Information Management - Microsoft Excel Lab. 1

Objectives:

· Understand worksheet basic

· Setup/edit/format worksheets

· Make use of functions/formulas on a single worksheet and across multiple worksheets

In this laboratory exercise, you will be using Excel to carry out sales forecast and trend analysis for a soft drink manufacturing firm called “Quench! Manufacturing Pte Ltd.”.

Some data are collated for your analysis. The data are found in the file called Lab1_Excel_que.xls in which there are 3 worksheets: ‘Forecast in unit’, ‘Forecast in $’ and ‘Five years sales trend’. Open this file, and have a look at the data provided, then complete the following tasks:

· In worksheet ‘Forecast in unit’, actual sales volume in units sold for the year 1999 are given in the cells area A7 to E14 of the table named “Actual sales volume in thousands of cartons for 1999”. 

Task 1: Complete the table by inserting appropriate formula for the columns 

named, Total by Pdt, and the row named Total by Qtr.

· In worksheet ‘Forecast in unit’, forecasted sales volume in units sold for the year 2000 are forecasted with the following assumptions:

	Products
	Percentage (%) increase in sale units over the previous quarter

	Cola
	20

	Sparker
	10

	Shack
	10

	200Plus
	15

	IceWater
	12

	DewDrop
	8

	Shiok
	5


Note that the forecasts for Cola and Sparker are already done for you in the table named, “Forecast sales volume in thousands of cartons for year 2000”.

Task 2: Complete the forecasts for the rest of the other products by inserting the appropriate formula.

Task 3: Complete the table by inserting the appropriate formula for the columns named, Total by Pdt, and the row named Total by Qtr.

· In worksheet ‘Forecast in unit’, the sales price for each carton of all the various type of soft drinks manufactured by Quench! is given in cells H7 to H13.

Note that on the worksheet ‘Forecast in $’, the forecasts for Cola and Sparker are already done for you in the table named “Actual sales volume in thousands of dollars ($) for 1999.

Task 4: Use this unit sales price to derive the sales volume in $ on the worksheet ‘forecast in $’ for both 1999 and 2000.

Task 5: Complete the tables by inserting the appropriate formula for the columns named, Total by Pdt, and the row named Total by Qtr.

· Past three years total sales in thousands of dollars is given in the worksheet ‘Five years sales trends’.

Task 6: Complete the table by inserting the appropriate formula for the columns named, 1999 and 2000 (Forecast).
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