Grosvenor House

IBTII sample

Introduction
In this set of tasks you will set up a database containing staff records for a firm employing people at three locations. Some calculations will be required to work out the pensions that these people can expect when they retire. A brief report about the firm’s pension arrangements needs to be typed as a draft and then sections of the database and spreadsheet, together with some charts will be added to a final, integrated report.
These tasks have been designed to reflect the work necessary in a real IBTII assignment, in which following instructions accurately is very important. To pass an IBTII assignment you should not make more than a few text entry errors and there can be no numeric entries in the data! As this is just a practice you will get a chance to fix your mistakes but in a real assignment you would have to do the section containing the mistakes afresh – so be careful and try and check your work before handing it in for marking.

1 The database

The first task is to set up a database with 8 field names. These are:

	Title
	FirstName
	Surname
	Dept
	Grade
	Age
	Location
	Salary
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It is not necessary to have them in this order. The staff details will be provided on a separate sheet and all of these should be transferred to your database. Save the database file with the name Grosvenorstaff. Print a table or report of all the data. Name the sheet or table data.
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Sort the data so that it is in alphabetical order of Surname. Use the name data az for this list. Print the table or report for all the data.
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A list is now required of just those people whose salary is greater than £20000 but excluding anyone on Grade 1. Search the database for this information and print out as a table with all the fields shown. Use the name data20k for this list.
Now search the database for all the female staff. Put the list in descending order of age (the oldest person appearing at the top). Use the name datafemale1 for this list but it is not necessary to print it.
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Print out a list of the female staff, in descending age order, but only the Surname, Location and Age fields should be displayed and they must be in that order. Use the name datafemale2 for this list.

This last list will be used in the final report later.

2 The spreadsheet tasks

You will need to set up a spreadsheet using some of the data on the lists provided in order to calculate the pensions that staff can expect to receive when they retire. Start by setting up a structure similar to the illustration below.
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Make sure that your headings are aligned to the left, centre or right as shown in this illustration. It is also a good idea to leave the same number of blank rows as shown above so that there is room for all the data to be entered.
From either your database or the list of staff provided, enter the appropriate surnames in the Surname column, below the correct section for their location. Add their Grade, Age and Salary.

Now you will need to calculate their Service. This will be the number of years between now and when they reach age 65. Parts of a year will count as a whole year so a formula similar to  =65-Age  inserted in the Service column for the first person listed should work. Some software may require that you use a cell reference instead, like  =65-C3  . Your tutor will advise you on this. Copy the formula down the list so that a Service figure is displayed for everyone in exact years (integers) but there should be no entries in the rows used just for the Location titles.
The next task is to calculate their annual pension at age 65. This is based on a formula which is their Salary multiplied by the number of years Service then divided by 80. The formula  =Salary*Service/80  should work or you may have to use cell references in a formula like  =D3*E3/80  . Copy the formula used so that an annual pension figure is displayed to the nearer £ for everyone. Again, there should not be any entries in the location rows.

In the next column the monthly pension should be displayed. This is the annual pension divided by 12. Use an suitable formula and copy it so that there is a figure shown, including pence, (2 decimal places), for each member of staff only.

To complete this sheet use a formula to insert a total monthly pension for each of the 3 locations and also an overall total. These figures should be placed in the Pension pm column in the spare row that you should have free below each set of figures with the overall total at the foot of the column in the Total row.
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Save your spreadsheet with the name Grosvenor pensions and name the sheet oldsalary and print out all the information so that it fits on a single sheet. Make sure all the entries are displayed clearly.
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Make a copy of this sheet (a new file is not necessary, most software will have a facility for copying the sheet). Now print just the section of the sheet which lists the headings and information for the Biggleswade staff only, excluding the Surname and Grade columns. Change the name of this sheet to bg extract. This extract will be used in your final report.
Make another copy of the complete sheet on which some further calculations are required to assess the effect of an increase in people’s salaries. This sheet should be named newsalary. Insert a new column between Salary and Service and enter the heading New salary.

For the first person listed use a formula in the New salary column which will display the effect of a 7% increase. The formula  =Salary*1.07  should work or  =D3*1.07  . Copy this formula down the list so that the higher salaries are displayed for everyone (and no entries in the location rows). Adjust any entries so that all salaries are shown to the nearer £ if necessary.

Amend the Pension pa formula so that the figures are based on the New salary instead of the (old) Salary. Copy the amended formula to the other staff rows and adjust the display to show two decimal places as before. Your total figures should have changed too. Check they are correct.
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Print all the information on this sheet so that it fits on a single A4 sheet with all entries shown clearly.
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Make a copy of this sheet and name it formula. Change the display so that your formulae are displayed wherever appropriate. Print just the Pension pm column (including the heading) to show the formulae used in each row. Include the row and column headings as well as gridlines on this sheet. (Ask your tutor for assistance with this type of print option if required).

Save the spreadsheet file and exit.

3 The draft report

Your task is to prepare a draft report about the firm’s staff and pensions. First, just the text needs to be entered. This is provided for you but needs to be set out in a particular way.
	Paper size
	A4 portrait

	Text size
	12

	Line spacing
	Single with one section double line spaced

	Text alignment
	Fully justified (straight right and left margins) except main heading

	Line length
	11cm or 4.3”

	Page numbers
	Bottom right, starting at 1
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Save the document as Grosvenor draft and print one copy.
4 Charts

Two charts are required. You will need to print each as instructed as well as include them later in the final report. It is recommended that when creating the charts you store them initially as separate sheets (if you software gives this option). 
Pie chart
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Produce a pie chart which shows the number of staff employed at each of the three locations. Title the chart Distribution of staff and include the numbers at each location on or near the sectors. Each sector should be labelled with the location name or a legend used (but not both). Print as an A4 portrait display.
Bar chart
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Produce a bar chart (vertical columns) which compares the total monthly pensions for each location, based on figures including the 7% salary increase. Use the title Comparison of total monthly pensions. Lable the x-axis Location and the y-axis Amount £. The names of each location should be featured on the x-axis or in a legend. The actual amounts need not be shown but the y-axis should have a clear scale. Print as an A4 landscape display. 

Save both charts as sheets named pie chart and bar chart in either a new spreadsheet file or an existing one. If you use a new file name it Grosvenor charts.
5 The final report
The last task is to produce the final report. Open the draft report prepared earlier and save it with the name Grosvenor final then proceed to make the changes as instructed.

	Paper size
	A4 portrait (as before)

	Text size
	14

	Line spacing
	All single line spacing

	Text alignment
	Left justified (ragged right margin) 

	Line length
	14cm or 5.5”

	Page numbers
	Bottom centre, starting at 7

	
	


The data in tables transferred from the database and spreadsheet must also be changed to the same text size and style as used in the rest of the document. It is not necessary to match the chart text size or style to the rest but they must be legible. It is recommended that you change the location of charts to objects on a sheet prior to transferring them (if your software enables this).
The changes noted on the draft provided also include: text to be inserted and deleted, a small section to be indented, where new pages should start and replacement of one word with another throughout the document.

The illustration provided may differ from your own draft report and it should not be regarded as a correct ‘sample’. 
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Save the amended document and print a copy.

Make a back-up copy in a separate location with the name Grosvenor final2.

Check that all your data and documents are secure and correct. Close all your files and shut down the PC.
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