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Spreadsheet Exercises

Introduction

Spreadsheet Exercises provides teachers with a series of graduated Spreadsheet activities.
These can be given to students directly or used by teachers in the development of their
own course materials.

The purpose of the exercises is to give teachers ideas of the types of spreadsheets activities
that can be given students. Teachers can then teach Spreadsheets in their preferred way.

Individual exercises in Microsoft Word format are provided so that the exercises can be
easily modified when necessary.

The exercises do not provide detailed instructions on how to create the spreadsheet, but
they do provide brief instructions on the Spreadsheet features that could be used. If more
detailed instructions are required, then the Learning Microsoft Excel Modules would be a
better product to use.

The Spreadsheets Support Files

The SPEADSHEETS SUPPORT FILES contains prepared spreadsheets and graphics used in
some of the exercises. Its inclusion saves the user from the exacting task of searching for
the graphics or creating the spreadsheets that form the basis of many of the exercises.

There is a Windows version and Macintosh version of the SPREADSHEETS SUPPORT FILES.

Permission is granted to institutions to load these support files onto the institution’s
network, or computer hard drives, for use by students.
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Spreadsheets Exercise 1: Simple Formulas

Enter the following text into a spreadsheet, but DO NOT enter the ******,

saturday
Door Knock
Donations 1296
Badge Sale
Profits % 2586

Toffee Stall

Profits % 155
Total Cash
Feceived § EEEEE

19535 960 FEREER
99 125 EEEER
142 170 wEEEE

EEEER S EEEER

WECARE

FUNDEAISERS

Sunday Maonday Totals

Use formulas to complete the sections marked with *****_ Each formula should add either
a row or column of numbers.

© Guided Computer Tutorials, 2021



Spreadsheets Exercise 2: Formatting Cells

Enter the text and numbers into the indicated cells in the following diagram and format
them appropriately.

A B C D E F

1 DISCOUNT WHOLESALERS
2
3 Daily Sales
4
g July 28, 2022
6

QUANTITY SELLING TOTAL SALES
T ITEM S0LD PRICE PER ITEM
8 | Hair Drier 1 532.50
9 | Toaster 3 540,95
10| Kettle 2 521.60
11| Radic 5 553.65
12 TOTAL SALES:
13

1 Use formulas to calculate the total sales for each item. For example:

atcell D8: =B8*C8
2 Use a SUM formula to calculate the total sales for the day in cell D12.
3 Save your file under an appropriate name.

4  On adifferent day (July 29) the following sales were made:

3 HAIR DRIERS 4 KETTLES
1 TOASTER 2 RADIOS

5 Make these changes to your worksheet and save it under a different name.
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Spreadsheets Exercise 3: More Detailed Formatting

Let’s say that you are the manager of a Hi-Fi store and each month you are required to
produce a stock inventory.

Open the SHIFTYS Hi Fl file from the EXERCISE 3 folder of the SPREADSHEET SUPPORT FILES
as a READ ONLY file and format the worksheet using the following diagram as a guide.

A B C D E F G H
SHIFTY'S HI-FI

STOCK INVENTORY FOR NOVEMBER, 2022

o= [ ha | =

QUANTITY IN COsT SELLING
-3l BRAND CATEGORY MODEL STOCK PRICE PRICE INVESTMENT
7 |N120 Receiver T-33 4] $225.45
8 |N120 Receiver T-35 10 $312.00
9 Turner Amaolifier 251 4 $562.00
10 Rollem DVD Player  DVD30 12 $150.75
11 Echo Speakers B620 i 5266.50
12 TOTAL ITEMS TOTAL
13 IN STOCK: INVESTMENT:

14

2  Complete the template using the formulas:

Selling Price = 20% more than the Cost Price, e.g. =E7*120%
Investment = Quantity in Stock * Cost Price, e.g. =D7*E7

The Total Items in Stock and the Total Investment need to add their
respective columns.

3 Save your workbook under an appropriate name.

4  Make the following COST PRICE changes for the next month (December):

N120 RECEIVER T-33 to $205.60
ROLLEM DVD PLAYER DVD30 to $185.45

5 At the end of the month the quantities in stock were:
T-33 7 25-L 7 B620 2
T35 4 DVD30 9

6 Make these changes and save the workbook under a different name.

7  Create an EQUATION DUMP to display the formulas you used and save the file under
an appropriate name. Change the width of the relevant columns so that all the
formulas are visible and fit on one page, and turn on row and column headings.
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Spreadsheets Exercise 4: Copying Cell Data

Open the MUSIC file from the EXERCISE 4 folder in the SPREADSHEETS SUPPORT FILES as a
READ-ONLY file.

Table
Removed

Instructions
Removed
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Spreadsheets Exercise 5: Rearranging Data

Open the PAYROLL file from the EXERCISE 5 folder of the SPREADSHEETS SUPPORT FILES as a
READ-ONLY file.

Table
Removed

Adding the Company Sections

The payroll needs a column for the company departments or sections. Insert a column
before COLUMN C and enter the details shown in the following diagram.

Table
Removed

-6- © Guided Computer Tutorials, 2021



Spreadsheets Exercise 5: Rearranging Data

Adding a New Employee

A new employee has just been hired and she needs to be included in the payroll. Insert a
new row at ROW 17 and enter the details shown in the following diagram.

Table
Removed

Instructions
Removed
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Spreadsheets Exercise 6: Using Worksheets

Open the EXERCISE 6 folder of the SPREADSHEETS SUPPORT FILES as a READ-ONLY file.

Table
Removed

Instructions
Removed
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Spreadsheets Exercise 6: Using Worksheets

Instructions
Removed

© Guided Computer Tutorials, 2021



Spreadsheets Exercise 7: Displaying Data in a Pie Chart

Instructions
Removed

Table
Removed
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Spreadsheets Exercise 8: More Detailed Charts

Instructions
Removed
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Spreadsheets Exercise 9: Sparkline Charts

Instructions
Removed
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Spreadsheets Exercise 10: Using the Drawing Tools

Instructions
Removed

Table
Removed
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Spreadsheets Exercise 11: Making Predictions

Open the PREDICTIONS spreadsheet from the EXERCISE 11 folder of the SPREADSHEETS
SUPPORT FILES as a READ-ONLY file.

Table
Removed

Instructions
Removed
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Spreadsheets Exercise 12: Making Decisions on Data

Instructions
Removed
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Spreadsheets Exercise 13: Lookup Commands

Table
Removed

Instructions
Removed
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Spreadsheets Exercise 14: Creating Sales Invoices

A company requires you to set up an invoice sheet for them with the following format:

Table
Removed

Instructions
Removed
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Spreadsheets Exercise 14: Creating Sales Invoices

1 Incolumns to the side of the invoice sheet set up the following table of items.

Table
Removed

Instructions
Removed
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Spreadsheets Exercise 15: Sharing Data Between Files

A wholesaler wishes to have spreadsheets set up for their two departments, Furniture and
Appliances, and have the performance of the two monitored in an Office spreadsheet.

OFFICE

l FURNITURE i ’ APPLIANCES i

The Furniture Template

1 Set up the Furniture department spreadsheet shown in the following diagram.

Table
Removed

Instructions
Removed
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Spreadsheets Exercise 15: Sharing Data Between Files

The Appliances Template

Table
Removed

Instructions
Removed

The Office Template

Instructions
Removed

Table
Removed
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Spreadsheets Exercise 15: Sharing Data Between Files

Instructions
Removed
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Spreadsheets Exercise 16: Macros and Buttons

Open the MACROS spreadsheet from the EXERCISE 16 folder of the SPREADSHEETS
SUPPORT FILES as a READ-ONLY file.

Instructions
Removed

Completing the Reorder Column

Instructions
Removed

Table
Removed
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Spreadsheets Exercise 16: Macros and Buttons

Adding Macros and Buttons

Instructions
Removed

Table
Removed
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Spreadsheets Exercise 16: Macros and Buttons

Instructions
Removed
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Spreadsheets Exercise 17: Payrolls and Payslips

You have been commissioned to set up a payroll/payslip system for the business.

The Payroll

Instructions
Removed

Table
Removed
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Spreadsheets Exercise 17: Payrolls and Payslips

The Payslip

Instructions
Removed

Table
Removed

The Formulas

Instructions
Removed
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Spreadsheets Exercise 18: Financial Applications

Instructions
Removed

Table
Removed
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Spreadsheets Exercise 19: Date Calculations

Instructions
Removed

Table
Removed
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Spreadsheets Exercise 19: Date Calculations

Instructions
Removed

Table
Removed
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Spreadsheets Exercise 19: Date Calculations

Instructions
Removed

Table
Removed
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Spreadsheets Exercise 19: Date Calculations

Instructions
Removed
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Spreadsheets Exercise 20: Pivot Tables

Open the PIVOT spreadsheet from the EXERCISE 20 folder of the SPREADSHEETS SUPPORT
FILES as a READ-ONLY file.

Instructions
Removed

Table
Removed
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