QUARTERLY INCOME ANALYSIS ASSIGNMENT

You are responsible to create a quarterly analysis for the R & R Hotel.  You will need a separate worksheet for each month and one for the Quarterly totals.

1) Open excel and rename (double-click on the worksheet tab) your worksheets JAN, FEB, MAR.  
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Click on Insert, Worksheet and create a fourth worksheet named 1st QUARTER. You may need to click and hold on the 1st QUARTER worksheet tab and drag it to the right. You will see a black marker move to right with your mouse. The 1st Quarter worksheet should be on the far right.

3) In Cell A1, type: R & R HOTEL.  In Cell B1 type: Quarterly Income Analysis.
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Highlight your RANGE from cell A1 to Cell i2.  Then click on Format, Cell and when the Format Cells window appears, click on the Alignment tab.  In the text alignment section click for the Horizontal options and select “Center Across Selection”.  Click OK.
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Change the font size for your tile to 18 pt and bold.

6) In Cell A4 type: JANUARY REVENUE.  
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Highlight the RANGE from A4 to K4 and then click on Format, Cell and CENTER align both the horizontal and the vertical alignment for all these cells. Make sure you check the box for TEXT WRAP. 

8) Change the column width as needed so that only 1 word appears on a line. The rest of your titles are: HOTEL ROOMS, DINING ROOM, BANQUET ROOM, LOUNGE, FITNESS CENTER, BUSINESS CENTER, CONFERENCE ROOMS, SNACK SHOP, ARCADE and TOTAL.

9) Left-align the ROW Labels under your JAN revenue as: RENTALS, SALES, and DEPOSITS. Make the label “JAN REVENUE” bold.

10) Skip one row and begin your expense section. In cell A9, type: January Expenses and format this cell with center alignment for vertical, horizontal and text wrap on. Make this Label bold.

11) Left-align the row labels under the January Expenses as:  DISCOUNTS, STAFF, ADMINISTRATION, HOUSEKEEPING, MAINTENANCE, DEPRECIATION, MARKETING, ENERGY, INSURANCE, LEASING, TOTALS and NET INCOME.

12) Return to Cell A10 and click on Insert, Rows. This will ADD a new row where you will add TOTALS in cell A8.  
13) Enter the data values provided for each month (on a separate sheet).
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Your first Row for both Revenue and Expenses need to be currency formatted.  The total rows and columns will also be currency formatted. All other cells should be comma formatted. 

15) Highlight your total rows for both the revenue and expense sections and change the cell color to yellow.

16) Write a formula to determine your net income.  Hint Revenue-Expenses=Net Income.  =sum(the cell with revenue – the cell with expenses).

17) Bold your grand total for Net Income.

18) Select Column B and then click on Window, Freeze Panes.  This will keep your column A label headings visible as you work in the spreadsheet.

19) Have you noticed that we are scrolling too much?  Click the mouse in Row 8 and click on Edit, Delete Row.  When you remove the row you will be able to see the column headings at the top. Yes, that is much better.

20) Use the online spreadsheet to find the values you need for each worksheet.  While some are the same, there are some different values that will affect your totals.

21)  Next, Create a PIE CHART for the department that lost the most money for the month. Management wants to know WHY they are not making profits.  Select the column labels, then hold the CTRL key and select only the column for the department losing the most money.  Use the chart wizard and create a 3D PIE CHART with each piece of the pie having a label. Move the chart to Row 27.  TIP: You may need to change the chart label font size to 10 pt. Make sure your chart has as it’s title the name of the department that lost money.

22) [image: image6.png]SUM{JANIBS+FEBIBS+MARIBS )



Click on File, Page Setup and under the Page Tab and Scaling section click to select the “Fit to one page” option.  Change the Orientation to Landscape.

23) You will need to LINK the figures from the three spreadsheets so that they are added together in your 1st quarter worksheet. First, click on the exact cell where your data is.  If I click the JAN tab, then cell B5, I will get the Hotel Rooms Revenue data.  Then select Edit, Copy and click on the 1st Quarter Tab.  Select Paste Special and when the Paste Special box appears click the Paste Link Button.

24) Excel will provide you with the formula to LINK two worksheets, however we need to modify this formula to save time.

Change the =JAN!$B$5 to the following formula.  We need to remove the absolute cell references ($) in order to copy this formula down the column and across the rows.  This way, you only have to write this formula once for revenue and once for expense and you can copy it to the rest of the worksheet.

TIP: Be prepared for quiz questions about this spreadsheet.

25) Use the online spreadsheet example to check your results.

26) Save your work in Excel to your floppy disk as yourname-excelquiz.xls and be prepared to hand in your file as well as a printout.

27) PRINT each worksheet. And staple them together.
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