
Spreadsheet Task 2

Entering data, Autosum, inserting columns/rows, sorting

Enter the Data below into a new worksheet:

[image: image1.jpg]Course st Year 2nd Year 3rd Year 4th Year Honrs.  Masters PhD

Natural
Resource

Management 256 210 205 203 200 198 158
Horticulture 330 an 310 302 240 210 150

Enviranmental

Science 326 300 298 268 198 195 190
Dietetics 261 260 265 266 256 255 200
Anirmal Science 213 213 213 216 05 187 104
Agronomy 266 215 218 212 195 183 185
Agricultural

Economics 2% 230 245 225 200 195, 120




Edit the Worksheet as follows:

1) The number of 3rd Year Agronomy students should have been 210 not 218. Change the number.

2) Insert a row between Animal Sciences and Dietics with the heading Biological Engineering

3) Student numbers for Biological engineering are 1st year 189. 2nd yr 190, 3rd yr 210, 4th yr 300, Honrs 190, Masters 156, PhD 101.

4) Add a column to the Total the student numbers for each course (one way is to use CRD D to fill down).

5) Add a row to Total each year level (one way is use CTRL-R to fill right)

6) Sort the worksheet in Alphabetical order by course.

7) Format the spreadsheet using borders, boldface and shading.

8) Place your name at the bottom of the spreadsheet.

9) Save the worksheet as UNINUMBERS and send to kduassignments2@gmail.com 
Task 2b Using a new workbook enter the following spreadsheet data:

[image: image2.jpg]Seafood
Prawns
Yabbies
Marran
Crab.

Production
(tonnes)

1393

20

55

9%




1) Place your name, class and task number at the bottom of the worksheet.

2) Insert a row between Marron and Crab to enter 12 Tonness of Brine Shrimp.

3) Insert and label a column between Seafood and production for Distributor:

	Distributor

	Doyles

	Doyles

	Oceanspray

	Doyles

	Oceanspray


4) Format  the worksheet to display the data effectively.

5) Save your work to a pen-drive and kduassignments2@gmail.com. It is advisable to keep a copy of this as well as it will be used for future assignments.
Task 2c Enter the data below into a new worksheet

[image: image3.jpg]Weekly management report for Sungai Ara Street Newsagents Sdn Bhd

For week commeching Dec 1

Itern 1-Dec
Newspapers 2300
Magazines 3700
Stationery 560
Toys 920
Cigarettes 1000

o rfeetiprars. 300

8Dec
2200
4500
680
1000
1200
330

16-Dec.
2450
2540
660
1300
1100
550

22.Dec
2120
3500
700
2300
1010
620

29.Dec
2200
3600
550
800
1020
320




1) Sales of newspapers on 22-Dec totaled $3120. Edit the worksheet to reflect this change.

2) Format the data to currency to zero decimal places.

3) Insert a row between Stationery and Toys for Cards. Sales of Cards for each of the consecutive weeks beginning Dec 01 were $125, $200, $300, $700 and $120.

4) Add a column to total the sales for each item for the month of December. Label this column ‘Total Dec Sales’

5) Add a row to total weekly sales of all the items. Label this row ‘Total’.

6) Sort the Spreadsheet in order by highest total sales for the month.

7) Save your work to a pen-drive and kduassignments2@gmail.com. It is advisable to keep a copy of this as well as it will be used for future assignments.
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