Spreadsheet planning Tutorial 1
Instruction sheet
1.
Read carefully the information in the attached scenario, for which you are to plan and design a 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 


Data to be output -  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).


Constant data (Data which must be input, but is only changed occasionally.)

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 marketing manager to enter data collected from the hotels. This should then provide information on the hotel booking and sales performance over the last month and 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.

5. 
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 and after entering the new data what procedures they would need to go through to print the two reports.

Scenario

A national hotel chain has hotels in the following areas in the UK :

Cardiff, Bristol, Birmingham, Manchester and Glasgow.

At each month end, company figures are sent to head office and are collated by the marketing manager. The marketing manager will use the figures to review the marketing strategy.  

The marketing manager first looks at the break down of each hotel on a weekly basis, and then for the whole month. This information is then used to generate an income report detailing the money received by the hotel chain for that month.

Each hotel has the same number of rooms of varying design and price. Please see appendix A.

The manager would like to use MS-Excel to collect and process the information on hotel bookings. Reports will be required for each hotel indicating the total bookings . month / room  type and an overall income report for the chain.

Appendix A

	single

double basic

double en-suite

King size luxury

Penthouse apartments

Luxury suits


	Price PP
£122.00

£145.00

£175.00

£243.00

£490.00

£1150.00
	Max no. of room available
15

20

20

15

10

5
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