Legal Information Systems

LAW03-1

Workshop Exercises
BMSP4004 Generating Business Data & Analysis

Guide to practical exercises

Week 2 Practical Part 2 and Week 2 Homework
Skills Outline
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· Extract records based on single criteria




[image: image2.png]Custom Autof

Shaw raws uhere:
Cash_gross:

is reater than or equalto e

Gad  Cor

[is tess than or equalto =] [row | Cancel

Use 7 to represent any single cheracter
Use * o represent any series of characters





· Extract records using custom AutoFilter
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· Extract records using combined criteria (or/and)




Open the file named Corporate Invoice List located in Semester 1/Week 2 
Task 1

How many invoices are there for A BENTLEY ESQ.?

1. Select a single cell anywhere in the list and choose Filter from the Data menu.  Then click on AutoFilter from the menu.
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2. Click on the drop down arrow next to Clientname and select A BENTLEY ESQ from the list displayed. 

Counting the records

The status bar located at the bottom of your screen will display the number of records found.  If it is not visible choose Status Bar from the View menu.  It should read 3 out of 299 records found.

Important

Always redisplay the entire list before starting a new filter.

Choose Filter, Show All from the data menu or select (All) from the drop down list.

Exercise

	1.

Extract all records where Clientname is Bell Inn

	Number of Records


	2.

Extract all records where Clientname is Alphabet Site Services
	Number of Records


	3.
Extract all records where the Code is L014
	Number of Records




Task  2 
Use the NOW function to calculate by how many days an invoice is overdue.

1. Create a New field – Days_Past, and place in cell F1

It would be useful to see at a glance which invoices are overdue and by how much.  To do this we will need to calculate the difference between the date of the invoice (Pay_date) and the current setting of the computers internal clock using the =NOW() function.

Task 3
How many Clients have invoices with a Cash_gross between £500 and £1000?

1. Click on a single cell anywhere in the list and choose AutoFilter from the data menu.
2. Click on the drop down arrow next to Cash_gross and select (Custom) from the list.
3. Select Number Filter |  Custom Filter.
4. Follow instructions as shown in the diagram.
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Counting the records

The status bar located at the bottom of your screen will display the number of records found.  If it is not visible choose Status Bar from the View menu.  
It should read 123 out of 299 records found.

Important

Always redisplay the entire list before starting a new filter.

Choose Filter, Show All from the data menu or select (All) from the drop down list.
Exercise

	1.

Extract all records where the amount outstanding (Cash_gross) is greater than £700?


	Number of Records


	2.

Extract all records where the due date (Pay_date) is earlier than 2nd-April-2018?


	Number of Records


	3.

Extract all records where Dayspast is greater than 608?


	Number of Records


	4.

Extract all records where the Dayspast is less than 610?


	Number of Records


Task 3

How many invoices are there for Allied Accommodation limited and CS Security Services with a value greater then £750?

Important

This exercise includes two separate filters:

· 1st a custom filter to display all the clients who owe more than £750, then 

· 2nd  use the custom filter to find the invoices for Allied Accommodation Limited and CS Security Services

1. Use AutoFilter to display the clients who owe more than £750 (hint you will need to use a custom AutoFilter). Check the status bar located at the bottom of the screen for 90 records)

2. Click on the drop down arrow for the Client name field.  Choose Custom from the list.

3. Enter the criteria as shown below.
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The status bar located at the bottom of the screen should read 11 of 299 records found.

Exercise

	1. Extract all records where the Clientname is British Telecom or Cairn Energy PLC?
	How many records?


	2. Extract all records where the Code is B001 and Dayspast is greater than 590.
	How many records?


	3. Extract all records where Clientname is Weeks & Company Ltd or Offshore Rentals and Cash_gross is greater than 300.
	How many records?


	4. Extract all records where the Cash_gross is greater than 1000 and Dayspast is greater than 350.
	How many records?


Task 4

Open the Cardata list file in Semester 1 /Week 2
Create 5-10 questions of your own design on the list

Hint - Use Sort, Filter and Custom Filter to create different questions.
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