	Spreadsheets – School Trip Budget


The following test is based on developing a budget for a school trip this summer. You are asked to develop a budget for the trip; to carry out various formatting actions, and to make some calculations in the spreadsheet in preparation for the trip.

1. Open the spreadsheet application.

2. Open a new spreadsheet and create the following budget plan using the cell references as indicated in the table below. Leave the cells marked formula empty. No other formatting is required at this stage.
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School Trip Budget

July %
Flights 10000 formula
Hotel 5000 formula
Food 3600 forrmula
Trips 2500 formula
Insurance 2000 formula
Total formula




3. Select cell A1 and make the cell contents bold.

4. Add the correct formula to calculate the sum of cells B4 : B8 in cell B9.

5. Add a formula in cell C4 that calculates flights costs in cell B4 as a percentage of total costs in cell B9. (Ensure cell B9 is made absolute in the formula.)

6. Replicate the formula in cell C4 down through the cells marked formula finishing at cell C8.

7. Format the cell range C4:C8 with 2 decimal places.

8. Add a blue top and bottom border in cell A9 and cell B9.

9. Insert an image with a 'travel' theme from an image library below row 9.

10. Re-size the image so that the school budget and the image appear on the same page when printed.

11. Save the spreadsheet as budget on your (Candidate Disk.
12. Save your spreadsheet and close the spreadsheet program.

