Unit 2 Information Technology

Excel Folio Development 2004

IF Function

The IF Function can be used to instruct the spreadsheet to make decisions. The IF Function takes the form:

IF(something is true, do this; otherwise, do something else)

The IF function uses mathematical symbols to make comparisons

Operator                 Meaning

<                     less than

>                      greater than

<=                    less than or equal to

>=                    greater than or equal to

=                      equal to

<>                     not equal to

IF/OR Statement

This function will make a decision if one condition Or another condition is true.  The OR function will take the following form:

lf(something is true OR something else is true, do this; otherwise do something else)

eg:
IF(OR(A1 > 0, B1 > 0, A1 , 0))

IF A1 is greater than zero OR B1 is greater than zero THEN display the

contents of A1, OTHERWISE DISPLAY ZERO
IF/AND Statement 

This statement returns a decision if two conditions are true.

IF(something is true AND something else is true, do this; otherwise do something else)

Eg:
IF(AND(A1 > O, B1 > 0, A1 ,0))

IF A1 is greater than zero AND B1 is greater than zero, THEN display the contents of A1 OTHERWISE display zero.

Folio 1: AND/OR Functions, LOOK‑UP and Charting.

For this folio you are to create an IPO (Input, Process, Output) chart.

Discount Electrical Wholesalers pays its employees bonuses at the end of each month. The bonus that a staff member receives depends on the amount of sales they make for the month and the number of hours overtime they have worked.

I. A bonus is payed to employees that have worked more than 8 hours overtime OR who have sold more than 
$40000 worth of electrical goods. This bonus is calculated by multiplying $5 by the overtime hours.

II.
An extra bonus in the form of a gift from the company is given to those employees who have worked


more than 8 hours overtime AND achieved more than $4000 in sales.

Discount Electrical Wholesalers also offers a staff discount on electrical goods. The level of discount a staff member receives depends on the amount of sales they made for the month.

You have been given the following information regarding staff for the month of February.

Employee
Sales
Overtime (Hours)

G. Smith
4568
6

H. Mason
8754
8

I. Lyons
2390
7

J. Manello
10460
12

K. Hogan
3467
4

You are to create a spreadsheet that will:

Calculate the total sales for the month 

Determine if an employee will receive either bonus

 Determine the discount rate applicable for each employee 

Graph both sales and overtime hours for each employee.

VLOOKUP

This function will look up data from the columns of a table and use the data to perform calculations. 

The VLOOKUP function uses the following arguments in its syntax, or structure.

  =VLOOKUP(LOOKUP_VALUE,TABLE_ARRAY,COLUMN_INDEX,RANGE_INDEX)




=VLOOKUP(B3,$A$23:$B$27,2)





You will set up a table of sales and discount levels and use this table to work out the discount each employee is entitled to according to their sales.

· In cell I8 type in Discount Table. Centre this label across cells I8:J8 and make the label bold.

· In I9 type in Sales in J9 type in Discount. Bold and centre the labels.

· Type the following into the stated cell:


I10
2000
J10
0.1


I11
4000
J11
0.12


I12
8000
J12
0.15


I13
16000
J13
0.2

· Format the figures in column I as currency and the figures in column J as percent with no decimal place.

· In cell F9 type in the following:

=VLOOKUP(B9,I10:J13,2) 

Then press enter.

This statement means, Look at the contents of cell B9, compare it with the data in the table from I10 to J13, match it up with the appropriate value in the second column of the table and display this value.   0.12 should be displayed in F9. Format this cell as a percentage with no decimal place.

Absolute Cell Reference

This formula needs to be copied into the other cells in column F. However if we use the Fill Down command the cell references for the table will be changed and thus the LOOKUP will not work. As we do not want the table reference to be changed when the formula is copied, the cell references for the table in the LOOKUP statement must be changed to Absolute Cell References. This is done by putting a $ in front of the column and row of the address.

· Click in F9 and edit the function so that it matches the following:

=VLOOKUP(B9,$I$10:$J$13,2)

· Now fill this formula down column F. When you do this the cell to be checked will change but the address of the table will not change. Check that the correct discount is displayed for each employee.

· Make a copy of sheet 1 in sheet 2 (see folio 2)

· Rename sheet 1 as Bonus. Rename Sheet 2 as Formulas

· Print Bonus Sheet in landscape.

Charts

You are to create a pie chart showing the sales figures for each employee. Before a chart is created you must select the cells to be plotted.

· In the Bonus sheet, highlight cells A9:B13. From the INSERT menu select CHART. 

· From the chart wizard, select PIE. The first type of pie chart will be highlighted. Leave this highlighted and press NEXT. Cheek that the data range is correct i.e. A9:B13. Then click NEXT. 

· Enter an appropriate chart title. Click on the LEGEND tab and choose a position for your legend. 

· Click on DATA LABELS tab and click on SHOW VALUES. The sales figures should appear around the pie. Click on NEXT. 

· For the chart location, click on AS A NEW SHEET. Click FINISH. Your chart should be displayed. You can rename the chart label at the bottom of the page in the same way you rename sheets. Name the chart Sales Chart. 

· To print a chart, first select PAGE SETUP from the FILE menu. Click on the CHART tab and select SCALE TO FIT PAGE in the PRINTED CHART SIZE. Set PAGE tab to PORTRAIT ORENTATION. Then print.

· Now create a column chart to display employee overtime hours. NOTE: Because the data you want to chart is not next, to each other in the spreadsheet, to select the relevant data you will have to highlight column A then hold down the CTRL Key and highlight column C. Make sure your chart has an appropriate title and labels and rename the chart Overtime Chart.

Save your file and hand in a print out of the bonus sheet  and both charts.
Folio 2:

In this folio you are to Analyse the problem, create a flowchart and evaluate the capabilities of the software in developing the solution.  

A science teacher gives only two results, Pass or Fail. A Pass requires a test average of 50% or more

AND the satisfactory completion of practical work (S stands for satisfactory, N for not satisfactory). A Fail is recorded if either of the two conditions is not met.  Currently all this is being completed manually, which wastes time.  You have been hired to come up with an electronic solution to the problem.

The following data has been made available.

Student Name
Test Marks (%)



Practical

Mark

Brad
35
41
38
52
S

Jennifer
62
53
39
67
S

Arnold
78
45
56
51
N

Bruce
32
46
39
43
N

Ashley
88
67
73
86
S

Winona
63
98
88
65
S

George
90
36
55
10
S

Gwenvth
12
39
54
43
N

Leonardo
23
71
68
66
S

Kate
76
76
90
100
S

1. Design a spreadsheet that will display the above information, calculate the Test Average (%) for each student and display the final result of Pass or Fail for each student. Ensure your design meets all conventions, includes appropriate labels and formatting features.  Include the appropriate formula and use two students to perform a desk check by indicating the results that should be displayed by the spreadsheet. Have your teacher check your design.

2. Open a new spreadsheet file called Folio 6 and create your spreadsheet.

3. Give your worksheet an appropriate name and sort the spreadsheet data in a logical order.

4. Create an equation dump.

5. Print both worksheets (i.e. the original worksheet and the one showing formulas).

6. Create and print an appropriate chart that shows all four test marks for all students.

7. Hand in the three printouts to your teacher.

Folio 3:

In this folio you are to create a testing table (Headings: Item tested, Method of testing, Expected result, Actual result, Corrective action), you are to explain how the software functions are used to create a solution that meets the needs of the organisation.  You are also to create a user documentation. 

1. Open Folio 5 and save it as Folio 6.

2. 
In an appropriate place in your spreadsheet insert a column that will display the Test Grade for each student.

3. The test grade should be determined by using the VLOOKUP function. You will need to set up a table in your spreadsheet (this table should be located on a separate sheet) to store the grades. The grade a student receives will be determined by their test average. The table should be called Test Grades. The table will contain two columns: Average and Grade. Enter the following information into the table:

Average


Grade


0
N


40


F


50


E


60


D


70


C


80


B


90


A

4. In the column you inserted into your main table, enter the label Test Grade and enter a formula using VLOOKUP that will make the spreadsheet compare the students average grade with the table and display the appropriate grade in the column. You will need to fill this formula down the column so think about how you reference the table in your formula. You will need to use absolute cell references for the table.

5. Test you solution.

6. Create an equation dump on a separate sheet and call this sheet forinulas2.

7. Print both sheets and hand in.

Folio 4:
1. Open a new file and call in Folio 7.

2. Rename sheet 1 as Balance.

3. In cell A1 type in Balance

4. In cell A3 type in Interest Due. Use Wrap text so all of the label is visible.

5. Click on sheet 2 and rename it Interest.

6. In cell A1 enter the label Interest Table. Centre this label across cells A1 - C3

7. In cell A2 enter the label Balance in cell B2 enter the label Rate.

8. Starting at cell A3 and moving down the column, enter the following values: 5000, 10000, 15000, 20000, 25000, 30000. Format as currency.

9. Starting at cell B3 and moving down the column enter the following values: 0.14, 0.145, 0.15, 0.155, 0.16, 0.165. Format these values as percent with no decimal point

10. Move to the Balance sheet.  In cell B1 enter $ 18,500. In cell B3 type in the following formula:




=VLOOKUP(B1,INTEREST!A3:B8,2)

this formula should look at the value in cell B2 compare that value to the table of values on the interest sheet and select the appropriate value from the second column of this table and display that value. 

The INTEREST! is the link between the two sheets.

11. Try entering in different balances to check that your table is working.

12. Save your spreadsheet. Create an equation dump (you will have to do this on sheet 3). And print all three sheets. Hand in your print outs.

Folio 5:
Big City Department Store offers 5% or 10% discount on stock. The discounts on offer vary depending on the time of year. They would like a spreadsheet that can be used at any time of the year that will calculate the appropriate discount. To do this you will need to include macros and buttons in your spreadsheet.  The following data has been provided:

Item
Price
Discount Allowed
Discounted Price

Sofa Bed
899



VCR
375



Lounge Suite
2300



Double Bed
1800



Coffee Table
999



Air Conditioner
2450



TV
1499



Dishwasher
870



Toaster
45



Table
600



1. Design a spreadsheet to display the above information.  Remember to include all appropriate labels and to indicate all formatting features you intend to use. Include your formula for the Discount Price. For Discount Allowed you need to provide two separate formulas as you will be creating two macros. One formula should display 5% if there is an item in the Item column, otherwise return a blank. The other formula should display 10% if there is an item in the Item column otherwise return a blank. 

2. Have your design checked by your teacher.

3. Create the spreadsheet and save it as Folio 8.

4. Follow these instructions to set a 5% discount macro. The macro should display 5% if there is an item in the corresponding item column ; otherwise it should return a blank.

· Click in the first cell beneath the Discount Allowed column where you want the discount to appear.

· From the TOOLS menu select Macro and then RECORD NEW MACRO.

· Name the Macro Discount‑5‑percent (the name cannot have spaces or mathematical symbols in it).

· Click OK and the recording will commence (indicated by a Stop Recording dialogue box).

· Enter a formula which will display .05 discount if there is an item in the item column or return a blank if there is not.

· Press Enter to accept your formula and fill the formula down to all appropriate cells. Stop Recording.

· Format the Discount Allowed column to percent with no decimal places.

5. Using the same method, create a 10% discount macro for the same cells.

6. Follow the instructions below to assign a button to the 5% discount macro. This will display a button which when clicked on will automatically run the 5% macro.

· In the VIEW menu, click on TOOLBARS and then select FORMS. The Form toolbar will appear on your screen.

· Find the BUTTON TOOL.

· Click on the Button Tool and draw a small rectangle.

· Select the macro that the button will represent (5%)

· Highlight the text in the button and type in 5% Discount.

· Drag the button to an appropriate place on your sheet.

· Try clicking on the button. 5% should be added to the Discount Allowed Column.

7. Assign a button to the 10% Macro.

8. Ensure that both buttons are located in an easy to use position.

9. Use the 5% button and print your spreadsheet

10. Use the 10% button and print your spreadsheet. 

11. Display the macros created in Visual Basic.

12. In the TOOLS menu select MACROS and the click on MACROS.

13. In the Macros Dialogue Box, click the EDIT button. This will open the Visual Basic Module.

14. Print a copy of the instructions. Save your spreadsheet and hand in all print outs.
True if it exists.


False to match the closest.











DISPLAY COLUMN


How many columns across from the first column in the table should the value be taken from.





REFERENCE CELL


What cell to look up





RANGE REFERENCE


Indicate the start and end of the table.
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