Interview Expenses


INTERVIEW EXPENSES EXERCISE

1  
Enter the following details in a spreadsheet.  Right align the headings over figures.  Embolden all headings.

	Interview Expenses
	
	
	
	

	Name
	Home
	Miles
	Room
	Meals
	Hotel

	Barnes
	Nottingham
	197
	65
	15
	

	West
	Rugby
	137
	65
	15
	

	Rubin
	Ipswich
	100.75
	65
	3.5
	

	Tull
	Camborne
	618
	130
	45
	

	Adler
	Lolworth
	252
	65
	30
	

	Patel
	Gateshead
	460
	130
	45
	

	Pinot
	Wimborne Minster
	353.25
	65
	30
	

	Nyam
	Watford
	104
	65
	3.5
	

	Total
	
	
	
	
	


2  
In the hotel column insert a formula that adds together the room and meals costs.

3   
Copy this formulae for the other candidates.

4  
In the hotel column and the total row, use a formula to show the total bill for the hotel.

5 
Save your file and print one copy.
6
Edit the data as follows

· For candidate Adler, Home should be Lulworth, not Lolworth.

· For candidate Adler, the meals should be 37 not 30.

7
Candidate West has withdrawn.  Please delete this row.

8
Insert a new column between the Miles and Room columns.  This should have the heading Travel, which should be right-aligned.

9
For candidate Barnes, calculate the Travel allowance using a formula to calculate Miles multiplied by 0.35.  (Candidates are paid 35p per mile).

10
Replicate the formulae for the other candidates.

11
Display the value in the Miles column in integer (no decimals) format.

12
Display all other currency columns to 2 decimal places.

13
Save and print your work.

14
Print out a copy of the formulae.  You may need to adjust the columns to fit this on a page.  Alternatively change the view to landscape.  Use print preview to check before printing.

What you should have when you have completed this work

· One print out at step 5

· One print out at step 13

· One print out at step 14

REMEMBER ALWAYS INSERT YOUR NAME TO YOUR WORK BEFORE YOU PRINT IT. 
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