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Spreadsheet planning

Instruction sheet


1.	Read carefully the information in the attached scenario, for which you are to plan and design the spreadsheet system.

2.	Analyse the requirements of the spreadsheet system and consider the following section headings write down what you think will be:-

	Variable data to be inputted (e.g., sales figures)
	Data to be output
	Constant data (Data which must be input, but is only changed occasionally.)
	

	This data must be processed.  Therefore, you need to indicate the formula or functions which will be required (i.e., calculations needed to obtain output from input data).

	Write down, under appropriate headings, the format in which the input and output data should be in (e.g., numeric, decimal places, text right justified).

3.	Design the spreadsheet system that will allow the sales manager to enter data collected from the individual salesmen. This, when processed, should then provide information on the companies and each individuals sales performance over the last month. A report on the generated income from that month should now be available. 

4.	Use appropriate test data on your designed spreadsheet system and print out the whole spreadsheet. Also print out the relevant reports, as requested in the scenario, for the management.

6. 	Finally if a new user came into the department they would need guidance on how to use this spreadsheet. Write a user instruction sheet explaining how to get into the system, call up the appropriate spreadsheet (assume it is stored on a floppy disk) and after entering the new data what procedures they would need to go through to print the two reports.

7.	Marks will be awarded for good overall spreadsheet design and the test data used to indicate expected outcomes.









Scenario


Schools R Us is a stationary company supplying schools throughout the UK with the following items:


	White board pend
Pens
Paper
Chalk
CD RW
Note paper
	£5.50 / box
£3.50 /box
£7.50 / box
£2.00 / box
£3.50 / box
£10.50 / pack


Copier Paper				           £55.00 / pack

The company has the following sales force:


	Wales
Southern England
Midlands
The North
Scotland
Northern Ireland

	4 salesmen
6 salesmen
6 salesmen
4 salesmen
4 salesmen
3 salesmen




Sales information, from all the regions, is presented to the sales director at quarterly intervals. The sales director must then process this information and present suitable figures at the quarterly and year end board meetings. She also needs to calculate total income generated by individual sales personnel and the team as a whole in order to make bonus payments.

She has a little knowledge of spreadsheet software and realises that her report generating tasks could be much reduced if she has a suitable system designed for her.

You have been employed to solve her problems. After an initial feasibility study you have discovered the following information.


The data for each region is gathered and collated separately. Sales figures for each of the salesmen, in each region, must be recorded thus providing the sales director with enough information to review her employees’ performances during that quarter.

It is necessary to generate figures detailing the income generated by each sales person, within each region and finally consolidated the information in a company sales / income report that can be presented to the board.

The sales director would also like to generate a bonus report detailing the sales personnel who have reached their target and therefore will be awarded with bonus payments. Bonus payments are also awarded to a region if they as a team have achieved their target sales. 


The rules for bonus payments are as follows:-

For individuals   	sales of over £5,000 / qtr   = bonus payment of £300 
			Sales of over £10,000 / qtr = bonus payment of £750 

For a region		sales of over £50,000 / qtr = bonus payment of £1500
			Sales of over £100,000 / qtr = bonus payment of £5000

To summarise, the sales director would like to be able to print the following reports:


	a)	Individual bonus reports.
	b)	Regional bonus reports.
	c)	Report by region on income generation.
	d)	Report on the company’s sales performance.
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