSHEET

1. From the INSERT menu, select Worksheet.

2. Sheet4 has been added to the left of the currently active worksheet.

3. Add three more worksheets so there is a total of seven sheets.

4. Click on Sheet7 so that it is the active sheet. 

DELETE WORKSHEET

5. From the EDIT menu, select Delete Sheet. Click <OK> to confirm.

6. To delete multiple worksheets from a workbook, you must select them all.

7. Click on Sheet4 to select it. Hold down the SHIFT key and click on Sheet6.

8. From the EDIT menu, select Delete Sheet. Click <OK> to confirm.

RENAME WORKSHEET

9. Activate Sheet1, which shows Terry’s sales figures for March.

10. Right click on the Sheet1 tab.

11. Click on Rename. Key in March as the new name and press <ENTER>.

12. Rename Sheet2 and Sheet3 to February and January.

MOVING & COPYING WORKSHEETS

13. Click on the March worksheet tab, then drag the tab to the right until the black arrow is after the January worksheet tab, then drop it.

14. Click on the January worksheet tab and drag it until it is in front of the February worksheet tab. The worksheets are now in month order.

16. Click on January worksheet tab to make it active. Highlight the cells A1:D9.

17. Click on the Copy icon on the toolbar.

18. Open a new workbook (FILE and Open) and click on the Paste icon.

19. Save the file as Exercise 12A

PRACTICE

· Add and name additional worksheets for April to December.

· Place them in Month order

· Delete the six worksheets July to December.

· Copy the three worksheets so they are under each other into a new workbook.

· Save the file as Exercise 12B.

Exercise 13

Open the file Exercise 13 and carry out the instructions shown below:

	
	A
	B
	C
	D
	E

	1
	Quiches Galore
	
	
	
	

	2
	Monthly sales for the period ended 31 March
	
	
	
	

	3
	
	January
	February
	March
	Total

	4
	Lorraine
	$1,398.60
	$1,517.35
	$2,420.00
	$5,335.95

	5
	Spinach
	$2,435.00
	$2,936.50
	$2,722.50
	$8,094.00

	6
	Mushroom
	$520.00
	$430.00
	$950.00
	$1,900.00

	7
	Salmon
	$810.65
	$965.76
	$907.50
	$2,683.91

	8
	Zucchini and Bacon
	$1,756.50
	$1,799.00
	$1,815.00
	$5,370.50

	9
	Total
	$6,920.75
	$7,648.61
	$8,815.00
	$23,384.36


1. Select cells A3:D8. Column headings and row labels have been selected but not TOTALS.

2. Click on the Chart Wizard button 
[image: image2.png]


on the standard toolbar. 

3. With the Standard Types tab active, select Column from the Chart Type menu.

4. Click on 
[image: image3.png]


 so you can see what the chart will look like.

5. Click on 
[image: image4.png]


. The Data range: area gives the cells to be charted. The Series in: option buttons allow data to be plotted in rows or column. Select Rows.

6. Notice that the months January to March are now displayed on the horizontal axis. The emphasis has been shifted to compare the product sales for each month. Click 
[image: image5.png]



7. Click on the Titles tab and the Chart title: Type Monthly Product Sales. 
[image: image6.png]



8. Select 
[image: image7.png]


 
9. Click on 
[image: image8.png]


. Click and drag the chart to fit it neatly under data.
10. Select cells A3:B8 to create a PIE chart. Note that only one set of data is selected.
11. Use the Chart Wizard to create a Pie chart. There is nothing to alter in Step 2.
12. In Step 3, change Title to JANUARY SALES.  Click on Legend Tab and 
[image: image9.png]7 Bhow legend




 so that there is no legend visible. Click on the Data Labels Tab and on ‘Label Contains:’ [image: image10.png]Chart Wizard - Step 3 of 4 - Chart Options
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13.  
[image: image11.png]



14. Select 
[image: image12.png]€ s new shest:



 so the chart appears as a new Sheet in the same Workbook.

15. Rename this sheet to January Sales.

16. Go back into the Chart and do some formatting. The title should be in a larger font. Change the colours of some of the pie segments by clicking on the pie chart and then clicking on the individual segment again to select just that piece. You can also explode a piece of pie by clicking on an individual segment and dragging it out. Save changes as Exercise 13A.

PRACTICE

· Open the file Exercise 13B from your disk and create a line chart using the following ranges: A3:G5, A8:G8 and A10:G10. [HINT: Use the <CTRL> to select cells not next to each other].

· Add some relevant titles to all the axes. Format appropriately.

· Select as a new sheet and rename it Swimming Trends.

· Save file as Exercise 13C

Exercise 14

Open the file Exercise 14 and carry out the instructions shown below:

	
	A
	B
	C
	D
	E
	F
	G
	H

	1
	Peters Pumps Pty Ltd

	2
	Export Trade for Six Months Ended June 1999

	3
	 
	January
	February
	March
	April
	May
	June
	Total

	4
	Japan
	$216,989
	$243,028
	$221,329
	$212,649
	$228,446
	$256,047
	$1,378,488

	5
	Russia
	$189,765
	$212,537
	$193,560
	$185,970
	$199,785
	$223,923
	$1,205,539

	6
	Canada
	$287,666
	$322,186
	$293,419
	$281,913
	$302,855
	$339,446
	$1,827,485

	7
	United Kingdom
	$59,844
	$67,025
	$61,041
	$58,647
	$63,004
	$70,616
	$380,177

	8
	Sweden
	$67,432
	$75,524
	$68,781
	$66,083
	$70,992
	$79,570
	$428,382

	9
	New Zealand
	$43,987
	$49,265
	$44,867
	$43,107
	$46,310
	$51,905
	$279,441

	10
	PNG
	$346,587
	$388,177
	$353,519
	$339,655
	$364,887
	$408,973
	$2,201,798

	11
	Total
	$1,212,270
	$1,357,742
	$1,236,515
	$1,188,025
	$1,276,278
	$1,430,479
	$7,701,309


1. Select the range A3:A10 and H3:H10. Create a PIE chart with an appropriate title.

2. It should show the percentages and legend.

3. Explode the segment that shows the lowest export figures.

4. Save the file as Exercise 14A.

Exercise 15

Open the file Exercise 15 and carry out the instructions shown below:

	
	A
	B
	C
	D
	E
	F
	G

	1
	ITEM
	NUMBER SOLD
	UNIT COST
	TOTAL COST
	SELLING PRICE
	TOTAL SALES
	TOTAL PROFIT

	2
	KOALAS
	15
	12.5
	 
	20
	 
	 

	3
	KANGAROOS
	5
	12.5
	 
	20
	 
	 

	4
	ASHTRAYS
	2
	1.25
	 
	1.5
	 
	 

	5
	PLACE MATS
	20
	2.5
	 
	3.5
	 
	 

	6
	POSTCARDS
	50
	0.5
	 
	0.6
	 
	 

	7
	RULERS
	35
	0.8
	 
	1.1
	 
	 

	8
	CAN OPENERS
	20
	0.95
	 
	1.3
	 
	 

	9
	T-SHIRTS
	25
	8
	 
	14
	 
	 

	10
	BADGES
	10
	2.2
	 
	2.65
	 
	 

	
	
	
	
	
	
	
	

	12
	TOTALS
	 
	 
	 
	 
	 
	 

	13
	AVERAGE
	 
	 
	 
	 
	 
	 


1. Calculate the Total cost - this will be the Unit Cost X the Number Sold 

2. Calculate the Total Sales - this will be the Selling Price X Number Sold

3. Find the Profit - this will be the Total Sales minus Total Costs 

4. Calculate the Totals in Row 12 

5. Calculate the averages in Row 13 

6. Format the column headings so the text wordwrap and is centred vertically 

7. The rulers, are not selling well, DELETE this item 

8. Badges Unit Cost is now $2.45 and T-Shirts now sell for $16.00. Make the changes 

9. Insert a main heading (centred) - BLUEY'S BARGAIN BUYS - bold and large font 

10. Sort the Spreadsheet in alphabetical order of ITEM 

11. Insert a new item (in order)  

Boomerangs
32
9.40 (unit cost)
12.60 (selling price) 

12. Format the Spreadsheet attractively - include currency to one decimal place 

13. Increase the row height and add some shading 

14. Put some borders on, put in Landscape. Centre horizontally & vertically 

15. Include name, date and Filename in the Footer 

16. Create a PIE chart that shows the ITEM and the Unit Cost. UNIT COSTS could be the Title. The chart should show both the Legend and percentages 

17. Create the chart as an object in the Spreadsheet. It should appear beneath the Spreadsheet.

18. Save the spreadsheet as Exercise 15A on your disk. 

Exercise 16

Open the file Exercise 16 and carry out the instructions shown below:

	
	A
	B
	C
	D
	E
	F
	G

	1
	BATTING AVERAGES

	2
	
	
	
	
	
	
	

	3
	COUNTRY
	BORDER
	SLATER
	WAUGH
	BOON 
	TAYLOR
	BEVAN

	
	
	
	
	
	
	
	

	5
	PAKISTAN
	53
	102
	42
	98
	31
	42

	6
	SRI LANKA
	149
	78
	21
	2
	12
	8

	7
	ZIMBABWE
	87
	46
	39
	107
	8
	30

	8
	ENGLAND
	110
	66
	46
	88
	57
	22

	9
	WEST INDIES
	29
	72
	86
	39
	0
	89

	10
	NEW ZEALAND
	49
	55
	127
	114
	87
	0

	11
	INDIA
	78
	52
	12
	41
	104
	12

	
	
	
	
	
	
	
	

	13
	TOTAL
	
	
	
	
	
	

	14
	AVERAGE
	
	
	
	
	
	

	15
	LOWEST SCORE
	
	
	
	
	
	

	16
	HIGHEST SCORE
	
	
	
	
	
	


1. Calculate the formulas as indicated. Highest score is the MAX function and lowest is MIN. 

2. Bold the Column Headings and put the Countries in Italics. 

3. Sort the Worksheet in alphabetical order of Country. 

4. Move the Columns so they are in Alphabetical order, starting with BEVAN (HINT: insert blank column first)

5. Zimbabwe's scores do not count in World rankings - delete from Worksheet. 

6. Format with borders and Centre an enlarged and bolded heading across Column. 

7. Increase the row height throughout and add some shading for emphasis 

8. Format the average to 1 decimal place.

9. All columns are to centre aligned (except A). 

10. Put in Landscape, filename as Header, your name and date as Footer. 

11. Save as Exercise 16A on your disk and rename Sheet1 Batting Figures. 

12. Copy the range A3:G11 into a new sheet and rename this sheet Charted Figures. 

13. With the Charted Figures worksheet active, create a column chart of the whole range i.e. A3:G1. 

14. This chart should be embedded underneath the data. Create relevant Titles. Format appropriately. 

15. Save the changes to Exercise 16A and close the file. 

16. Open Batting and go into the Charted Figures sheet. Change Bevan's NZ figure to 40. Note change to chart

17. Save changes as Exercise 16B.
	Student Name:
	Date submitted:

	I declare this evidence to have been produced by me the undersigned.

Candidate’s signature:

	Title of Portfolio evidence presented (include Unit No and section  i.e. 03.05)

:-

	□
Outcomes from learning programs (including self-learning and online learning)

□
Assessment feedback (from a trainer or assessor)

□
Observation checklists (from a workplace supervisor or assessor)

□
Written statements or references (including workplace supervisors, community leaders)

□
Job descriptions

□
Work journal

□
Work samples

□
Finished products

□
Product descriptions or specifications (supporting the product samples included) 

□
Statutory declarations

□
List others (or delete any from above not provided)

· All work submitted to be word processed and spell checked.

· There must be at least two samples of evidence for each 

Element within the Unit of Competency.                 This is sample    1 / 2

· All work submitted must be of a high quality and meet the 

requirements of the Unit of Competency.

	Other evidence (List each piece):

	Assessor to complete

Evidence is     Valid     Sufficient     Authentic    Current


       □
    □
    □      □
Assessor signature: _________________________________Date: _____________

Peter Faulks,  BA Soc Sci, Grad Dip Ed, Cert IV AWT
Certificate II in Business     assessor/teacher

	Assessor to complete

Student is declared                       Competent    Not Yet Competent 

                                 □         □
Keep a copy of this report with your file for evidence
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