Financial Education and Career Planning
The Coffee Shop 
Objectives:

Use Microsoft Excel to solve problems, practicing the following spreadsheet features:

· Use autosum for calculations involving a range of data

· Use absolute cell references and relative cell references in formulas

· Format numeric data

· Format text data

· Change a cell’s appearance to improve the visual presentation of a worksheet. 

· Execute Excel Macros 

The Story
Kara works every day in the coffee shop owned by her family. Kara is saving her money so that she can take a great vacation over the summer.  Kara gets most of her income from tips left by her customers, but Kara must share a portion of her tips with some of the employees that bus the tables.   The spreadsheet that you will be given contains a list of tips that Kara has received every day this year.   Listed on the worksheet will also be the percentage of the tips that Kara will keep, with the rest of the money going to the bus staff.   Follow the directions below and complete the calculations specified. 

Part 1:  Start Excel and Enable Macros
1. Start Microsoft Excel

2. From the top menu bar, select “Tools”

3. From the Tools menu, select “Macro”

4. From the Macro menu, select “Security”

5. Set the macro security level to “Low” and then press the [OK] button

Part 2:  Open the excel spreadsheet named “Coffee_Shop” in the “My Documents” directory

1. Select the worksheet named [Welcome]

2. Enter your first name

3. Enter your last name

4. Select your class period 

5. Press the [Begin] button

This will generate data in the [Tips] worksheet and it will also save your file as:


Firstname_Period-x_Kara.xls

Part 3: Follow along with the class as we complete the following tasks

1. Add up all of the tips that Kara has received this year. 

2. For each day, calculate how much of her tips Kara will keep. 

3. For each day, calculate how much of her tips Kara will share. 

4. For each day, add up the amount of tips that Kara keeps and shares to make sure that it is equal to the amount of tips that Kara received each day. 

5. Use AutoSum to add up the total amount Kara kept, and the total that Kara shared. 

Part 4: Complete the following tasks on your own

1. Change the background of the column headings to that the worksheet looks nicer. 

2. Format the data in columns C, D, and E to make sure they are formatted at numbers -> currency, with 2 decimal places. 

3. In cell G6 type in the label “Total Tips”

4. In cell G7 type in the label “Total Kept” 

5. In cell G8 type in the label “Total Shared”

6. In cell H6 add in the formula that will add up all of Kara’s tips so far this year. 
7. In cell H7 add in the formula that will show the total amount of tips that Kara keeps. 

8. In cell H8 add in the formula that will show the total amount of tips that Kara shared. 

9. Format cells G6:H8 so that the spreadsheet looks good. 

Part 5: Sorting the Data

The following steps will sort the data based on Kara’s tips – from the days that she made the least amount in tips to the day that she made the most money from tips. 

1. Select B4:E155

2. From the top menu bar, select “Data”

3. From the Data menu, select “Sort”

4. change the “Sort By” box to “Work Shift Tips”
5. make sure that the “my list has” has the “Header row” radio button is selected. 

Part 6: More Data Formatting 

1. Change the format of the date field so that it is not in ‘day-Mon-09’ format, but is in” Day, Month Day, Year format “

2. If your data contains “##########” then go to the top of the row and make the width of the row wide enough to contain the data; You can also try the following:


a. select the data in Column A

b. from the top menu bar select “Format”

c. from the format menu select “Column”

d. from the column menu select “AutoFit Selection”

3. What day of the week seems to be the best day for Kara to get tips?

