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SCENARIO:
You are working as an administrator at the Orange Theatre.  
Your manager has asked you to help with analysis of yearly income for the theatre.  The work involves data entry in to a spreadsheet, applying suitable formatting, creating formulae to calculate income, transferring employee payroll records and creating some charts to illustrate income from concession sales.

You must carry out the work as instructed and ensure that you save your work in the correct locations.  You have been given 4  hours to complete your assignment.
ITQ EVIDENCE REVIEW FORM

After you complete this exercise you should try to complete the ITQ Evidence Review Form.  

Blank Evidence Review Forms (ERF), guidance sheets and examples are available from ITQ page of the BRC Student resources website or if internet access is unavailable please ask your tutor.

TASK 1

1) Using appropriate software create a new spreadsheet in landscape orientation. 
2) Enter the title: ORANGE THEATRE
3) Leave one blank/clear row below the title and enter the following data as shown:
	PRODUCTION
	START
	END
	EVENING
	DAY
	CAPACITY
	INCOME

	THE ADVENTURES OF PINOCCHIO
	21/10/2010
	30/12/2010
	6
	3
	
	

	THE MERRY WIDOW
	22/10/2010
	22/12/2010
	1
	1
	
	

	CARMEN
	17/01/2011
	11/02/2011
	2
	1
	
	

	THE PORTRAIT
	02/02/2011
	12/02/2011
	2
	0
	
	

	YES PRIME MINISTER
	14/02/2011
	19/02/2011
	6
	2
	
	

	CLEOPATRA
	26/02/2011
	05/03/2011
	6
	2
	
	

	CALENDAR GIRLS
	07/03/2011
	19/03/2011
	6
	2
	
	

	BEETHOVEN'S FIDELIO 
	14/04/2011
	13/05/2011
	1
	0
	
	

	FROM THE HOUSE OF THE DEAD
	05/05/2011
	14/05/2011
	2
	0
	
	

	JOURNEY'S END
	17/05/2011
	21/05/2011
	2
	3
	
	

	JOSEPH 
	22/03/2011
	26/03/2011
	5
	3
	
	


4) Enter the following items in the left side of the footer area:

Automatic Date

Automatic Filename

5) Enter the following items in the right side of the header area:
Your Name and Centre Number
6) Save your spreadsheet with the filename IF10-11a
Your manager wants you to include some more information on the spreadsheet.

7) In the CAPACITY column add the following details.  You may use sorting facilities of the spreadsheet software to increase your productivity.  
	BEETHOVEN'S FIDELIO 
	0.65
	JOURNEY'S END
	0.85

	CALENDAR GIRLS
	0.65
	THE ADVENTURES OF PINOCCHIO
	0.9

	CARMEN
	0.8
	THE MERRY WIDOW
	0.75

	CLEOPATRA
	0.75
	THE PORTRAIT
	0.65

	FROM THE HOUSE OF THE DEAD
	0.8
	YES PRIME MINISTER
	0.65

	JOSEPH 
	0.85
	
	


8) After you have entered the data ensure the data is sorted in ascending order of  START.
9) Insert 2 new columns with the labels WEEKS and TOTAL PERFORMANCES between CAPACITY and DAY.
10) Save your work using the current filename.
11) Print one copy of the spreadsheet on one page in landscape orientation. Ensure all data and headings are visible.
TASK 2

Your manager has asked you to include further information from a data file.

1) Open the file stprcs.  The file contains average ticket prices for the 4 different seating areas of the theatre.  Each production has different ticket prices. The data needs to be included in the spreadsheet you have been working on.
2) The 4 columns of data BALCONY, UPPER CIRCLE, DRESS CIRCLE, and STALLS must be inserted between the TOTAL PERFORMANCES and CAPACITY columns.  Insert the data on to your spreadsheet with the method that is quickest and most accurate.

3) When all the data has been added to your spreadsheet close the file stprcs.
4) Save your spreadsheet with the filename IF10-11b.

5) Print one copy of the spreadsheet on one page in landscape orientation. Ensure all data and headings are visible.

TASK 3

Your manager has asked you to include some calculations on the spreadsheet.

1) Insert a formula to calculate the number of WEEKS for the first production by subtracting the START from the END then divide that figure by 7.
2) Insert a formula to calculate the TOTAL PERFORMANCES for the first production by adding EVENING and DAY then multiplying that figure by WEEKS.

3) Replicate the formulae you have just created for the first production to calculate figures for all the productions.

4) Save your spreadsheet with the filename IF10-11c.

TASK 4

To help calculate predicted income for the different seating areas in the theatre you need to insert further columns. 

1) Insert new columns between STALLS and CAPACITY.  Insert the following column headings for each seating area with the number of seats in for the area in brackets:

BALCONY (300)


UPPER CIRCLE (245)


DRESS CIRCLE (306)


STALLS (570)
Your manager thinks that the spreadsheet is becoming quite large.  Your manager suggests that adding section headings, lines, and spacing will make it easier to read.

2) Insert one empty column between END and EVENING
3) Insert one empty column between TOTAL PERFORMANCES and BALCONY.
4) Insert one empty column between STALLS and BALCONY (300).
5) In the cell above the EVENING column, insert the section heading PERFORMANCES.
6) In the cell above the BALCONY column, insert the section heading AVERAGE SEAT PRICES.
7) In the cell above the BALCONY (300) column, insert the section heading INCOME PER PERFORMANCE.
8) In the cell above the PRODUCTION column insert the section heading PRODUCTION DETAILS
9) Insert a clear row below ORANGE THEATRE.
10) Add a thick border around the heading and data of the PRODUCTION DETAILS section. (the blank column indicates the end of the section.)
11) Add a thick border around the heading and data of the PERFORMANCES section.

12) Add a thick border around the heading and data of the AVERAGE SEAT PRICES section.
13) Add a thick border around the heading and data of the INCOME PER PERFORMANCE section.

14) Format the 3 empty columns that you created in steps 2-4 to have a width of 1
15) Save your spreadsheet with the filename IF10-11d.
TASK 5
Your manager would like you to add formulae to calculate predicted income.
1) For the first production, insert a formula to calculate the predicted income for the BALCONY (300) column by Multiplying the average seat price for the BALCONY by the number of seats in the BALCONY area (300).

2) Create similar formulae for the other seating areas UPPER CIRCLE (245), DRESS CIRCLE (306) and STALLS (570) 
3) Replicate the formulae created for the first production to calculate income for the other productions.
4) In the last column calculate the INCOME for the first production.  

Add together the figures from the BALCONY (300), UPPER CIRCLE (245), DRESS CIRCLE (306) and STALLS (570) columns then multiply the result by CAPACITY.
5) Replicate the formula for all the other productions.
6) Below the last figure of the BALCONY (300) column; insert a formula to calculate the average of the income from BALCONY seating for all the productions.
7) Replicate the formula across all columns of the INCOME PER PERFORMANCE section.

8) In the cell immediately to the left of the figure you calculated in step 6, insert the label: AVERAGE.  Do not widen the column to attempt to make the label visible 
9) Remove all the borders from the INCOME PER PERFORMANCE section

10) Create a new border around the INCOME PER PERFORMANCE section to include the average figures.

11) Save your spreadsheet with the filename IF10-11e.
TASK 6
A new production has been added and needs to be included in the figures. Also, your manager has requested that you must make some further changes to your spreadsheet.
1) Insert the new production on a clear row below the column headings.  Insert the following data for the new production:
PRODUCTION:  
A MIDSUMMER NIGHT'S DREAM
START:


03/02/2011

END:


10/02/2011
EVENING

2
BALCONY

10.96
UPPER CIRCLE
21.30
DRESS CIRCLE
32.47
STALLS

29.61
CAPACITY

0.9
2) Replicate formulae to calculate figures for the new row and ensure data is consistent.
3) Change the following items.
a. The END for THE MERRY WIDOW  should be 24/12/2010
b. The END for CARMEN  should be 14/02/2011
c. The END for THE PORTRAIT  should be 16/02/2011

d. The END for YES PRIME MINISTER  should be 21/02/2011

e. The END for CALENDAR GIRLS  should be 21/03/2011

f. The END for JOSEPH should be 29/03/2011
g. The END for BEETHOVEN’S FIDELIO should be 19/05/2011
h. FROM THE HOUSE OF THE DEAD has been cancelled so the row must be deleted.
i. The END for JOURNEY’S END should be 24/05/2011
j. The title ORANGE THEATRE should be ORANGE THEATRE – PREDICTED INCOME

k. The Column heading INCOME should be PREDICTED INCOME
l. The production JOSEPH should be JOSEPH AND THE AMAZING TECHNICOLOR DREAMCOAT.
m. The Column heading TOTAL PERFORMANCES should be TOTAL.
4) Change the font of all the cells to ARIAL NARROW.
5) Along the top row; apply LIGHT ORANGE shading to the range of cells from the title cell along to the furthest column to the right that contains data.  Shading should be applied to one row only.

6) Format the sheet title to size 14, Bold, Times New Roman. Italic
7) Format the section headings to size 12 Bold, Italic.
8) Format the column headings to bold and italic, centre aligned.
9) Add a LIGHT ORANGE fill to all Section headings and the cells that are horizontally adjacent within each bordered section.
The empty/blank columns inserted at steps 2, 3, 4 of task 4 should not have any colour fill.

10) Add a PALE BLUE shading fill to all column headings.

11) Format the START and END dates to use only 2 digits for year.
12) Format the row containing column headings to be 3 lines high. Apply word wrap to all the headings.  
a. Make sure the following column headings are on 2 lines:
UPPER CIRCLE

DRESS CIRCLE

BALCONY (300)

STALLS (570)

PREDICTED INCOME
b. Make sure the following column headings are on 3 lines:

UPPER CIRCLE (245)
DRESS CIRCLE (306)
13) Centre align all the numeric data in the PERFORMANCES section
14) Format all the numeric data in the AVERAGE SEAT PRICES section to 2 decimal places.
15) In the INCOME PER PERFORMANCE section format the first 4 columns of data to integer.  Include the Average figures at the foot of the data.
16) Format the data in the CAPACITY column to be integer percentages.  Include the Average figure at the foot of the data.
17) Display the data in the PREDICTED INCOME column with a currency symbol and no decimal places.  Include the Average figure at the foot of the data.  Apply Bold emphasis to all data in the PREDICTED INCOME column.
18) Right Align and embolden the label AVERAGE
19) Save your spreadsheet with the filename IF10-11f.
20) Make a print out of the formulae for your manager to check.
a) Display the formulae. Make sure the formulae and any headings are displayed in full.
b) Hide all columns that do not contain formulae (except for the first column).

c) Make sure the page orientation is landscape and the spreadsheet fits on one page.
d) Make sure that gridlines and row and column headings will be displayed when printed.
21) Make a print out showing the figures.
a) Show all columns.

b) Make sure the page orientation is landscape and the spreadsheet fits on one page.
c) Gridlines should be displayed.  Column and Row headings should not be visible.

d) No formulae should be visible.
e) Ensure all columns that contain data are as narrow as possible.  Make sure all data and headings are fully displayed 

22) Close the file you are working on.
TASK 7
The theatre has been using a card file system for past and present employee records.  The new manager has instructed you to update the system on to a spreadsheet.  A Co-worker has already done some of the work.  

1) Open the file theatre employees.
2) Continue entering the final records from the card files (refer to final page of this worksheet).  Maintain consistency in all data input.

3) Enter the Average weekly hours in the appropriate column/rows:

	NAME
	
	HOURS

	KATE
	MYERS
	30

	DEBBIE
	NINNIS
	13

	ADAM
	O'BRIEN
	25

	CARLOS
	PERES
	28

	EMMA
	PIKE
	25

	NEVETTE
	PREVID
	25


4) Add a new column between DATE OF BIRTH and PHONE 1.  Add the column label AGE.
5) In the footer change the name for last edited to your name. Add an automatic filename to the footer.
6) Save your spreadsheet with the filename employees-updated.  

7) You need to create a formula to calculate the age of each employee.  

AGE is calculated by subtracting the figure for DATE OF BIRTH from today’s date and dividing the result by 365.   You can use the Today() function to automatically create a value for today’s date. Format the cell to number format with no decimal places.
8) Replicate your formula to ensure ages are calculated for all other employees.

9) Use a replace facility to change all instances of CASUAL in the CONTRACT TYPE column to become TEMPORARY.
10) Use a replace facility to change all instances of ONGOING in the CONTRACT TYPE column to become PERMANENT.
11) Change the column heading DATA OF BIRTH to be DOB
12) Adjust the height of the cells containing column headings to be twice as high.

13) Apply a word wrap to any column headings containing more than one word. 
14) Adjust all columns to be as narrow as possible.  Ensure that all data is clearly displayed.
15) Apply a very light fill to all rows of data with an odd numbered row reference. (i.e. rows 1, 3, 5…).  You can make multiple cell selections using the Ctrl key.
16) Save your work.

17) Print a copy of your spreadsheet.  Hide any columns that have no data in them. Make sure all data is clearly readable and fits on to one page in landscape orientation.

TASK 8
The new General Manager would like a list of only the current employees.

18) Remove all the Pale shading that you applied in step 15.

19) Sort the data in first in ascending order of EMPLOYMENT END and secondly in ascending order of PAYROLL NUMBER.
20) Hide all employees who have an EMPLOYMENT END date earlier than the first day of 2011
21) Resort the unhidden employee records in ascending order of LAST NAME
22) Apply a very light fill to all rows of data with an odd numbered row reference. (i.e. rows 1, 3, 5…).  You can make multiple cell selections using the Ctrl key.

23) Apply dark  shading to the column headings.  Change the colour of the text in the column headings to white. 

24) Centre align all the data and headings.  Apply bold formatting to the headings.  Ensure headings do fill more than 2 lines.

25) Change the sheet title from EMPLOYEES to CURRENT EMPLOYEES
26) Using the method of your choosing; create a printout on one page showing only the following columns of the visible employee records:

	PAYROLL NUMBER
	CONTRACT TYPE

	FIRST NAME
	SELF EMPLOYED?

	LAST NAME
	CURRENT POSITION

	EMPLOYMENT START
	AVERAGE HOURS / WK

	EMPLOYMENT END
	AGE


27) Save your work with the filename Current Employees.
	EMPLOYEE RECORD

NAME: MYERS, KATE


PAYROLL:
78
CONTRACT:
ONGOING
NATIONAL INSURANCE: 
CY031196B
EMPLOYMENT STARTED:
19/10/2010
EMPLOYMENT ENDED:


DATE OF BIRTH:
11/6/1958



POSITION:
SECURITY
SELF-EMPLOYED?: 


CONTACT:

(01752) 982616
(07958) 725538
10 MOOR FARM
EAST PORTLEMOUTH
SALCOMBE
DEVON
TQ8 8PW
	EMPLOYEE RECORD

NAME: O'BRIEN, ADAM


PAYROLL:
73
CONTRACT:
ONGOING
NATIONAL INSURANCE: 
HN796957C
EMPLOYMENT STARTED:
20/9/2008
EMPLOYMENT ENDED:


DATE OF BIRTH:
17/7/1986



POSITION:
COOK
SELF-EMPLOYED?: 


CONTACT:

(01752) 911874
(07725) 207503
6 COOMBE HOUSE
ASHPRINGTON
TOTNES
DEVON
TQ9 7UL

	EMPLOYEE RECORD

NAME: NINNIS, DEBBIE


PAYROLL:
62
CONTRACT:
CASUAL
NATIONAL INSURANCE: 
AW915679A
EMPLOYMENT STARTED:
28/6/2007
EMPLOYMENT ENDED:
29/10/2008
DATE OF BIRTH:
28/9/1969



POSITION:
CLEANER
SELF-EMPLOYED?: 


CONTACT:

(01752) 634152
(07519) 493437
36 SOUTHLAND PARK ROAD
WEMBURY
PLYMOUTH
DEVON
PL9 0HG

	EMPLOYEE RECORD

NAME: PERES, CARLOS


PAYROLL:
67
CONTRACT:
CASUAL
NATIONAL INSURANCE: 
JF540124C
EMPLOYMENT STARTED:
10/3/2008
EMPLOYMENT ENDED:


DATE OF BIRTH:
24/10/1956



POSITION:
BAR PERSON
SELF-EMPLOYED?: 


CONTACT:

(01752) 641206
(07915) 702508
23-25 HIGH STREET
TOTNES
DEVON
TQ9 5NR


	
	CONTINUES ON NEXT PAGE

	
	

	EMPLOYEE RECORD

NAME: PIKE, EMMA


PAYROLL:
75
CONTRACT:
ONGOING
NATIONAL INSURANCE: 
BN534270B
EMPLOYMENT STARTED:
1/8/2009
EMPLOYMENT ENDED:


DATE OF BIRTH:
5/10/1978



POSITION:
GENERAL HAND
SELF-EMPLOYED?: 


CONTACT:

(01752) 479765
(07932) 547150
SUNRIDGE FISHING LODGE
WORSTON
YEALMPTON
PLYMOUTH
DEVON
PL8 2LN

	EMPLOYEE RECORD

NAME: PREVID, NEVETTE


PAYROLL:
68
CONTRACT:
ONGOING
NATIONAL INSURANCE: 
VX821895D
EMPLOYMENT STARTED:
1/5/2008
EMPLOYMENT ENDED:
19/9/2008
DATE OF BIRTH:
13/6/1972



POSITION:
COOK
SELF-EMPLOYED?: 


CONTACT:

(01752) 287226
(07129) 585788
83 FAR BARN
ERMINGTON
IVYBRIDGE
DEVON
PL21 9NY



####INCOMPLETE####

TASK 7

1) Create a horizontal bar chart to compare hot drinks against cold soft drinks for all productions and averages

a. Y-Axis range 400-900

b. No background colour

c. Format HOT DRINK to orange

d. COLD SOFT DRINK to pale blue

e. Title Comparison of Hot and Cold Drinks
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