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Pathways to employment and training
Functional Skills in ICT

Spreadsheet 10 - Luxury Hotels

1. Open the file hotels_test0901 and save it to your Functional skills ICT folder
2. Select all column headings and click on Sort and Filter, then filter, you should get arrows at the top of every column

3. Using the instruction from the previous exercise, select hotels in Italy, then when you get the results do another filter on hotels that have four starts.
4. Sort the data into alphabetical order by hotel by following these instructions:

a. Select the hotel column heading

b. Click on Sort and filter and select sort A-Z
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5. Insert a column that shows total cost for 4 nights for a double room, insert a formula that will show that.

6. Insert a suitable heading to the file

7. In the footer with your name, candidate number and centre number as below
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8. Save your work using a suitable file name
9. Change the layout to show all columns

10. Print your work

11. Change the view to show the formulas – click on ‘formulas’ select ‘show formulas’ then print
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Hotel Name City Country Double £ Stars {E-mail address
2 |Hétel Saint-Jules. Paris France 70 1 bookings@jules
3 Best Hotel Prague Czech Rep 65 2 bookings@best cz
4 Hotel Daisy Prague Cazech Rep 60 2 bookings@daisy cz
5 Hotel Fleur Paris France 130 4 bookings@feur
6 Hotel Hiton Cologne Germany 120 4 bookings @hilton de
7 Hotel Paris Paris France 100 3 bookings@hopa fr
8 Hotel Crystal Cologne Germany 140 4 bookings@crystal.de
9 Hotel Saint Louis Paris France 8 2 bookings @louis i
10 |Prague Express. Prague Cazech Rep 40 1 bookings@prexp.cz
1 Hotel Tour Eifiel Paris France 100 3 booksing@tour fr
12 |Red Tulip Hotel Amsterdam Holland £ 4 bookings(@redtu.nl
13 | Gaudi Hotel Barcelona Spain 140 4 bookings@qaudi es
14 Berlin Express Berlin Germany 80 3 bookings@berex.de
15 City Hotel Cologne Germany 80 3 bookings(@citycol de
16 Hotel Yellow Amsterdam Holland 80 3 bookings@yellnl
17 |Fountain Hotel Rome taly 0 2 bookings@fount it
18 |Marco Polo Express. Venice aly 140 3 bookings@mpe it
19 Star Hotel Rome aly 105 3 bookings@star it
20 Lithuania Royal Vilnius Lithuania 100 3 bookings@royal it
21 |Medici Star Hotel Florence taly 130 4 bookings@medst it
22 Columbus Hotel Barcelona Spain 100 3 bookings@coles
23 |Michelangelo Express. Florence taly 140 4 bookings@mex it
24 Hotel Picasso Barcelona Spain % 3 bookings@pic.es
25 Botticalli Hotel Florence taly 125 4 bookings@bot it
26 |Budget Hotel Lille France 55 1 bookings@bud
27 \Villa Hotel Rome aly 130 4 bookings@uila it
28 |Marco Polo Star Venice aly 130 4 bookings@mps it
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Reminder





Check your spelling


Use a suitable layout


Use a suitable font
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