150:080 Introduction to Information Systems InClass Excel Lab Exercise

April Murphy owns a small cafe.  She wants to create a budget to help her make a decision about expanding the cafe.

A.
Create the worksheet structure shown below:

April’s Flower Garden Cafe

         JAN    FEB    MAR    APR    MAY    JUN     TOTAL

SALES

Food

Beverage

TOTAL SALES

EXPENSES

Food

Beverage

Payroll

Lease

G&A

Direct

TOTAL EXPENSES

NET

B.
Change the width of column A to fully display the labels in the column.  Right‑align the column labels.

C.
Enter the following values for food and beverage sales:

Month

FOOD

BEVERAGE

Jan

3490

420

Feb

4000

550

Mar

4200

560

Apr

4900

600

May

5100

620

Jun

5500

700

D.
Enter the following fixed expenses for January:

Payroll
2000

Lease
 
 200

G&A

 175

Direct
1000

E.
Copy the January fixed expenses to February through June.

F.
Enter the formulas to calculate food and beverage expenses.  For January, food expenses are 40% of January food sales, and beverage expenses are 10 percent of January's beverage sales.  Copy the formula to the February through June food and beverage expense columns so that each month's food expenses are 40% of that month's food sales, and each month's beverage expenses are 10% of that month's beverage sales.

G.
Enter the =SUM function to calculate TOTAL SALES for January.  Copy the function to February through June.  Enter the =SUM function to calculate TOTAL EXPENSES for January.  Copy the function to February through June.

H.
Enter the =SUM function to calculate the TOTAL column.  Copy the function down the column.  Erase the function entries that reference blank cells.

I.
Enter the formula to calculate NET as TOTAL SALES less TOTAL EXPENSES.  Copy the formula to each month’s column and the TOTAL column.  Save the worksheet on your disk as CAFEBDGT.

J.
Format the values to display with commas and zero decimal places.  TOTAL EXPENSES, TOTAL SALES, and NET rows should be formatted as currency with zero decimal places.

K.
Insert two rows between the Title row and the column heading row.  Next, make the title a larger font size.  Be sure the title is centered across all columns of the worksheet.  Bold the title and column labels.  Underline the beverage sales and direct expense values.

L. Enter your name in cell A2 and the current date in cell H2 using the NOW function by entering =NOW() in the cell. 

M. Set the worksheet so that it will print on no more than 1 page (no matter how big it is) by pulling down the File menu, choosing Page Setup, and turning on the Fit to button.  Also center the work to be printed on the page horizontally by clicking on the Margins tab and checking the appropriate box.  Save the worksheet again then print the worksheet.  

N. Pull down the File menu and choose Save As.  Save another copy of the worksheet using the name FORMULAS. Set the worksheet to print in Landscape mode pulling down the File menu, choosing Page Setup, and turning on the Landscape button.  Change the display so that the formulas are displayed by pulling down the Tools menu, choosing Options, and checking the Formulas box.  Save the worksheet once again.  Print the worksheet. 

