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	Unit
	Number
	Title
	Study Time

	1
	BSBCMN201A 
	Work effectively in a business environment
	20

	2
	BSBCMN202A 
	Organize and complete daily work activities
	15

	3
	BSBCMN203A 
	Communicate in the workplace
	30

	4
	BSBCMN204A 
	Work effectively with others
	20

	5
	BSBCMN205A 
	Use business technology
	30

	6
	BSBCMN211A 
	Participate in workplace safety procedures 
	15

	7
	BSBCMN213A 
	Produce simple word processed documents
	40

	8
	BSBCMN214A 
	Create and use simple spreadsheets
	20

	9
	BSBCMN108A 
	Develop keyboard skills
	40

	10
	BSBCMN107A 
	Operate a Personal Computer
	20

	11
	ICAITU013C 
	Integrate Commercial computer packages
	30

	12
	ICAITU012C 
	Design Organizational Documents using computer 
	50

	
	
	TOTAL
	


08_04  Spreadsheet Exersize 2
Overview:

Create new spreadsheet, sort spreadsheet, insert new table, calculate Unit Cost using Lookup Function, use relative and absolute referencing in formulae to calculate, Shelf Value, Retail Price and Credit Price, Autosum, Insert New Column, Use IF Function to calculate reorder value, Format Spreadsheet as shown, Create Headers and Footers, Change Credit Rate to view recalculation, Create Inventory Template, Show Formulas.
· Create a new spreadsheet (called Hardware) for Harry’s Hardware Supplies.  Enter the following data into the spreadsheet:
Save as:  08_04 Hardware your surname.xls

	Harry's Hardware Supplies Pty Ltd

	
	
	
	
	
	
	

	
	Markup on Unit Cost
	
	23%
	
	
	

	
	Credit Customer Discount
	5%
	
	
	

	
	
	
	
	
	
	

	Part Number
	Description
	Qty on Hand
	Unit Cost
	Shelf Value
	Retail Price
	Credit Price

	1234
	Rope Spanner
	12
	
	
	
	

	1235
	Hacksaw
	5
	
	
	
	

	1236
	Socket Set (Imperial)
	15
	
	
	
	

	1237
	Socket Set (Metric)
	17
	
	
	
	

	1238
	Claw Hammer
	8
	
	
	
	

	1239
	Allen Key Set
	12
	
	
	
	

	1240
	Chain Saw Chain
	1
	
	
	
	

	1241
	Garden Hose (12m)
	5
	
	
	
	

	1242
	Wheelbarrow
	3
	
	
	
	

	1243
	Post Hole Digger
	2
	
	
	
	

	1244
	Fence Strainer
	12
	
	
	
	

	
	
	
	Totals:
	
	
	


· SORT the worksheet in Alphabetical order of Description
· Type the table below (underneath your worksheet) and use it in a lookup function in your worksheet to find  Unit Cost with correct amounts according to Part Number.   

	Part No.
	Unit Cost

	1234
	6.55

	1235
	3.94

	1236
	10.75

	1237
	13.55

	1238
	9.50

	1239
	6.32

	1240
	50.00

	1241
	6.55

	1242
	45.77

	1243
	56.00

	1244
	17.80


· Use relative and absolute cell referencing (where appropriate) when creating formulae to do the following calculations:

Shelf Value = Qty on Hand times Unit Cost

Retail Price = Unit Cost plus the Markup

Credit Price = Retail Price less the Credit Customer Discount 

· Use an appropriate function to calculate the totals of each of the columns.

· Insert a column after Qty on Hand. Label the column Re Order. Use an IF function to enter the word YES if the qty on hand is 5 or below, otherwise leave the cell blank.

· SAVE the HARDWARE workbook 

· Format the Spreadsheet as shown. The heading should be centred over the worksheet.

· Create a header showing the name of this unit of competency and your name. 

· Create a footer showing the filename, page number and date. 

· Make the following changes to the Worksheet. The Credit Customer Discount has increased to 5.5% and the Unit Cost of Part No 1237 is now 14.05.

· Resave the Workbook.

· The company has decided it will do regular checks of the inventory. You will now need to make the workbook a template.

· Remove the values for the Qty on Hand

· Add the system date to cell G2.

· Save the workbook as a template file called Inventory.xlt
· Using the template Inventory.xlt create a new workbook called New_Inventory.xls.

· Sort the workbook by Part Number.
· Another inventory has been taken and the new quantities are 

	Part Number
	Qty on Hand

	1234
	10

	1235
	12

	1236
	24

	1237
	18

	1238
	5

	1239
	20

	1240
	15

	1241
	10

	1242
	2

	1243
	25

	1244
	50


· Enter in the new quantities and Save you workbook as New_Inventory.xls

· Show your Trainer a copy of the worksheet with the formulas showing.

· Check that your thumb drive has these files before handing to your Trainer - 
Hardware.xls, Inventory.xlt, New_Inventory.xls

Test 2: Spreadsheets

Answer the questions to test your knowledge of word processing. While written answers are required for this exercise, you will find it useful to turn on your computer and try out each task before you write your response. Click here to see an Excel Tutorial
1. What is a workbook and how is it different from a worksheet? 

2. How does Excel recognise that you are entering a formula into a cell? 

3. How can you print just part of a worksheet? 

4. When should you use absolute addressing? 

5. How do you enter a title on a chart? 

6. What is the difference between searching and filtering? 

	Student Name:
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	I declare this evidence to have been produced by me the undersigned.

Candidate’s signature:

	Title of Portfolio evidence presented (include Unit No and section  i.e. 03.05)

:-

	

	□
Outcomes from learning programs (including self-learning and online learning)

□
Assessment feedback (from a trainer or assessor)

□
Observation checklists (from a workplace supervisor or assessor)

□
Written statements or references (including workplace supervisors, community leaders)

□
Job descriptions

□
Work journal

□
Work samples

□
Finished products

□
Product descriptions or specifications (supporting the product samples included) 

□
Statutory declarations

□
List others (or delete any from above not provided)

· All work submitted to be word processed and spell checked.

· There must be at least two samples of evidence for each 

Element within the Unit of Competency.                 This is sample    1 / 2

· All work submitted must be of a high quality and meet the 

requirements of the Unit of Competency.
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	Assessor to complete

Evidence is     Valid     Sufficient     Authentic    Current


       □
    □
    □      □
Assessor signature: _________________________________Date: _____________

Peter Faulks,  BA Soc Sci, Grad Dip Ed, Cert IV AWT
Certificate II in Business     assessor/teacher
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Student is declared                       Competent    Not Yet Competent 

                                 □         □
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