Using a Spreadsheet to Plan a Party

Scenario:  You have £100 to spend on a party.  You have to decide how much you are going to spend on each item, e.g. crisps, peanuts, soft drinks, decorations, cake, entertainment, etc.

1.  Give your table a suitable heading.

2.  List the items you want to buy for your party (one item in each cell).

3.  In a separate cell, estimate how much you are going to spend on each item.  Initially it doesn’t matter if you go over budget.

4.  Calculate the Grand Total by highlighting all the figures and clicking the Sigma Button (also called the AutoSum Button):
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Now you can see how much you are spending overall, you can reduce or increase figures as necessary to make sure you keep to your budget of £100.

5.  Select Cells from the Format menu.  Change the format of the numbers to Currency.
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6.  You should then create three more cells in a different part of the Spreadsheet labelled:

Amount Spent on Food

Amount Spent on Drink

Amount Spent on Other Items
In the cells next to these labels, you need to get Excel to do an addition sum.

To do the addition sum, follow these instructions:

· Click in the cell in which you wish to do the calculation

· Enter the = (equals) sign.  This tells Excel that you are going to write a formula.

· Click on the cells you want to add in turn and separate them with the + (plus) sign.

· When you press the Enter key, Excel will convert the formula into the correct format.
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7.  Finally, improve the appearance of your Spreadsheet by changing the width of columns, alignment, cell colours, etc.  The size and appearance of fonts can be changed.  You can even include a piece of clipart if you like.
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