 Excel Tutorial No. 2

This tutorial will give you some experience in developing formulae using variable cell addresses, the ‘ripple’ effect of developing one formula and then copying it across a range of cells, and the use of the Auditing features to trace the precedents and dependents of your embedded formulae. (This is a very effective way of finding and clearing errors).   You will also convert the data into a graphical representation.

The spreadsheet file is in K: subdirectory COT9999 with a file name of student1.xls.

Load it into Excel and you should see a part prepared worksheet for the Coffee Shop (not Merlin’s).

Examine the results given, and use these as a base for your formula development.

Complete the details for the Expresso Coffee sales for January to June, 1996.

Develop the total sales (value) and also the total number of cups of coffee sold (and highlight this).

Find (a) the average cost of a cup of coffee over this period, and also the average profit per cup over the period. Highlight these values as well.

Find the minimum and maximum sales of Expresso Coffee from January to June.

Use the Tools menu to locate the Auditing toolbar, and locate the Trace Precedents icon.   Highlight ALL of your calculate results (point) and you will see that blue trace lines appear on your screen to indicate which cells are involved in the calculations.

Scan the traces, and see if you agree that the cells involved are in fact the ones which should be used in the calculations. When you are satisfied, set the Precedents OFF, and the screen will revert to the normal appearance of the spreadsheet.

Now graph, or Chart as Microsoft calls them,  the sales of Expresso coffee for the six months - firstly choose a graph form which will adequately illustrate this requirement (probably a bar chart).

Select Insert then Chart from the toolbar, and use the cross hair icon to reserve a space on the spreadsheet for the chart. Use the wizard to select the chart type, the LEGEND (which names the chart) and name the X and Y axes (watch the dialog boxes carefully).  If you make too many mistakes, delete the chart and start again.

Now create a pie chart which give the contribution of each month’s sales to the total sales for the Cappuccino coffee sales, and likewise label this chart.

Finally, double click on the tab ‘sheet1’ on the status bar (lower left hand of the worksheet) and rename it   coffee.

Save the spreadsheet and log out, if you have no other work to do.

