IT2000
spreadsheets / charts exercise: Profits

Your task is to enter some accounting figures into a spreadsheet and then do some simple calculations. You will also have an opportunity to display the information in different types of graphs or charts (maybe at a later stage, depending on which course you’re doing.)

This exercise will help you acquire basic skills in text entry, alignment of items, using rows and columns and using simple total and subtraction formulae. The second part will provide skills in producing graphs and charts and printing them.

1. Enter the details shown below and make sure that the information is accurate.

	Month
	Jan
	Feb
	Mar
	Apr
	May

	Income
	1200
	1200
	1200
	1400
	1500

	Expenditure
	1100
	1300
	2000
	1000
	400


2. Add a new column at the right headed Total. Use a formula to calculate the total Income and Expenditure from January to May.

3. Save your file with the name profit and print a copy of the information.

4. You now need to include the figures for June. These are: Income 1500, Expenditure 700. To do this insert a column between May and Total. Enter the heading and figures. Check the total figures – it may be necessary to revise the formulae!

5. Save your file again and print the new table.

6. The next step is to calculate the profit for each month. In this case the Profit figures are required to be placed directly below the row of months so you will have to insert a new row between Month and Income.  Type Profit in the first cell.

7. Profit = Income – Expenditure so (if you started the table with the word Month in cell A1) the formula =B3-B4  typed in cell B2 will work. A similar formula should be placed in the other appropriate cells for February to June.

8. Check that the figures are correct and tidy up the display (if you haven’t done so already). It is suggested that all the months are right-aligned to match the figures. Make the headings and row titles bold and the profit figures italic.  You may change the font for the sheet as a whole if you wish but ensure that data can be read easily. When you’re happy with everything, save the file and print out the revised table.

9. A print out showing the formulae is also required. This should also include the gridlines and row and column headings – ask your tutor for help on this if necessary. Make sure all the formulae are shown in full and don’t worry about the alignment going awry – there is a reason for it!

The next steps are for those attempting the graphs and chart part.

10. Produce a line graph of the profits for January to June. No legend is required but there should be sensible title and the y-axis should be labelled £. No x-axis label is necessary.

11. Produce pie charts which show the distribution of income and the distribution of expenditure over the period January to June. A suitable title should be added to each and each should have the month and a % figure shown as a label for each pie sector. No legend is required.

12. Print the line graph as a separate sheet on its own

13. Print the two pie charts on one sheet (including the original table of data used if you wish).

14. Check everything for mistakes and clarity. Make changes as appropriate, reprint and save it all.
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