IT2000
integrated tasks: Six months’ gardening

This exercise has been designed to cover many of the requirements that will be met in an IBT II assignment. There are five tasks – all much shorter than in a real assignment, but indicative of the skills needed.

Task 1

The text below should be typed and saved. Use a size 12 font and adjust the line length to 5.5” or 14cm. The text should also be in double line spacing and fully justified. Print this text.

Where there is a reference to a table or chart to be inserted, just leave a blank line. These will be added at Task 5 later.

I never thought that starting a business would be easy. I was prepared for the long hours and the problems involved in just getting people to let me quote for some gardening work, let alone actually giving me the job. What did surprise me, however, was how long some of them took to pay me!

My income and expenditure figures for the first six months of the year are detailed in the following table:

It is easier to illustrate these with charts. The first shows that my income was quite evenly distributed.

The graph below, however, shows how varying expenses resulted in my balances oscillating between profit and loss.

Maybe one day it will all settle down.

In the meantime, I have the following jobs which I hope to start in July:

Task 2

Create a database to contain the jobs listed below, using these field names: Customer, Job, Start, Estimated time (hrs).

	Larry Ferdinand
	Danny Pershore
	Kim Tremaine
	Dr Halina
	George Hall
	Melissa G

	Patio
	Fish pond
	Fish pond
	Fencing
	Prune cherry trees
	Erect hammock

	June
	September
	July
	July
	August
	July

	30
	15
	12
	12
	5
	2


Save the data. Sort the data into a listing in ascending order of Estimated time (hrs). Print all the data.

Print just the Customer, Job and Estimated time (hrs) for jobs to be started in July only.

Task 3

Create a spreadsheet containing the income and expenditure figures detailed below:

	Month
	Jan
	Feb
	Mar
	Apr
	May

	Income
	1200
	1200
	1200
	1400
	1500

	Expenditure
	1100
	1300
	2000
	1000
	400


Insert a row immediately above the Income figures. Label this row Profit. Use a formula to calculate the profit figures for each month.

Add the June figures to the table. They are Income 1500, Expenditure 700. Extend the Profit row formula to this column..

Add a column headed Total and use a formula to calculate total figures for each of the rows.

Check your figures and print the sheet.

Task 4

Using the spreadsheet figures, create a pie chart which shows the Income for each month. Title the chart “Income” and include Month and percentage labels for each sector.

Create a line graph which shows how Profit fluctuated for each of the six months. Title the graph “Profit” and label the y-axis with a £ sign.

Save both charts within the spreadsheet file.

Task 5

Open the text file saved in Task 1. Add the appropriate tables and charts, which will have been created in the above tasks. Increase the size of the original text and change the font to another style of your choice. (This change need not include the tables or charts). Add a heading Six Months’ Gardening in a bold and underlined style, as well as your name, the date and page numbers in a footer.

Reduce the line length to 5” or 13cm.  Insert a page break if necessary to ensure that the paragraph beginning The graph below . . . starts at the top of the second page of the document.

Adjust charts and tables to ensure that they remain within the text margins and that all items are legible.

Change the line spacing back to single line spacing (i.e. normal spacing).

Save the new document but do not overwrite the original text file. Check the finished document for errors and layout and print a copy.

List the names of the files and sheets containing all the above tasks.
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