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[bookmark: _Ref495786540][bookmark: _Hlk35869900][bookmark: _GoBack]MS Excel spreadsheets - Introduction

Task
[bookmark: _Ref494561070]Please note: If you can’t complete the tasks below during the online session, it is your responsibility to complete it in your own time. 
1. On your Desktop, create a new folder called "MSExcel".
2. From the BMSW4003 Moodle page Week 6, download “DSR_ExcelDataSheet.csv”and save it in the folder you had just created.
3. Complete the steps below.
4. Open the .csv file. You may receive a warning of “POSSIBLE DATA LOSS” such as the one below:
[image: ]
5. Formatting changes made in the .csv file will not be saved. To demonstrate this, try to format a field in the .csv document, something simple such as colouring the first line:
[image: ]
6.  Save the document, close it and re-open it. 
[image: ]
You will notice that the formatting you had applied, had not been saved. For this reason, do not use the .csv file for any formatting, it is for data only.
7. To apply formatting, the file format should be changed. Save the file as “MSExcel” and change the file type to Excel Workbook (*.xlsx):
[image: ]

8. You can now start to apply formatting in the newly created .xlsx file.
· Rename the spreadsheet to “Cost”
[image: ]
9. Make the following changes:
· Format the data type as follows:
· Quantity column: Number, no decimal places.
[image: ]
· Format the three currency columns appropriately (e.g. GB as £, USD as $ and Euro column as €):
[image: ]
· The currency columns should now display the appropriate currency format:
[image: ]
10. Next, convert all currencies to British Pounds. Insert a new worksheet (after the Cost worksheet) to hold the exchange rates. Name the worksheet “Exchange”.
· Use a currency converter to determine the current exchange rate. This example will use the following exchange rates:
· GBP: 1.32 USD
· GBP: 1.12 Euro
· In the Exchange worksheet, add the following:
[image: ]
· Use fixed referencing to convert all expenses to British Pounds:
· Example below shows exchange from USD to GBP:
[image: ]
Note: =E3/Exchange!$B$4 is a fixed reference to the exchange value in worksheet “Exchange”, cell B4. 
· Example below shows conversion from Euro to GBP:
[image: ]

11. Part of your task is to calculate the total cost over a 5-day period. Some of the costing is stated per day and others per 5-day period. 
· Add a “Total” where total cost can be calculated and format the data type to display values as British Pounds.
· Sort the data so that the two costing-types are arranged together:
[image: ]
· Where cost is stated for a 5-day period, then this cost will occur once, e.g. Car hire. As the cost is already for a 5-day period, no further calculation is required to determine the total cost of this resource. 
The value in the Total column should therefore be equal to the cost in the GBP column:
[image: ]
· Repeat this for all “5 Day cost” items
· Next, resources that are charged per day (i.e. Daily cost) should be calculated to determine the cost over a 5-day period, 
· i.e. Total = quantity * cost * number of days
· One way this can be achieved, is to create a field to store the “Number of days” value and then use this as a fixed reference in the formula, e.g.: 
[image: ]
12. Categorising resources:
· Insert a new column after the Description column and name it Category. Data in this column will be used to categorise the resources.
· Categorise each of the resources into one of the following categories:
· Person
· Services delivered by a person, e.g. camera operator
· Hiring cost
· Cost of hiring a resource, e.g. venue hire
· Equipment and material
· Cost of filming equipment and material, e.g. Digital storage

[image: ]

13. Sort the data in ascending alphabetical order by “Category”
[image: ]

14. Use the Subtotals tool to group the resources by category and then calculate the subtotal for each category. The subtotals should be added to the “Total” column (in the example below, this is Column H).
[image: ]

15. Ensure that cell values are appropriately sized for the values by adjusting the column width, if necessary:
[image: ]
16. Create a pie chart (2D or 3D) that represents the total cost by category (Person, Hiring cost, Equipment, and material). Format the chart as follows:
· Add a chart title
· Add a legend to indicate the category names
· Add data labels to indicate the percentage each of the categories take up
· Placed the chart on a new sheet (not as an object in a sheet)
[image: ]
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