OCR National Level 2 (ICT)

JOHN OSBORN
EXEMPLAR

UNIT 1: ICT SKILLS FOR BUSINESS

TASK 5: Design, create and use a business spreadsheet

ASSESSMENT CHECK LIST

TASK Student | Teacher
PASS: Create a simple business Spreadsheet and at least two calculations. JO
PASS: You must show that you have used suitable column / row headings and a title in JOo
your spreadsheet.
PASS: Show any functions and formulas you used in your spreadsheet. JO
PASS: You must show that you have used a range of formatting features such as number JO
formatting, borders, colours and fonts.
PASS: You must show that you have changed some values in your spreadsheet to get at JO
least two different outcomes, noting the results.
PASS: You must show evidence that you have printed out your spreadsheet. JO

You must show that you have used a number of formulas, at least 1 function JO
(e.g. SUM, AVERAGE etc.) and 1 arithmetic operator (e.g. +, -, *, /) in your spreadsheet.

You must show that you have edited your spreadsheet by adding and deleting JO
rows.

You must show that you have changed some values in your spreadsheet to get at JO
least two different outcomes, noting and explaining the results.

You must show evidence that you have printed your spreadsheet in an JO
appropriate orientation with page numbers
DISTINCTION: Your spreadsheet must be of a very high quality and it must be easy to JO
understand.
DISTINCTION: You must show evidence that you have used at least 2 arithmetic JO
operators (e.g. +, -, *,?) and 1 function (e.g. AVERAGE, SUM) within a good range of
formulas.
DISTINCTION: You must show evidence that you have set some of the optional print JO
settings (e.g. show gridlines, show column/row headings, set print area)
DISTINCTION: You must show evidence that you have used appropriate _headers and JO

footers

OVERALL GRADE FORAO5 - DISTINCTION

Press Ctrl + Home to return to Assessment Check List
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1. Business spreadsheet (P) (V1) dd)

Spreadsheet

Comment [p1]: Well done on this task
you are heading for a distinction! JO

YEAR 11 FRENCH TRIP FINANCIAL REPORT

Income

[Price per studen{  135.001] [Mumber of stude 25
School Sponsoryg 200.00 |

TOTAL INCOME 3.575.00 | I .
it ipenditure per student  Sivino enditure per stude
Euro Star 97 22| Euro Star 97.22 1
Louvre Gallery 3.501 Disneyland 95.84 |
Eiffel Tower 1501 Eiffel Tower 11501
Last Night Meal 20,00 | Last Night Meal 30.00 |
TOTAL EXPENDI 3.455.50 | 5,864.00 |
Profit ! Loss 119.50 | -2,289.00 |
Exchange Rate [|-» £ 0a2

[PRICE PER sTU] £110.00]

m uro Star
= Lowre Gailery

W Eif] Tawer

Lt N Meml Ot

HAverage expendil

| have calculated the total income and expenditure for the trip to Paris including two different options. | have
used various functions and formula to calculate the profit and loss of each option and the price per student in
pounds and the average expenditure. | have also included a pie chart of total expenditure for my chosen option. |
am able to change the cost per student and see where the break even point is for each option. | have used

F4.56 |

Fage 1

column and row headings to make my data clearer..

Press Ctrl + Home to return to Assessment Check List
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2. Functions and Formulas (P) (D)

Print preview of spreadsheet in “Show Formulas” View

YEAR 11 FRENCH TRIP FINANCIAI REPORT

Income

[135 | [Mumber of students [25

[200 |
=B3¥E3}+B4
per student par studer
TOTALEXPENDITURE  =SUM([B1(:B13}*E3 =SUM[E1CE 13} *E3
Profit / Loss =BE-B15 =BE-E1S

Exchange Rate [£->2) 0.82

PRICE PER STUDENT (£) ‘=RD UNDDOWN([B3*B13),0) |

= Eury Sl

W1 el ery

Liftel lowar

= | sk g el
Q.

[Average expenditure |=AVERAGE(B10813)

Page 1

I have calculated the total income and expenditure for the trip to Paris including two different options. | have
used a SUM function to calculate the total for the income, option 1 and option 2 and have subtracted the total
expenditure from the total income to work out the break even point based on what each pupil will pay. All the
calculations are in Euros and | have used a multiplication to convert the price per student into pounds (using the
ROUNDDOWN function. | have created a pie chart of the totlal expenditure and used the AVERAGE function to
calculate the average expenditure per student.

Press Ctrl + Home to return to Assessment Check List
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3. Formatting the spreadsheet (P)

Formatting
Income
Price per student 135.00 €
School Sponsorship 200.00 €
TOTAL INCOME 3,575.00€

I have used cell styles to format the income cells with a background colour, font colour, and borders. The total
uses a double line border style to highlight the value.

Currency formats are used for general monetary values. Use Accounting formats to aiign decmal
paints ina column, | -2,280.00 €]

Formatting
=~ — e - — I REPORT
— | Format celis - — (=SS =) =
I {Humber }| Algnment | Fent | Border | Fil [ Protection
Flq|| e [ o
» 7] sample E =
- -2,280.00 €
- Decmal places: |2
q Symbol: | €French (France) [+]
| Negative numbers:
| 1132334‘_‘-15“5 m Expenditure per student
i wm— —
" 95.84¢€
= 11.50 €
[ ut 30.00€
- - 5,864.00 €

| have formatted most of the cells to be currency in Euros with negative numbers formatted to be in red. The
“Price per student (£)” is formatted to be in pounds. | have ensured the decimal places are 2 so that the smallest
amount is 1 cent (or 1p). The labels on the spreadsheet have been formatted as text.

Describe the formatting features you have used in your spreadsheet. This can include text formatting (font, style,

size, alignment) and cell formatting (borders, shading) and number formatting (hnumber type, decimal places,
currency etc.)

Press Ctrl + Home to return to Assessment Check List
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Formatting

Income

135.00 € |

| have used the centre alignment tool to ensure my text is centred in the cells so that it looks professional.

Formatting

Cavniange nave ye e+ voe

PRICE PER STUDENT ( £110.00]

H EuroStar
 Louvre Gallery
u Effel Tower

W Last Night Meal Out

| have created a pie chart to show the proportions in which the total expenditure is spent for my chosen option.
The chart makes the data much clearer and easier to understand.

Press Ctrl + Home to return to Assessment Check List
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4. Insert/delete Rows (V1)

a. Insert Rows

Before inserting rows

Home  Insert  Pagelayout | Formulas | Data  Review  View  Developer  Adddns  Acropat
ﬁ ﬁﬂ A . = -‘ ) = 3 Define Name - £5 Trace Precedents 5]
- ? Al s | o
L | " JE Use in Formula 3 Trace Dependents %
Insert | AutoSum Recently Finandial Logical Text Date& Llookup& Math  More Name b
Gl o e Time - Reference - & Trig - Functions - || Manager B Create from Selection || . Remove Arrows ~ (&),
Fundtion Library Defined Names Formul

LI L L L LI LI L T LR R TR T RS ARG |
B c D E
Ll 7

option 1 iture per student Option 2 iture per student
Euro Star 97.22¢€ Euro Star 97.22¢€
Louvre Gallery 9.50¢€ Disneyland 95.84¢€
Eiffel Tower 11.50¢€] Eiffel Tower 11.50¢€]
Last Night Meal Out 20.00¢] Last Night Meal Out 30.00¢]
TOTAL EXPENDITURE 3,455.50 € 5,864.00 €
Profit / Loss 11050¢€ 2,280.00€
Exchange Rate (€ 0.82

[PRICE PER STUDENT £110.00]

shift cels right
shift cells down
Entire ron

= EuroStar

Entre column W Louvre Gallery

 Eiffel Tower

 Last Night Meal Out

After inserting rows

T I——— =
FZREBIE R E @ ST TUTOS

et SutaSm Recerty Fiancal Logal Ted Daled Lookup & Math
Function | - Lsed~ T e Ao & Tog - Fundsons  Manoger EEFCrste tom Slection. |, Bemane amows = (8] 2

Function Library Defined Hames Formula

T L LS LT LS MR RS TR T LS N
c o E

L7
s

s c Expenditure per student
_ 10 [Euro star s7.22¢
L 1 |Louvre Gallery 0
12 [Eittel Tar | !

3 |Last Night Meal Out | 20.00€| ast Night Meal Out
- 14
- [1s TOTAL EXPENDITURE 3455.50€ 5.864.00€

16

profit/ Loss 11950€ 2,283.00€
- E-:Mnf Rate (€-> € 0.82
1 i
i PRICE PER STUDENT { £110.00]
= Eurostar

=  Louvre Gallery

| used a right click and the insert row tool to add an extra row to my spreadsheet

Press Ctrl + Home to return to Assessment Check List
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b. Delete Rows

Before deleting rows

£ZPE860 80 5T

oot | Adesum Rectnty Tissncel
Used -

L7
s
s 0  Expenditure per student Expenditure per student
104 .
ul vre Galle: T v r
a5 v T 0%
1 0.00¢ x
L1
- s TOTAL EXPENDITURE Saswe 1 ssame
1
om0 A x5~ 7k 19.50€ 2.289.00¢
- B I E S-A-2AE 082
N T
ar e
= 2lda comy
2@ e
E 2l mastespeca
2z Insest
8o Deete
2 GesrComtents
Fhal
S comatcas P
=5 mowhes  Loure Gallery
3 thde » Effel Tower
R = Last Nght Meal Out
3
Fa

Home

Funcson Lomary

Tet Dated lootuph Math  Mere

Name
- Reterence - & Tog - Functions - Manager 55 Creste from Selection
Detined Hame

e trace Pecesents
i Trace Dependents
£, Remove Arrows = 1]

Inset  Page Layout

Formulas

After deleting rows

FinancialSpreadshe:

Data  Review  View  Developer  Addns

mercial use

Acrobat

Function

>

D E®

AutoSum Recently Financial Logical
U - -

Function Library

“E g @

Text Date& Llookup& Math  More
Time = Reference - &Trig > Functions =

Defined Names

23 Define Name ~

S Use in Formula

= Trace Precedents B
=(% Trace Dependents ¥§

Name
Manager EE Create from Selection || /7 Remove Arrows -

TS ] [BCRERT R AR R CRART MR RRRTREE T |
B D 3

Option 1 per student Option 2 per student

Euro Star 97.22 €] Euro Star 97.22 €]

Louvre Gallery 9.50€ Di: 95.84 €]

Eiffel Tower 11.50€ Eiffel Tower 11.50€

Last Night Meal Out 20.00€ Last Night Meal Out 30.00 €]

TOTAL EXPENDITURE 3,455.50 € 5,864.00 €

Profit / Loss 119.50€ -2,280.00 €

Exchange Rate [£->£ 0.82

PRICE PER STUDENT % £110.00|

W FurnStar

| used a right click and delete to remove a selected row.

Press Ctrl + Home to return to Assessment Check List
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5. Change the data to obtain different results (P)

Results before changing data

Home  Inset  Pagelayout | Formulas | Data  Review  View  Developer A Acrobat

e
£E Use in Formula = Trace Dependents

G| WESUD T SR e TEU S WO I i

Funcion | - o e errence - clmg - rundons | hisager B3 Creste from Selection | 7, Remove Arrows - (@)
Fundtion Library Defined Names Formul
c2 - £|
D RS RLAE AL R RARC R RAACRARCRART  MECRART RARTAARC AT RARTRARCRARTREE DI
A B D E

;‘ YEAR 11 FRENCH TRIP FINANCIAL REPORT

1
2 Income

[Price per student | 135.00 ¢] [Number of students] 2

L s [schoot sponsorship | 200.00 €]
"l s
6 TOTALINCOME 3,575.00€
7
| 8
[ |9 Option 1 iture per student Option 2 iture per student
10 [Euro star 97.22 €] [Euro star 97.22¢]
[ (11 |Louvre Gallery 9.50€] |pisneyland 95.81€
|12 }ﬂel Tower 1150 €] }ﬂel Tower 1150
12 Last Night Meal Out 20.00€ Last Night Meal Out 30.00¢]
[ 14
- 15 TOTAL EXPENDITURE 3,455.50 € 5,864.00 €
= | 16
- 17 Profit / Loss 119.50€ -2,280.00€
= 18
19 Exchange Rate (€-> £ 082
=] 20
21 PRICE PER STUDENT £110.00]
=22
= \

Results after changing data

Home  inset  Pagelmout | Formuss | Dsta  Review  View  Develope  Addins
ﬁ z ﬁ s ‘ e ﬁ ﬁ m j ) Define Mame ~ T Tiace Precedents 3
<3 Trace Degenaents
boet | AutoSum Recenty Feancal Logial rm Date & Lokup & More
T T T ...m,.;c».a,..omsmm 2 Remove amows - @
Funciion Libeary Defined Names Formut
83 - PE
N T T
A
| YEAR 11 FRENCH TRIP FINANCIAL REPORT
1
Fla Income
| B [ s
4
5
L. & TOTAL INCOME 5,950.00 €
7
e
s 0 Expenditure per student 0 Expenditure per student
10 ¢ | a7.2¢] ¢ | a7.22¢|
- 1
12
Clas
— 14
15 TOTAL EXPENDITURE 3,455.50¢€ 5,864.00€
=16
17 Profit/ Loss 2450€ 86.00 €
= - 2 - 3
T1s Exchange Rate (€->£ 082
Sl
E |PRICE PER STUDENT { £188.00|
=z

I changed the value of B3 (Price per student) to see how much each would have to pay for the option 2 scenario.
By a process of trial and error | was able to use the spreadsheet to work out that it would about 230 Euros or
£188.

Press Ctrl + Home to return to Assessment Check List
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Heme  Inset  Pagelsyout | Formuiss | Dasts  Rewiew  View  Developer  Adddns  Aobat

£ IEEBIB A B 5o S

et | Ao Recenty Francal Logeal rm Date & Lookup.

Fundion e e e e e |
Fundion Library Defined Names Forma
[ - fu] 230
.| BEAEEERFRAE CRS  BEACEANTERSTRRETRAETRAETRAETRRETRA) T ]
A [ £ D E
ol YEAR 11 FRENCH TRIP FINANCIAL REPORT
1
Fl2 Income
n: S E—T |
4 P 200.00 €
Ts
Le TOTAL INCOME 5,950.00 €
Ll
L=
3 __Expenditure per student Op _Expenditure per student
10 §7.22¢ Euro Sta 97.22¢
Lla
12
Ll
14
15 TOTAL EXPENDITURE 345550 € 586800 €
18
17 Profit/ Loss 249850€ 85.00€
18
g F) Exchangs Rats (€->£ 082
El
IED [PRICE PER STUDENT { £188.00
Elz

Results before changing data

Results after changing data

Home  Inien  Pagelaout | Formulas | Data  Review  View  Developer  AGdn  Acobat

F @@ Q@@ 5o e

Fomion e e e B T (Y aeterence - 8103 Funcions - | Manage B Gt o Seecion | 7, Remove Arowes © @)
Funtion Ubrary Detined Names Formula
0 - £
J [ | mamEma T T AT Ta Tl T — ]
A B c D E
‘:| YEAR 11 FRENCH TRIP FINANCIAL REPORT
1
2 income
B ice per student 3 Nus dent
4 1 5p ip €
HE
6 TOTAL INCOME 5.950.00€
7
L 8
[ 9
L 10
1n
L 12 .
L 13 ot | 20.00€ a5t Night Meal Out x
e .
15 TOTAL EXPENDITURE 3,455.50€ 5,114.00€
= 16
7 Profit/ Loss 29450 164.00 €
18
19 Exchange Rate (€->£) 082
= 20
n PRICE PER STUDENT (£) | £188.00]
SF7]

| changed the value of the E13 (Last Night meal out) for option 2 to see how a more expensive meal would affect
the price per student. | could see that | would need to increase the price for the trip to up the difference in E17.

Press Ctrl + Home to return to Assessment Check List
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6. Add Header/Footer to your Page (D)

Spreadsheet Header

FinancialSpreadsh

commercial use Header & Footer Tools

Home  Inset  Pagelayout  Formulas  Data  Review

View

Developer

AddIns  Acrobat Design
= = AT
é = ﬁ j % \_V) i\/ (B _!' v ; Different First Page ¥/ scale with Dot
Header Footer | Page Number Current Current File  File  Sheet Picture Format Goto Different Odd & Even Pages [¥] Align with Page
- Number of Pages Date Time  Path Hame Ham e Footer
Header & Footer Header & Footer Elements Navigation Options
E14 v A
I Tal Tal Ul Ve Vsl el ol el el Vel bl Uil D[ T Tas[ Tiel Tl L b
A B e D E
Header
YEAR 11 FRENCH TRIP FINANCIAL REPORT]
1
2 Income
rE |Pr‘cepers:uden: ‘ 230‘00€| ‘\ur'\berUls:uden:sl 25‘
Ll 4 |Schnn Sponsorship ‘ ZDD‘Dufl
i

| used the Header to add a title to my spreadsheet. | used the footer to add automatic page numbering to my

spreadsheet

Spreadsheet Footer

Average expenditure |

3456 €|

Footer

I

Pagel

Press Ctrl + Home to return to Assessment Check List
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7. Page setup and printing

a. Changing page orientation and page number

Adding page numbers

w_‘

Footer

Click to add data

¥ | Sheet1 Sheet2 ~Sheets - ¥J 0|

Page:1of1

Setting page orientation

FinancialSpr f mercial use

Home  Insert Page Llayout | Formulas Data  Review  View Developer  AddlIns  Acrobat

I colors - D 3 i L@ =l /3 FEL) | &3 Width: Automatic - Gridiines | Headings
[A] Fonts - B [j = = _j &) Height Automatic - | | (V| View | ¥ View
Themes Margins |Orientation| Size  Print Breaks Background Print Bring to 5
- [O]effects - E < e = Titles || ©A Scaler  100% Print Print || Front
Themes =1 |setup B Scale to Fit G| SheetOptions 1
3 Portrait
E14 =
s condseape | L e e e Al Tl T R
= B c D E
= YEAR 11 FRENCH TRIP FINANCIAL REPORT
1
2 Income
E [Price per student | 230.00 €| [Number of students 25
|4 ‘Schoo sponsorship ‘ ZUUUU{‘
°ls
|6 TOTAL INCOME 5,950.00 €
Lz
s

| used the footer tool to add automatic page numbering to my spreadsheet. | used portrait orientation for my
spreadsheet as | need to include some of the data | from it for a report which will also be portrait.

Press Ctrl + Home to return to Assessment Check List
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b. Optional print settings (D)

Additional print set up

Home  Insert | Pagelayout | Formulas  Data  Review  View  Developer  AddIns  Acobat
B colors ~ Q @ IE @ = _‘=%I £33 Width: Automatic = ||| Gridlines |Headings | | [
[A]Fonts~ | |F | = 4] Height: | Automatic - ||| [ View | ¥/ View =l =
Themes Margins|Orientation Size  Print Breaks Background Print = Bring to Send to Se
- [O]Effects - = = S Titles || £&l Seale:  100% 2 ||| ) Print | (7] Print || Front- Back
Themes Last Custom Setting = Scale to Fit || Sheet Options ™
Top: 0&cm  Bottom: 03 cm
El4 Lef  05cm  Right 0.5cm
= Header: 08cm  Footer: 0.3 cm
Normal
Top: 19lcm  Bottom: 191 em .
L left:  178cm  Right 178 cm
! Header: 076 cm  Footer: 0.76 cm

- ‘Wide

Top: 2,54 cm  Bottom: 2.54 cm
Left: 254 cm  Right 2.54 cm
Header: 1.27 cm  Footer: 1.27 cm

1

| | 2

f 3 Price pe ————— Narow J |Number of students 25

- | a school Top: 191 cm Bottom: 191 cm

= Left:  064cm  Right: 064 cm

N ‘ LDJ ‘ Header: 0.76 cm  Footer: 0.76 cm |

| 6 TOTALI

Ty Custom Margins... r

_ 8

| 2 Option 1 diture per student Option 2 Expenditure per student

'_T 10 Euro Star 97.22 € Euro Star 91.22€

[ 11 Louvre Gallery 9.50€ Disneyland 95.84 €|
Eiffel Tower 11.50€ Eiffel Tower 11.50€
Last Night Meal Out 20.00€ Last Night Meal Out 40.00 €
TOTAL EXPENDITURE 3,455.50€ 6,114.00 €

= 16

| 17 Profit / Loss 2,494.50€ -164.00€

= 18

|19 Exchange Rate (€-> £) 0.82

—
n
=]

PRICE PER STUDENT (£) |

M EuroStar

W Louvre Gallery
W Eiffel Tower

M Last Night Meal Out

| have changed the margins of my spreadsheet to narrow to help make more space for my data so that it is
clearer. | have removed the gridline to give it a more professional look and feel.

Press Ctrl + Home to return to Assessment Check List
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c. Print Preview (P) (M) (D)

Spreadsheet print preview

[_§ Next Page. E
& Previous Page

Close Print
Show Margins | preview

YEAR 11 FRENCH TRIP FINANCIAL REPORT

[Price perswuen | [amber o swadents]
[School Spansorship

TOTALINCOME

Option 1 Ogmionz
[Euro Star [EuroSar

Lovure Gallery Dis neyiand
il Tower Eifel Tower

ecrarga e (]

Eure star

= el Tow:

B last gk -t

1 did a print Preview just before printing to check the format etc of my spreadsheet

Press Ctrl + Home to return to Assessment Check List



