Task 2. Entering Formulae using Cell Reference.
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A cell reference.                                       An Absolute cell reference.

When entering a formula enter a cell reference instead of the numbers. 

If copying formulae it is necessary to refer to an Absolute Cell Reference saving the need to keep writing it over again. 

Format cells to show currency, numbers, text alignment etc. 
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Conditional format of cells using logical functions.
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Use the trace dependants from the audit toolbar. A trace shows all the cells which use a value from the selected cell.

Task 2. Entering formulae using cell references.

1.    Open the Task 1 worksheet that you have saved, check all the formulae for the first employee, change to cell reference. Identify where absolute cell references are necessary. Re-do if necessary with cell references. Copy the formulae down all the employees.

2.    Format the cells for currency etc, (Menu > Format > Cells). Try out text alignment for headings.

3.    Experiment with conditional formatting (Menu > Format > Conditional Formatting), try setting the cell colour red for gross pay if gross pay is greater or equal to £400, try other combinations.

4.    Trace what cells depend on others (View > Toolbars > Formula Auditing), experiment with the audit tool bar. Show some traces.

5.    Show the formulae, (Menu > Tools > Options), and check the formulas box).

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

7.    Save your work in the Spreadsheets folder as ‘Task 2’. Print the formulae.
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