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Excel 2003: Discos

1. Open Excel
2. Create Choose a new worksheet and save the file to your area calling it: Disco.xls

3. Enter the following data into your spreadsheet:

_______ w o= - T -
F17 - e
AT B ] c \ D \ E [ F ] G [ H ]
Individual Number Cost per Number of
|1 Iltem cost required night Total cost nights 3
| 2 |Hire of hall £50.00 1
13 |Dd £45.00 1
| 4 |Buffet cost £1.20 300
| 5 |Decorations £30.00 1
| B |Advertising £15.00 1
| 7 |Caretaker £10.00 1
| 8 |Staff cost £12.00 4
ER
10
A | L] 1 L 1 1] | E
o Individual  Number Cost per
4. EE’-» ) (] e | ) | P |
e Make the headings bold. ;ia] e
e Centre them. 0 | B
e Change the font to size 12 Arial :/.,"“;:.,,
e Make row 1 wider /g Bt
e Wrap the text so that it goes over two lines as shown s =
above. 3 [

5. Rename your tab ‘Disco costs’

B | o et Fgmt ok @

*7 e Format Cele Chrbel
. i o 0 pepest Format Cels  Curkey <
6. Click on ‘sheet 2’ and delete i e ol
%J:q [r-e—
3 .ﬂ Paste =10
Click on ‘sheet 3’ and delete it. g | P
o] G .
You should now only have one worksheet left. S
E .“ :::.r.wq-l -
15 | mgpsce.. irH
16 90 Te.. kg
17
18
19
2l

7. In cell D2, write a formula to work out the cost per night.

El Microssil Excel - Bookl

lﬂmwwwr@mmn«amw.
Replicate that formula in cells D3:D8 I T Crr L e
A T EL [ (1]

Individual  MNumber Cost par
; Hnn::'nl =‘.'::II[[I '.quimd 1 nlg“:sl][[l T
. 3 £4500 1 4500
8. Format the cells in columns b, d & e as currency to 2 e R T
decimal places PRl
1
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9. Use the help function to find the topic ‘absolute cell reference’
close the help menu

10. Save your spreadsheet as ‘Discos 2’
11. Insert two blank rows above the headings
12. In cell Al, type the title ‘Disco costing sheet’

13. Make the heading font size 16, bold and change the colour t0 )

Red. | Murber  Agpeert | Fort | Border | Patterns | Protection |
! ’; ..... ol o
N F 3 |7 B
T a— 3
Je .
14. Highlight cells A1:E1. Merge these cells and centre the \; —
. I serktofe o 3 Omoress
heading > i
Teot drection:
Your spreadsheet should now look like this: [l e
A B C D E F G H
1 Disco costing sheet
2
Individual Number Cost per Number of
3 ltem cost required night Total cost nights 3
4 |Hire of hall £50.00 1 £60.00
5 DJ £4500 1 £45.00
6 |Buffet cost £1.20 300 £360.00
7 |Decorations £30.00 1 £30.00
8 |Advertising £15.00 1 £15.00
9 |Caretaker £10.00 1 £10.00
10 |Staff cost £1200 4 £45.00
"
17

15. Insert a footer. Into the left hand side put your name. Into the centre section put
your form and into the right hand section put the title ‘Discos’.

16. Find a picture relating to a disco on the internet. Save this to your pictures folder.
Insert this picture into your spreadsheet.

17. In cell E4, write a formula to calculate the total cost for the hire of the hall. Hint —
cost per night * number of nights (H3).
Replicate this formula in cells E5:E10.

Did it work out the cost per night? The chances are that you got £0.00 for the other
values. What went wrong?
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Excel is usually very clever. When you drag a formula down, it knows that it needs to
use that formula on the correct row.
Just to illustrate this point, check this out (you don’t have to change anything):

Click in cell D4, look in the formula bar, you should see this formula: =B4*C4

Now click in cell D5 and you should see =B5*C5 — excel has changed the row number
for you

Now click in cell D6 and you should see = B6*C6 — again, excel has changed the row
number

Excel knew to change the cell numbers as you dragged the formula down to the next
row.

Lets go back to the formula you wrote in cell E4.

You multiplied the cost per night by the number of nights. As you dragged the formula
down, Excel changed the cell number for cost per night correctly. However, it also
changed the cell for number of nights. If you look at your spreadsheet, there is
nothing in the cells below number of nights. This is why you got £0.00 in your
answers.

We have to find a way of stopping Excel trying to go to the cells below number of
nights. We have to put on something called an ‘absolute cell reference’ which means
that no matter how far you drag your formula down, it will stop trying to look at the
cells below number of nights and will only ever look at that cell.

To do this is simple, all you need to do is put a $ in front of the column letter and row
number of the cell reference for cost per night. A $ tells excel not to move out of that
cell.

So your formula instead of being =D4*H3 should now be =D4*$H$3

Drag this new formula down and you should see that it works correctly.

18. In cell D11 write ‘Total cost’. In cell E11 write a formula to calculate the costs in
cells E4:E10. Your formula should use the words SUM.

E Microsoft Excel - Discos

@ Fle  Edit view Insert Format  Tools Data  Window  Help
- ¢ - . =y = SEY B|o-|@ -2 @we - @7
19.In cell D12 write ‘average cost’, in cell D13 write Es?s . . — : S
‘highest cost’, in cell D14 write lowest cost and in cell ' Disco costing sheet

D15 erte ‘COU nt’ Individual ~ Number Cost per
3 Item cost required night Total cost
4 |Hire of hall £50.00 £50.00 £150.00
£45.00 £45.00 £135.00

£360.00 £1080.00
£30.00 £80.00
£15.00 £45.00
£10.00 £30.00 -
£48.00 £144.00

Total cost £1674.00

13 Highest cost
14 Lowest cost
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20. In cell E12 write a formula to work out the average of the costs in cells E4:E10.

=AVERAGE(E4:E10)

21. In cell E13, write a formula to find out the highest cost in cells E4:E10
=MAX(E4:E10)

22. In cell E14, write a formula to find out the lowest cost in cells E4:E10
=MIN(E4:E10)

23. In cell E15, write a formula to find out how many items are in cells E4:E10.
=COUNT(E4:E10)

24. In cell G1 enter today’s date in the format 10/01/05

Using ‘format cells’ change the format of the date to a format such as 10" January
2005.

25. Delete column F from your spreadsheet.
Insert column F back into your spreadsheet.

26. Check that all of your column widths are set so that you can see all of the data
correctly.

Change the cost of the hire of the hall from £50.00 to £75.00

Use the undo button to put the price back to £50.00

27. Fill cell A3 with a colour of your choice
File Edit Wiew Insert Format  Tools Data  Window  Help
Use the format painter to repeat this formattingto LEEH= SRV & AL TR
- . . - o TTTET h
the other cells with titles in. A 5 AL e
1 Disco costing sheet
2
Individual Number Cost per
28. Insert a new worksheet. 3| ttem cost required night
4 |Hire of hall £50.00 1 £50.00
& ni £45 0N 1 F4R 10

Rename this worksheet as ‘spare copy’.

Copy your work from the Disco costs sheet, click into cell A1 on the new worksheet and
paste.
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29. Go back to your ‘Disco costs’ sheet. We are going to try another
way of making a copy.

Click on the edit menu, select ‘move or copy shee

Then click ‘make a copy’ and O

ow fmet Fgmek Tk Qebs e
7 U Typing 'snndE4CHT REIY ke

Y o e |
G ooy anec
B office Coboard |
B eete e B
Pasta fpacal.., |

30. Use the replace tool and replace every ‘cost’ with “price’ "

e e Cogy thast.,

Set it up as shown here and click ‘replace all’

Find and Replace

Find Replace l
Find what:  [cost -]
*Rg:nlace with: |price ﬂ
Options =
Replace all | Replace Find Al | Find Mext | Close |

31. Sort your spreadsheet by ‘item’ in A | B | ¢ | D | E
ascending order. ; Disco priceing sheet
Individual Number price per
To dO thiS it iS important that yOU 3 Iltem price required night Total price
! . . | 4 [Hire of hall £50.00 1 £50.00 £150.00
select all of the hlgh|lght6d cells as 5 |BJ : £45.00 ! £45.00 £135.00
| 6 |Buffet price £1.20 300 £360.00 £1,080.00
shown. | 7 |Decarations £30.00 1 £30.00 £90.00
| B [Advertising £15.00 1 £15.00 £45.00)
| 9 |Caretaker £10.00 1 £10.00 £30.00)
: : 10 |Staff £12.00 4 £48.00 £144.00
You do not need to include the titles. 7 Total price SIS
12 Average price £239.14
. 13 Highest price £1,050.00
You DO need to include all of the - Lowest price £30.00

columns, not just ‘items’ otherwise all it will do when you sort, is sort just the one
column, and the others will stay where they are, meaning that you have simply
muddled your spreadsheet up.

Do not include ‘total price’, ‘average price’ etc.
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Dats | Window  Help
—p. [E o |

Eilter 3

Click on ‘Data’ and ‘sort’ B e -

ic| Subtotals...

“alidation...

be Table...

re Text to Columns...

Copsolidate...

Group and Cutline »

[ EivotTable and PivotChart Report...

Impart External Dats 13
5
Sort by (]
. . . Been T fscending 0
Now find the item that you want to sort by from the drop down list, i [
and choose ‘ascending’ or ‘descending’ then click OK. g Cram
ool Coenbs
There n
’—Ll + pscending ]
Your spreadsheet should be sorted correctly.
(4" Header row " Mo header row
s | [ox_ | cores
c N Individual Number price per
32. Sort your spreadsheet on the ‘Total price’ |, em  price  required night  Total price
i i 4 |Buffet pri £1.20 300 £360.00 £1,080.00
C(_)Iumn in descending order so that the 4 Bufft pics 1.0 1 =00 LD
highest costs are at the top. B |Staff price £12.00 4 £48.00 £144.00
7 0d £45.00 1 £45.00 £135.00
8 |Decorations £30.00 1 £30.00 £90.00
. . 9 |Advertisi £15.00 1 £15.00 £45.00
Your spreadsheet should look like this, check |1 Caretaker £1000 i £10.00 3000
that you did it correctly L — Fverane e T
13 Highest price £1,080.00
14 Lowest price £30.00
15
@Eﬂe Edit  Wiew Insert Format  Tools  Data  Window  Help
Make row Al wider as shown here DeEasRyina-Ilojaz-nnE i
A E c D E
1 Disco priceing sheet
2
Align the heading vertically to be centred LT —

agewt | Fork | Border | Partens | Provecti

i
Tast

So that it now looks like this:

O HESRY FRBR-F v-@x-8 BE
F %

O\ -
A NE B c D E

Disco priceing sheet

Individual Number price per
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33. Highlight your titles and adjust the orientation as shown b pron | Pt | et | e | ot |

here \ Text alignment Qrientation

al:

Center

Vertical:

]

er .
e e
Wi Text control hd

wr [V Wrap kext

I m Degrees
Adjust the row width so that they now look like this: Mz

Right-to-left

Text drection:
Context -
1

e .
\Q{‘p (\\é\ @
o & & ¢
A
& Y & W G &
3 W \“b o Q‘\ <9
4 |Buffet price £120 a0 £360.00 £1080.00
5 Hire of hal £50.00 1 £50.00 £150.00
B |Staff price £12.00 4 £45.00 £144.00
crsarne porrenom S
1 14 January 2006
2

34. Highlight cells A3:E10 and put a thick - =
border around the outside of the table. P w"’ Ry +

shber | dhgreer | Fort Do | wamteers | protecten |

3

[(4 B prica E1.20
5 |Hore of ball 50
[ & |Gt price 1200
[T joa

_|Decerations £2000
4 |advertising 15,00
1 [Carotaker 10,00
1

12

G H | J K
Format Cells Fx
Number | Algnment | Fort  Border | pattems | Protsction |

Now put a thinner border for the lines inside the table.

Cutline  Insids

Eorder
Test Test
Text Text
£ Color:
Automatic ¥
4 |E I: IS

The selected border style can be applied by clicking the presets, preview
diagram or the buttons sbove.

Your table should now look like this:
ol

3

4 [Bufiet price |
5 |Hire of hall

B [Stafpnce |

7

B [Dacortans |

9 Lidertising L]
10 [Carstarze |

1"

Format cells D11:E15 with a similar border\J T
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35. Starting in Cell A17 enter the following data . g;ﬁ sales -
19 |Day 2 350
20 |Day 3 290
21

We have only ordered 300 buffet meals per night. We need a formula that will tell us
easily if we have sold too many tickets.

We are going to use a formula called an ‘IF.. Then'.

This means that ‘If' something is true, ‘then’ a value will be put into the spreadsheet,
and ‘IF’ it is false, ‘then’ another value will be put in. -

File Edit Wew Insert Formal

Click into cell C18, then click your fx button w oy g
F

Or scert acotegory: [Wost Recenty Used 7]
Click on ‘IF’ and ‘OK’ >| [— -
-
e P
You will get a screen that looks like thi
Help on this Function oK Cancel
It's not as complicated as it looks, lets go & A
. i ?
through it stage by stage. fupction, Argumenis dld
g ge by stag |'=
b Logical_test [r15<=300] el = TRUE
In the first cell (called logical test), click into vauef_true [ox” X[ =ox
. . . alue_if_false |"Too Many" S| = "Too Many"
the cell that you are interested in. In this R R 2
Case’ |t |S the number Of tlckets Sold |n Ce” E:f;lés whether a condition is met, and returns one value if TRLE, ;nd:nother walue if
B18.
Logical_test is any value or expression that can be evaluated to TRUE or FALSE.
Then we have to tell it what we are interested Formula resut = oK
in. Well in this case, we want to know if the Helo on this function _ Carcel |

ticket sales are less than or equal to 300.

So next to B18 we use the maths symbols <= to mean less than or equal to.

|~ :
Then in the next section, we tell it what we Lt A [l
want to show on the screen if ticket sales are ___ j = vogical_testre< =] - e
less than or equal to 300. In this case, we [Tt e o ?

1 ‘ 1 Value_if_False |"Too Many" | = "Too Many"
want it to say ‘OK’. ['roo Many E3| /

e

hecks whether a condition is met, and returns one value if TRUE, and anather value if

You don’t need to put the speech marks in,
excel will do that for you.

ical_test is any value or expression that can be evaluated to TRUE ar FALSE,

Farmula result = Ok

Help on this function Cancel
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e

Function Arguments E|E|
In the last section, we need to tell it what to I | -

1 1 1 H ) Logical_test |EB15<=300| | = TRUE
dlgpllay if tlck.e_t sales are over SQO (orif our e £t [0 =R
original condition of B18<=300 is | _w vl i false [Toa = = "Toa My’
wrong/false). -

Checks whether a condition is met, and returns one value if TRUE, and another value if
FALSE,
We Want It to dlsplay ‘too many’_ Logical_test is any value ar expression that can be evaluated to TRUE or FALSE.
Type this in, again, Excel will put in the -
Formula result = Ok
SpeeCh marks for you' Help on this function Cancel
Click OK
In Cell C18, you should see that ‘OK' has ~ __ |3
appeared. m
18 |Day 1 268070K
.. . 19 Day 2 350 Too Many
This is correct because ticket sales are less than |zfpays 290 OK - ]
21 =

300.
Drag the formula down.

Has Excel put in the correct words for you?

22

36. We want to add a chart so that we can see the data displayed in a different way.

Select the items and the total price (cells A4:A10 and cells E4:E10).

These columns are not next to each other, so it can be difficult to select both. The

trick is to select the first column, then hold down
the Control key and select the cells in column E.

Your selection should look like this, you do not need

to select the titles.

\

2

g 5
’D\Q& 5 {\\é(‘ ac®
Y
© R v N

3 © % > & <0
| 4 |Buffet price £1.20 300 £360.00 £1 050,00

5 |Hire of hall £50.00 1 £50.00 £150.00
=m ice £12.00 4 £48.00 £144.00
= £45.00 1 £45.00 £135.00

8 |Decaorations 1 £30.00 £90.00,

9 |Advertising 1500 ——] £15.00 £45.00

10 [Caretaker £10.00 1 %ﬁ% £30.00

11 [ Tntal orice £1 /74100

Choose ‘insert chart’ or click on the insert chart symbol.

Choose column chart. Go with the default option.

Check your chart looks like this — the items should be

displayed along the bottom.

Click ‘next’

Cannel <ok | dety | g
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Add a t|t|e to your Chart 8 Chart Wizard - Step 3 of 4 - Chart Options

:: Titles l fxes ] Gridlines ] Legend ] Data Labels | Data Table
- . Chart Litle:

Label the axis as show T Foamsoiem Total cost of items
T1 Category () axis: £1,200.00
1] £,000.00
:l Trems £800.00
T| walue () axis: £600.00
B ’Cost— £400.00
w £200.00
H £ —f N o =
L| R e R R g
d %g,qz‘ ‘__A}‘ égﬂ‘ @\'F .S'\'%‘: ;‘-z‘"

There is a legend on this chart that we — |

aF AT ca’"' o2
Items

don’t need.

Cancel < Back | Mext = | Finish

Click on the ‘legend’ tab and unclick the tick ‘show
legend'.
The chart should now look like this, with no legend.

Click on ‘next’.

On the last screen you get two choices, you
can put the chart into the current worksheet
you are on, the default is this.

The other option puts the chart into a new
sheet.

i S NV

Select ‘as new sheet’ and click ok.

Place chart:

@ C hsnewsheet:  [Chartl

e Chart Wizard - Step 3 of 4 - Chart Options

UTiles | mxes | ordines | Legend | Dats Labels | Dsta Table

Chart title:
[Totalcost of eems Total cost of items.

Caegary () axis: —
Items

Yalue (1) axis:

concel | pack [ mewt> Eirish

@ pschjectin:  EAEESNE N - |
Cancel | < Back | | Finish
T

You should now have a chart in a new sheet.

Single click onto one of the bars on " <o 1]
your new chart to select it. AR PeS e e AR e olei acar -
) ] . Tow:ostornemsmt =il v [ | e g -

Right click your mouse and choose o S feaaad
. Yy O —
format data series’. Een g =

£1,000.00 P Mgpr o (300
Change the colour of the bar. P e

900,00 o —

o PR - W
Single click onto the background of 5 o A sihes

Lt B L L e r——
the chart. =
Right click your mouse and choose =
‘format plot area’. -~
000 d . 2 . C . 7 - . B |
Change the Colour Of the Buffet pice Hire of hat Sraf price “E.l'ln Decanations Advertising Caretaker —
background. AN o (SR —— LT
Dowr [ hgothepes- S W OCEACEE - Z-A-=S5200.

[ Feders tor 2aimid ...

[ 2 Do - Movosait weed - (v
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Click onto the chart title and change it to ‘Total cost of items for the disco’

any B-# n- [ RER-a]

Click on the Y axis until it is highlighted. s e e PN

Total cost of items for

Right click your mouse and select ‘format
axis’.

Choose the tab ‘scale’ /

Change the ‘major unit’ to 100 and click ok.

£ Micrmalt Lucel - Dincen
Blfhe f e ot Fome Dwk Owr gk tee -.ax

Your chart should now look like this with the === """ T
costs going up in £100 units \
- S
/ E :‘u
Click into the label called ‘cost’ and change it iR
to say ‘cost of items’ anro

37. Now have a go at creating a new chart using the same two columns.
This time, choose a bar chart instead of a column chart.

Do NOT put in a title on your chart and do not label the axis.
Choose to put the chart as an object in the sheet, so that you e
get a smaller chart.

AL T
M

Move it below your spreadsheet tables. It should look
something like this:
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Select the chart

Right click on it

Choose ‘chart options’

Go to the ‘title tab’.

Write a title for the chart and label the axis.

Click OK and you should find that your chart is now labelled correctly.

38. Now it is time to print your chart.
However, it is very important that you only print your work onto one page.

Unless you set your print area on your spreadsheet, the chances are that your work will
print out over two or more pages and look untidy. By setting your print area before
printing, you can get everything to print onto just one sheet of paper.

Your chart may be too large to see all at once on the screen. Click on the =

. Zoom |E‘E|
‘view’ menu and choose ‘zoom'. ——
Change the magnification to 50%. i

1 . iiojalactiﬂn
You should now be able to see the whole spreadsheet easily. oo B
1 Gt

Highlight all of the work that you want to print.

o 1 SR LR
it
i
9

When you have selected the work that you want to print, click +{®z. o IE
on ‘File’ g‘mﬂ;”‘” .
Then click on ‘Print area’ then ‘Set print area’ /ﬁﬁ_m’
This tells your spreadsheet that everything you have ¥ :v{:}m\‘mﬂ,wm
highlighted should be printed. R
: _ﬁlﬂnﬂm
12
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i
Although you have told your spreadsheet what you want to print, - TR e————
you still haven't told it how many pages you want to prin

arie O tlew... il | =
[P @ Open... Chri+0
 ese

H zave Chrl+3
Save ...

[ Save as Web Page
Save Workspace...

To do this, click ‘File’

‘N‘ﬂl‘ﬂl|“=‘~|‘

web Page Preview

Click ‘Page set up’

0] print Area »
n

iz (& Print Preview
13 | S Print... Chrl+p

L= -
5] SendTo [
16

L8] nopert —
= roperties =
18

Mo  LiDocuments ands.. \stat equpment.xls  [—
20 2 \Documents and .. \scheme of wark.xls [

% 3 \Documents and Setting.. {research.xls
23

[oa] Ext F

25 |Micky's Breakfast

Make sure that you are on the ‘Page’ tab

Choose ‘Portralt, or ‘Landscape, Fage IMarglns ] HeaderFoater ] Sheet ] |
Qrientation Brink...
(+ Partrait " Landscape ﬂ@%_]

CIle ‘F|t tO 1 page’ Staling Options...
 }  adiust ko 100 =% normal size

% Fit to: m page(s) wide by |1 E‘ tall

Paper size: ]M

Click 'OK’

El
El

Print guality: JSDD dpi

number: futo

N

When you print, your work will now be on just one
page.

Remember
If you make your spreadsheet larger by adding more work or change the column sizes,

you will need to reset your print area by re-doing stages 1 and

2 Page Setup @Ej

Page | Margins | HesderiFooter | shest |

Orienkati
rientation Pt

N OTE ..A Caat -A Wi Print Previews

Scaling Options...

If you are told to print your work 3 pages wide by 2 pages tall, Comtn [ Zromises

. . . . % Erto: [MES] pagets)wideby [T el
change this section by selecting the appropriate number of
pages.

Paper e [A4 |

Print quallty: [600 dpi |

First page number; Ao

39.
e Show your formulas.
e Reset your print area.
e Print your formulas out.

13
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You may:
e Guide teachers or students to access this resource from the teach-ict.com site
e Print out enough copies to use during the lesson

You may not:
e Adapt or build on this work
e Save this resource to a school network or VLE
e Republish this resource on the internet

A subscription will enable you to access an editable version and save
it on your protected network or VLE
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