ECDL V4.0 Module 4 Revision Exercise B
Spreadsheets

The following exercise requires you to create a spreadsheet to record monthly sales made by a team of salesmen working for a tools and fixings company. You are asked to develop a table of the sales for months 1 to 3, to carry out various formatting actions, and to make some calculations.

1. Download and open the file ecdlrevisiontest42.xls.  Save it as sales.xls. 
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2. Insert a new row above row 1.  Enter the company name Boulters Fixings in cell A1.  Format this cell as bold, Comic sans ms, size 36.
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3. Make the title in cell A1 bold and underlined. Bold the titles in row 4. (Page 4-15)

4. Format cells B5 to D9 as currency, displaying a £ sign, comma separators and no decimal places.
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5. Insert a formula into cell E5 that calculates the total sales made by Ali. 
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6. Copy this formula down to cell E9.
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7. Insert a formula into cell E10 that calculates the total sales made by all the sales people.  Format this cell as currency with no decimal places.
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8. Add a formula in cell F5 that calculates Ali’s sales as a percentage of the total sales in cell E10. (Ensure cell E10 is made absolute in the formula). (Page 4-87)

9. Copy this formula down to cell F9.  Format cells F5:F9 to 2 decimal places. 
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10. Create a pie chart from the data contained within cell range A5:A9 E5:E9. (You will need to use the Ctrl key to make two separate selections).    (Page 4-15, 51)

11. Change the colours of the segments and also the background colour of the chart.
(Page 4-54)
12. Delete the legend and add the sales people's names as data labels. (Page 4-53)

13. Add a main title 1st Quarter Sales.  Insert the chart below the table in Sheet1. 
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14. Move the chart to Sheet2 within the same workbook.
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15. Rename Sheet1 Figures and Sheet2 Chart.
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16. Save your work and print one copy of the whole workbook. 
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