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Live assessment: Spreadsheet Software
Sample assessment: Assessment book – Mega Brights



Candidate

· This sample assessment is for familiarisation purposes only and must not be used in place of a 
live assessment.
· When you feel ready to sit a live assessment, please contact your Training Provider who can schedule a live assessment for you.
Instructions to candidates 
You have 2 hours and 30 minutes (plus 15 minutes’ reading time) to complete the five tasks in this assessment and a high degree of accuracy is required.
Ensure that you have downloaded the assessment data file before beginning this assessment.
This file is an Excel workbook that contains:
· one blank worksheet into which you will be required to enter data

· six pre-populated worksheets containing data to be used in this assessment. 

You must save your work at regular intervals during this assessment to prevent you from losing work.

It is important that you print any documents specified in the tasks so that your work can be assessed. 
As an alternative to hardcopy printing, you may print to PDF by selecting your PDF creation software (for example, Adobe) as your printer. 

Note: You must save and upload your documents before finishing your assessment.
Mega Brights: Scenario information
Megan Bright started trading as ‘Mega Brights’ five years ago, selling computers and computer accessories. 
There are three distinct areas of the business: 

· Shop sales

· Online sales

· Wholesale sales to computer retailers.
Megan uses spreadsheet software to provide information about the sales and profitability of the business. 

Information relating to the last financial year (year ending 31 May 2014) is as follows:
Sales

Shop: £92,700, Online: £425,000, Wholesale: £215,500
Cost of sales
Shop: £25,000, Online: £217,000, Wholesale: £89,750

Wages

Shop: £6,800  

Salaries

Shop: £26,000, Online: £36,000, Wholesale: £51,000

Commission

Wholesale: £2,155

Rent 

The total rent for the year for shop premises, and the large warehouse and offices behind the shop, is £37,200 per year. This should be allocated as follows: Shop: 30%, Online: 30%, Wholesale: 40%.
Electricity

The total electricity bill for the year is £6,200 and this should be split as per the allocation of the rent.

Telephone

The total telephone charges for the year were £4,800. 
This should be allocated as follows: Shop: 10%, Online: 60%, Wholesale: 30%.
Stationery

Shop: £6,000, Online: £4,500, Wholesale: £11,000

Delivery charges

Online: £4,250, Wholesale: £8,900

Vehicle running expenses

Wholesale: £19,200
Sundry expenses
Shop: £7,000, Online: £9,200, Wholesale: £12,000

Formula sheet 
You may need to refer to some of the formulae below to help you to calculate some of the figures in the tasks. 
You may not need to refer to them all.

	Term
	Meaning

	Closing cash balance

	Opening cash balance  
	+


	Incoming cash in the period 

(for example receipts from customers)
	–


	Outgoing cash in the period 

(for example expenses)
	=


	Closing cash balance for the period. 

	
	For example for the month of May 2015:
£
Opening cash balance at 1 May 2015

20,000

Incoming cash for the month of May 2015

6,000

Outgoing cash for the month of May 2015

(2,000)

Closing cash balance at 31 May 2015

(20,000 + 6,000 – 2,000)

24,000



	Cost of sales
	Opening stock  +  Purchases  –  Closing stock  =  Cost of sales

	Gross profit
	Sales – Cost of sales = Gross profit

	Gross profit margin
	Gross profit, expressed as a percentage of sales.

	Net income/
Net expenditure
	Incoming cash in the period 
(for example, receipts from customers)
	–
	Outgoing cash in the period 
(for example, expenses)
	=
	either net income or net expenditure for the period

	
	Note:
Where income exceeds expenditure, there will be net income.
Where expenditure exceeds income, there will be net expenditure.
For example:

If the income for a period was £10,000 and the expenditure was £3,000, the net income would be £7,000.

If the income for a period was £10,000 and the expenditure was £11,000, the net expenditure would be £1,000.

	Net profit
	Gross profit  –  Expenses/costs  =  Net profit

	Net profit margin
	Net profit, expressed as a percentage of sales.

	Opening cash balance
	The closing cash balance from the previous month/period 
	= 
	the opening cash balance of the next month/period.

	
	For example, if the closing cash balance on 31 March 2015 is £20,000, the opening cash balance on 1 April 2015 will be £20,000.

	Over budget
	The actual amount of expenditure exceeds the amount that was planned (budgeted).

For example, if the budget amount was £10,000 and the actual amount spent was £11,000, the amount spent would be over budget.

	Under budget
	The budget (planned) amount of expenditure exceeds the actual amount spent.

For example, if the budget amount was £10,000 and the actual amount spent was £9,000, then the amount spent would be under budget.


Note:

Ensure you save your file(s) in the following format:
‘your surname, initial and assessment date (DDMMYY)’. For example a student named Jag Bains taking the assessment on 20 June 2015 should name the file as ‘BainsJ200615’.
Task 1
(a) Download and open the ‘assessment data’ file. Save the file in the format specified above. 
Insert a header on every worksheet showing your full name and AAT Student registration number, aligned to the right.

(b) Go to ‘Sheet 1’, the first tab of the workbook, which will be blank.
Create a spreadsheet to show Mega Brights’ profitability for the last financial year. Start by inputting the figures shown on page 3 for each area of the business (i.e. Shop, Online and Wholesale) for the following:

· sales
· cost of sales, and
· each individual expense category (Wages to Sundry expenses).
(c) Use formulae to calculate totals for the whole business for sales, cost of sales, and for each individual expense category (Wages to Sundry expenses). 
Then use formulae to show the following information for each of the three areas of the business, as well as for the business as a whole: 

· gross profit 
· net profit
· gross profit margin
· net profit margin.

(You may insert rows/columns in your worksheet where appropriate.)
Check that the total annual figures for each income and expense category agree with the figures on page 3 of this booklet.
(d) Show which area of the business (Shop, Online or Wholesale) has:
· the highest net profit by filling the appropriate figure’s cell yellow
· the highest gross profit margin by using red font on the appropriate figure.
(e) Format the worksheet to ensure the following:

· all monetary figures display as currency (£), are in whole pounds (zero decimal places), have a comma as a thousand separator, and are right aligned
· the gross profit margins and net profit margins show as percentages with ‘%’ after the figure, are shown to 
two decimal places, and are right aligned

· the gross profit figure cells have a single border above them 

the net profit figure cells have a single border above them and a double line below them.

(f) Ensure that you have inserted appropriate column and row headings, all of which must be clearly visible.

Format the column headings so that they are in bold text, underlined, and centred across the column.

Insert an appropriate title in row 1, above all of the data in the worksheet. Format the title using bold, Arial font size 12, in a merged cell which is centred across the data in the workbook.

Rename this worksheet ‘T1MB2013’ and colour the tab yellow. Ensure that this is the first worksheet in your workbook.

(g) Ensure that all text and figures are clearly visible and then print the worksheet so that it is displayed on 
one A4 landscape page. 

(As an alternative to hardcopy printing you, can print to PDF. If you do this, ensure the PDF is named according to the format given at the top of the page. Remember to upload this file at the end of the assessment.)
Task 2

(a) Worksheet ‘Data T2’ shows the number of computers sold by the business as a whole for each month of the last financial year. 
· Copy the data from worksheet ‘Data T2’ into a new worksheet.
· On the new worksheet, insert a new column before the column entitled ‘Month’. In each cell in this new column, show the number of the month in the financial year. For example, the cell corresponding to June should have ‘Month 1’ written in it.
(b) Use the data to insert a scatter graph with straight lines below the data.
(c) Amend the graph as follows:
· format the horizontal axis so that it ranges from 1 to 12 and displays each month individually 

· label the axes

· display a legend to the right of the graph
· insert an appropriate title above the graph
· ensure that all of the information on the graph is clearly visible and the figures are easy to read
· ensure that the data and graph fits on one A4 landscape page. 
Note: you are not required to print this worksheet. 
(d) Name this worksheet ‘T2Graph’ and colour the tab green. Ensure that this is the second worksheet in your workbook.

Task 3
Part 1


Mega Brights sells four different types of tablet computer, named TC001 to TC004. 
· Worksheet ‘Data T3A’ shows the number of tablet computers sold to the five largest retailers each month in the last financial year. Each row shows a different sales order for each retailer. 
· Worksheet ‘Data T3B’ contains a price list for each of the four types of tablet computer. 
  

The data in worksheet ‘Data T3A’ has been input correctly by an experienced member of staff. 

However, a trainee in the Sales Department has since inserted a formula into cell F3 and copied it down into the remaining cells in that column. The formula is supposed to calculate the total value of each sale (number of units sold multiplied by the unit price) when unit prices are entered into column D.
(a) Copy the data from worksheet Data T3A into a new worksheet. Ensure that the data is copied into the same cells as in the original worksheet. Check the formulae in column F and correct any error(s) you find.
(b) Use V LOOKUP to insert the product unit prices, sourced from the ‘Data T3B’ worksheet, into column D. 
(c) In cell F36, use a formula to calculate the total value of all sales orders. 
In cell F37, use a function (not a formula) to calculate the average sales order value of tablet computers.
(d) Use a blue fill on the total cell in F36 and label it by entering ‘Total’ into the cell to its left. 
Use an orange fill on the average cell in F37 and label it by entering ‘Average’ into the cell to its left.
Ensure that all monetary values in the worksheet are formatted to two decimal places, show currency (£), use a comma as a thousand separator, and are right aligned.

Name the worksheet ‘T3VLookUp’ and colour the tab blue. Ensure that this is the third worksheet in your workbook.

Task 3, continued

Part 2

Sam is a sales representative for Mega Brights. He currently earns a salary. 

Mega Brights is considering introducing commission, in addition to salary, in order to motivate Sam in his sales performance. Two commission arrangements are being considered:

Option 1:  Sam receives commission of 2% on his monthly sales in excess of £15,000.

Option 2:  Sam receives commission of 5% on his monthly sales in excess of £20,000.

Worksheet ‘Data T3C’ contains the estimate of the sales income that Sam will generate each month. 
(e) Copy the data from ‘Data T3C’ into a new worksheet. 

Use ‘IF’ statements to calculate the commission that would be paid to Sam each month for each option. 
Then use formulas to calculate the total annual commission that would be paid to Sam for each option. 
(f) Ensure that all commission figures are right aligned and apply a blue font colour to the total annual commission figure for each option
Name this worksheet ‘T3IF’ and colour the tab red. Ensure that this is the fourth worksheet in your workbook.

Task 4
Worksheet ‘Data T4’ shows information about monthly sales of computer accessories by each area of the business.

(a) Insert a new worksheet and copy the data from the worksheet named ‘Data T4’ into it.
Create two pivot tables to the right of the data as follows:

Pivot table 1 - showing the sales for the year of each type of accessory by each area of the business, and the grand total of sales by accessory for each area of the business.
Pivot table 2 - showing the total accessory sales by each area of the business for each month of the year.
(b) Identify the following by typing your answers alongside the relevant pivot table:
Pivot table 1 - the area of the business with the highest sales figure for accessories.
Pivot table 2 - the month of the year in which each area of the business achieved the highest sales figure for accessories.

Name the worksheet ‘T4Pivots’ and colour the tab orange. Ensure that this is the fifth worksheet in your workbook.

Task 5

Show your answers to the following five short answer questions in the worksheet named ‘T5 MCQ Answers’. 
This worksheet should be the sixth worksheet in your workbook.
(a)  A spreadsheet workbook has four columns of data headed ‘Year’, ‘Month number’, ‘Reference number’ and ‘Order value’. The data needs to be arranged firstly by year, then by month number and finally by reference number. 
Which function/tool would you use to arrange the data?

A
Average

B
Data validation

C
Select

D
Sort

(b) A worksheet has a large amount of data in cells A1 through to AA1200. Only the data in cells A950 to D970 needs to be printed. 
What is the most appropriate way to print the data?

A
Print entire workbook

B
Print preview

C
Print selection

D
Print active sheets
(c) A formula needs to be inserted in cell B3 of the worksheet below that is suitable to be copied into cells B4 to B10.

The formula placed into each of the cells B3 to B10 should divide the figure in cell C1 by the figure in column A in the same row. For example, the formula in cell B3 should divide £6,500 by 20.
	
	A
	B
	C
	D

	1
	
	
	£6,500
	

	2
	
	
	
	

	3
	20
	
	
	

	4
	25
	
	
	

	5
	30
	
	
	

	6
	32
	
	
	

	7
	37
	
	
	

	8
	42
	
	
	

	9
	45
	
	
	

	10
	51
	
	
	


Which one of the following formulae should be input into cell B3 so that, once copied to cells B4 to B10, it will show the correct figures?
A
=C1/A3

B
=$C$1/A3

C
=C1/$A$3

D
=$C$1/$A$3


(d) A worksheet has been set up as below, showing information relating to the first six months of the year.  
Rows 3 to 8 in column B show the planned sales. 
Rows 3 to 8 in column C show the actual sales.

In column D, an accounts trainee has entered the difference between actual and planned sales manually 
(i.e. without using formulae).
	
	A
	B
	C
	D

	1
	Month
	Planned sales
	Actual

sales
	Difference

	2
	
	£
	£
	£

	3
	January
	12,000
	10,000
	-2,000

	4
	February
	14,000
	11,000
	-3,000

	5
	March 
	16,000
	12,500
	-3,500

	6
	April
	13,000
	15,000
	1,000

	7
	May
	11,000
	14,000
	3,000

	8
	June
	10,000
	12,000
	2,000

	9
	
	
	
	

	10
	
	
	
	

	11
	Check
	
	
	


In order to check whether the figures in column D are correct, you insert a formula into cell B11. 
The formula should show the total amount of discrepancy or ‘0’ if there is no discrepancy.
Which one of the following formulae would satisfy the above requirements?

A
=SUM(C3:C8)-SUM(B3:B8))+SUM(D3:D8)

B
=(SUM(C3:C8)-SUM(B3:B8))-SUM(D3:D8)

C
=(SUM(C3:C8)+SUM(B3:B8))-SUM(D3:D8)

D
=SUM(B3:B8)-SUM(C3:C8))-SUM(D3:D8)
(e) Data has been inserted into a worksheet to show the number of customers that each salesperson visited on each working day in June.  
Which spreadsheet function would identify the most frequently occurring number of customer visits made in a day?
A
AVERAGE

B
MEAN

C
MEDIAN

D 
MODE
Before finishing your assessment:


· Ensure that you have saved and then uploaded your data file. 
(You do not need to upload this assessment book.)
· If you have generated a hard copy print:
Ensure that you hand any worksheets printed during this assessment to the invigilator. If any worksheets are not to be assessed put a diagonal line through the data.


· If you have generated a PDF instead of a hardcopy print:
Ensure that you save and upload your PDF as well as your data file.


End of assessment

	Spreadsheet Software (SDST)

	Assessment book


	Spreadsheet Software forms part of the following qualifications:

	AAT Level 3 Diploma in Accounting (AQ2013)

	QCF qual ref
	SCQF qual ref

	600/6908/9
	R323 04

	QCF unit ref
	SCQF unit ref

	J/502/4626
	UD60 01


Contact us

Call us on 0845 863 0800 (UK)

+44 (0)20 7397 3000 (outside UK)

Lines are open 09:00 to 17:00

Monday to Friday (UK time)

Email us at aat@aat.org.uk
Visit us at aat.org.uk

Association of

Accounting Technicians

140 Aldersgate Street

London EC1A 4HY

United Kingdom

Registered charity no. 105072
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