IT2000

Spreadsheet exercise: shopping list

Shopping list

This exercise will introduce you to some of the features of spreadsheets.  Your task is to produce a list, or table, of items and various details with all the calculations performed by the system.
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 Open a new spreadsheet file

The illustrations and instructions on this sheet are for Microsoft Excel.  (Microsoft Works is very similar but not all the buttons are available.)

Enter the data

Put the data supplied on the next page into the appropriate boxes (cells).  The first row should contain the headings.  If you’ve left them out you can put them in later.  Move from box to box with the arrow keys. 

Changing entries

You can use the Backspace key to erase items while you are in a box.  To change things after you have moved on it is usually simplest to select the box you want to change and just retype the entry. Save your work in the normal way with the file name shop on your disk.

Edit/insert row adds a row above the one you have selected

Edit/insert column adds a column to the left of the one selected

Edit/delete . . entire row deletes the row selected

Edit/delete . . entire column deletes the column selected

Use Format / Column width to increase the width of any column selected

More information

You now need to add some prices for the items listed.  Use the next available column, enter the heading Price and then the appropriate figures.  Don’t type the £ or use p.  Type .69 for 69p, .07 for 7p .5 (or .50) for 50p etc.  This may look a bit odd at first but the next step will make things clearer!
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 Money format

Select (highlight) all the boxes which contain prices and also a couple more at the bottom of the column which you will need.

This button will change the figures to currency. Remove the highlighting if necessary afterwards.
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 Totals

To get a total for the items listed select the box where you want it to appear - ideally immediately below the Price column.

Press this button once.  An area of your sheet will be selected; if it is the correct area, (i.e. what you want added) then press the button again.  A total should appear in the box.  It should also be in currency format - if not, press the currency button now.

If the Autosum process did not select the correct area on the first click you can select the boxes required yourself using the mouse and then clicking the Autosum button again.

Save your work

Don’t forget to save your work at regular intervals!
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 Printing a spreadsheet

Check, using print preview, that all the information will be printed properly and print a copy.  This file will be used again in exercises for further techniques.

	Item
	Type
	Quantity

	Coca cola
	Normal
	2

	Toilet tissue
	Soft pink
	2

	Creme caramel
	4-pack
	1

	Coffee
	Nescafe 100g
	3

	Yoghurt
	Fruit 6-pack
	4

	Sausages
	1lb pork
	2

	Tuna chunks
	tin
	4

	Mince pies
	box 12
	2

	Milk
	Full cream 4pt
	1

	Milk
	semi-skimmed 2pt
	2

	Cooking oil
	sunflower
	2

	Shampoo
	Baby
	1

	Cucumber
	whole
	2

	Grapes
	white seedless 1lb
	0.85

	Apples
	Cox pack 8
	3

	Peanuts
	large 
	4

	Bread
	Crown loaf
	3

	Potatoes
	1lb baking
	5.04

	Bread
	small white
	2
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