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Module Seven: Practice Exercises

Welcome to the Seventh lesson in the PRC’s Excel Spreadsheets Course 1. This lesson contains
five exercises which offer you an opportunity to practice the skills you learned in Modules 1
through 6.

Exercises

Exercise | — Sunday Menu

Exercise 1l — May's Cafe

Exercise 111 — Perfect Paperback Books
Exercise IV — Consumer Sports Equipment
Exercise V — Sales Forecast

1. Open a new Excel Workbook. By default the workbook contains 3 worksheets titled Sheetl,
Sheet2 and Sheet3. See the tabs at the bottom of the worksheets;
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There is another “tab™ after Sheet3.
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This isn’t really a separate tab but it is there to allow you to add additional worksheets to
your workbook. Click on that “tab” twice and you will now have 5 worksheets in your
workbook.
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3. You can give each worksheet a distinct name. Double-click on the Sheet! tab and it will
open the tab for editing;
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Type Sunday Menu on that tab. Repeat the process naming the worksheet as follows:

Sunday Menu
Mays Cale

Perfect Paperback
Consumer Sports
Sales Forecast

4. Now you have a separate worksheet for each exercise in this module. Start on the Sunday
Menu tab for lesson 1 and when you’re finished, click on the next tab and begin working on
the next exercise.
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5. Before you begin click on the Office Button, then Save and save the file to the Documents
folder or, if you have a thumb drive (flash drive, USB drive), insert it in the USB slot on the
computer and save the file to that drive. Remember to save your work after each exercise
and at the end of tonight’s session. If you don’t complete all 5 exercises you can finish them
at home,
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! Create a new worksheet and type in the following:

1. A B I € { D |

_;_: Sunday Menu

_'._':I_ |TmﬂaSnm § TR,
'HO&HBHFAWSM& B

EJPaachea‘Eemm.f Saee b

B | LR .

7 [tem Amount|  Cost | Total

B plum tumatuas
9 '.E'}L'!’!_ oot i
10 P“':h“ —_—
11 lheavy cream
12 |almonds

13 lroast beef
14 Iaiiuca

15 cucumhar

16 rolls.
2 Adjust the colomn widths, as required.

3 Add formulas to calculate the total amount of items 10 be purchased, as well as the cost for each
item, and then the total cost for this menu.

4  Format the worksheet to look similar to the following:
Sunday N Menu

i

Tomato Soww | |
Roast Beef/Almond Sauce | | -
Peaches/Caramel Sauce | |

| - I

ftem_ ~ |Amount [Cost _Total |

plumtumamas ST 4 s1.09) $4.38)

| S i |
1] P
i

omon | 1 $053 5059
peaches i 4] %038 §152
heavy cream | 1_§1.98] $1.98

amonds 1 1. %5249, 5249
roast beef i 151450 §14.50|
lettuce 1 §1.49' $1.49
cucumber | 1] $0.99] $0.99
mils 1 4| %089 5.5
Total | 18 (§3148
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I Create a new worksheet with the following data:
A . B - anoale BB F ] G

May's Cafe
2 {Income Statement for 200X

Enmnua:nds nfdnllam} . o
4—' ) i
I R e I
AL (1,17, DT | 1 A T | I NI | ST I REI: (R I DI ERR T, TR
7 |Sales__ R s} 475 BB5  BXi BS54 B
B CosiolGoodeo ;. W1 B 1m) 1K) 43 18
9 _|Gross Margin G Ty | NSRRI IO SRNETE (SEUNNNPTY | SNTRIUIISRT, S
8 e o |
11 Expenses ' - foscompsone dbos e -
12 Advettising 140 125 160 152 160 165
13 | Administrative_ i 65’ 47 83| 68 57! 60

14 |Miscellaneous - L - | 0 13 8 10
15 |Tntal E:pansas i ' | | | f

17 |NetIncome Before Tax | .

18 Federal Taxes sadbuio el s ]
19 |Net Income Afler Tax | |

Using AutoFill, complete the months for each of the data columns.

Create the formulas to calculate the total revenue (Sales - Cost of Goods Sold), total expenses,
net income before tax (Gross Margin - Total Expenses) for each month.

4  Enter 25% for the Federal Taxes amount and then create a formula to calculate the net income
after tax for each month.

5  Format the worksheet as shown:

g e Income Statementforz0X |
Rt Sy (in Ihuunmh n[dullam} S |

: _dan__ F-h __.tna_r__ mpr ~May  Jun
Income f [ |

T R - I - S -/ S |
CostofGoodsSold | 101] B3 122 15, 132, 1B
GrossMargin | 441 A120 473 502 52 473

| [ ESIETEES [T SN F SRS

Expenses 1 l |

e e AR R e e e e e s 4B nm

Adveisng 140 1% 0 162 160168,

Administratve | €5 47 53 €8 51 60
Mistoilsceovs | 2023} 1B 1 @ B 10
TotalExpenses | 228 190 223 2~ 233 25 = 235

SRS e s e e d DU TN, S S
Net income Belore Tax. | 196 2221._‘_ _250| 269 | 297 238
Federal Taxes | 49 555 625 6725 2 TAS 585/

Net Income After Tax 147 1665 1875 20175 22275 178.5
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Create a new worksheet and type the following:

= = 17

o |
1

b

Perl_'eé_t Paperback Books

Basl Sa]!nm _
Glasﬁms
Curmcs

EXPENSES

Agm_msmg B N
iCost of Guuds Suld Q
T I T
(BRSO, oo s s
Dwrhaad _ o s
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Tuta! Expanses o

a|:|aaa|:|:s1a1=ea|m bbb
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AN

2700
1390,
gml
Total Sales |

F_Eﬂ |
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Copy the value for the Snlnqr, I.msa. and Dvmd items across to the month of June.
Create formulas to calculate the total for each item, Total Sales, Total Expenses, and Income.

Format the worksheet as shown:

Perrer.t Paperbacl: Bunks

|

- FE__E__

SAI.ES

IHAR APR HA‘l'

~IJuN

TOTAL |

L |

Dest Sellers

2280

31500 16490

Classics |
E“@L@L o

e

20!
B52!

1880 8915
987! 4933

Total Sales

EXPENSES |
Advertising gne
Cost of Guudﬂ Sold |
Salay | 1
Lease . '
D'ferhend
Mmcel'laneuus o 1

5172]

|
T

910

780!

o™

'|'1‘m:|L

1IJ251
1200]

Total Expenses | 3845

INCOME

540 18200
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1  Create a new worksheet and type the following:
AIE[CIDIE{F_i

1 |Consumer Sports Equ:pmunt Purchases .
2 i | -. |
3 3_ mw 20021 2001] 20000 1999
4 |Fitness | 200000/ 240000| 270000] 300000) 285000
5 |Baseball | 290000! 320000/ 33000, 350000 350000!
6 '|Golf | 150000, 155000] 170000/ 175000} 220000
7 |Camping | 180000 220000, 240000 2410001 250000
B |Soccer | 27000| 29000 32000 35000 57000
g |Tennis | 1211_:;;_[_1___1@_0@5_ 90o000: 750000 72000
10 |Total | _ ' a | |

2 Insert formulas to calculate the total revenue for each year, total revenue for each sport, and the
average revenue for each sport. Add appropriate titles for the last two columns.

3 Format the data to look similar to the following:

Canwmar Sports. eqrlgm:nt?m:hans L e e
I N —_:" zmz: 2001 ,f’____mm RS ms ~ Yoml | _Average |
Finess | § 0000000 S 24000000, % 27000000 § 30000000 S 28500000 '§ 129500000 |§ 25900000
Baseball | 2000000 ; 3@1@-!3.,_ T }[O0O00; 35000000 3000000 135300000 27060000
Goll | 15000000 15500000 17000000 17500000 | T 20p0000 67000000 _Ln,m_tq_;
[Camping | 18000000 2000000,  240000|  2410000! 25000000 1,131 00000, 22620000
Soccer 2700000 2900000  Rf0000; 3500000 57 000.00 | 180,000.00 7l
Tenms 12000000 10500000 00000 75000000 720000 46200000 9240000
[Toral '§ 700000 § 10SO00000(§ 63500000 § 17600000 |§ 124400000 [§ 529100000 S 105820000 |

4  Adjust the columns so you can see the entire contents.

5  Apply an AutoFormat to the table of your preference.

Add the same shading option for the totals as set up for the column headings.
—— The completed worksheet should look similar to:

Consumer Sports Equipment Purchases

: ) 2002 2001 2000 C
Fitness 200 000.00 24000000 27000000 30000000  285000.00
Baseball 29000000 32000000 3300000 35000000  360,000.00
Golf 15000000 155000.00 17000000 17500000 220000.00
Camping 18000000 22000000 24000000 24100000 250,000.00
Soccer 27 000.00 2300000 32,000.00 35,000.00 ET.EII}.E(J

Tennis

867000 1ﬂbqﬂﬁﬁ BEJDHB 11?bﬂﬂﬂ
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1

L___ e T _ i

3. - _dan_ Feb {Mar Apr Moy Total

4 i I | ' '

5 |Salos [N - T R S R SR S
BiCost  ° T R - '
7 1Gross Profit L I e Imna e al -

8 Expansns S P — _ ' = | = S
"9 {income i A A e b
10 I jlaainis S e i)
11| Growth Factor _ 0.02; i | e —
12/|Cost Fattor 06 3 ot i ' s e 8
131{Expense Factor | 0.25' i i ! ]

m':l'q_ ? ._-_L;; :_A‘_‘ 1 ey

Set up the following formulas to calculate what the Sales, Cost and Expenses will be in the
upcoming months:

Sales
Cost
Expenses

January Sales * (1+Growth Factor)
January Sales * Cost Factor
January Sales * Expense Factor

=B5*(1+$B$11)
=B5*$B$12

=B5*$B$13

Add a formula to calculate the Gross Profit and Income.

Gross Profit Sales - Cost

Income Gross Profit — Expenses

Copy the formulas across to the next ﬁvemomhs.mdlhmm!mhmthemtal for cach item.
3 S R R v S e 1’* S T P ] e

reBn

-iSales Forecast !

'Fuh ‘ﬁar

an Apr My T

1Sales i_

]

]

i 1

—- F BREEEE - -1
i |

I

1

I

I

aa) |_.= Bt
m Eﬂ: 26010 265302 2706.0804! 276020201 |

Cost 150 1530 15606 1591.612! 1623.64624 1656. 1212[ i

| Gross Profit

1|:m 1020/ 104041 1061.208' 1082.43216 1104.0808] !

‘B |Expenses | B35 65025 66325 6765201 FH0.0S0SID |
*9-{income ] :gg'_s__ 3|25 3015 :ﬂ?,aa‘a msmmsrm.u:ﬂxm i

-{Growth Factor

'lm :* i : i
D.B i ' |

{Cost Faﬂm'

13 |Expense Factor +

0.25'

Format the worksheet as noted in the following:
‘Sales Forecast

T i Feb  Mar . Apr | May | Jun | Tolal |

“15770.30,
946218
"5.300.12|
394258
_ 236555

3! 2,?5!12]

155612

1082.43] 11mm
67652

405 91’

2F01.000

0 156060
'.__.194040
 BB0 25!

Sales

Cost :
Gmss Proft

2p53m)
1591811
1812t
C=F
3995

Ihcome | 'i'lilﬁi_

Bmwih Fsr.tl:u 1
Cost Fa-:.mr .-
Expense Factor | _
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