Introduction & Revision.

Identify the features of a worksheet: 

menu bar, name box, formula bar, work area grid – cells, column and header, rows, sheet tabs, scroll bars, nav buttons etc.

Worksheets: add, delete, copy and name worksheets.

Cells: entering data, moving, cut and paste, amending data, adding a comment.



Task 1. Familiarising with the worksheet.

Open the Task 1.xls worksheet of an employees pay sheet. 

1.    Change the employees’ names.

2.    For the first employee enter formulae for calculating weekday and weekend pay, gross pay, tax, insurance, and net pay, they all survived so they all get the bonus.

3.    Use the auto sum icon to get the totals across the bottom row.

4.    Give the worksheet a title, rearrange to use font size, merge cells, create borders and colour fonts or cells to enhance the appearance. 

5.    Enter your name and the Task number in the Footer.

6.    Save your work in a new folder ‘Spreadsheets’, and name it ‘Task 1’.

7.    Print.
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