Excel Lab #2:  Forecasting
Overview
Instant Video is a chain of video stores with locations in five cities. At the end of June, monthly data for the number of videos rented is available.  Each store has a goal number of videos it must rent per quarter, determined by the corporate headquarters. That goal number is based on the location of each store.

In this lab, you will calculate a video store’s quarterly sales, and predict its sales for the next two quarters.  You will also compare the actual results against the forecasted figures, and determine what a particular store’s monthly performance must be in order to reach its goal.

Excel Concepts Used

In this lab exercise you will master the following techniques and concepts:
· Absolute Addressing
· Relative Addressing

· IF statements

· Using Cell Ranges

· MAX, MIN, SUM, AVERAGE functions

· Formatting Numbers
· Formatting Cells

· Borders and Shading

· Complicated Formulas

· Stacked Bar and Line Graphs
· Conditional Formatting based on Formulas

· Conditional Formatting based on Cell’s Value

· Goal Seeking

· Workbooks with Multiple Sheets

· Inserting data from a Word Document into Excel

· Viewing and Printing Formulas in an Excel Workbook
· Merge and Center

· Using Print Preview

General Requirements
Format all whole number values with comma formatting and no decimal places. Format all currency values as such.   Place your name, page numbers, and the name of each sheet in the footer of each page.  Be sure all charts have labeled axes, legends, and titles. Be sure each worksheet has a descriptive name in its tab.
In this exercise, you will create a workbook with three sheets: original data; quarterly totals, forecasts, and forecasts vs. goals.

Sheet 1:  Original Data

Create an Excel workbook in which the first sheet contains the original (raw) data below by pasting it in from the Lab2Start.doc Word document accompanying this lab exercise.  Other sheets that reference this data should link to the values on the first sheet.

	Store Location
	Jan
	Feb
	Mar
	Apr
	May
	Jun
	
	Q1 Goals
	Q2  Goals
	Q3 Goals

	Glenwood
	10323
	10041
	17046
	24000
	26000
	35000
	
	20000
	25000
	40000

	Springfield
	19232
	18724
	19403
	23313
	23507
	15343
	
	31000
	45000
	50000

	Westbury
	14321
	15213
	15103
	12044
	10427
	15322
	
	55000
	55000
	55000

	Sherport
	14312
	16423
	13542
	16213
	16331
	16422
	
	45000
	50000
	55000

	Windley
	15312
	13242
	13153
	15288
	18742
	19634
	
	40000
	50000
	50000


Sheet 2:  Quarterly Totals
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Create a new sheet named Q1 and Q2 Totals in which you calculate information based on the first and second quarter’s totals for each store.  For each quarter, create a table in which you calculate the information below in columns across the page.   Display the tables nicely formatted with borders and bold headings. Use a different background color for the headings row. Use Merge-and-Center to display a title in a larger, bold font, centered across the top of the page.
· Store Location (with name of best performing store in Bold)

Display the location name of each store. Be sure to copy and link the values from the original data sheet.  
After you calculate the quarterly totals, come back to this column and add conditional formatting to display the name of the best performing store in bold. To do this, you will have to apply conditional formatting to the Store Name column of your table.  Select “Formula is” in the Conditional Formatting box and write a formula to check if this store’s quarterly total is the maximum value for all of the stores this quarter.  If it is true, display the name in bold.  Write the condition in such a way that the conditional formatting can be copied to all of the store names in that column of your table. Be careful when to use absolute and when to use relative addressing in the formula! 

· Quarterly Total

Display the quarterly totals of each store. Be sure to copy and link the values from the original data sheet.

· Quarterly Goal

Display the quarterly goal of each store. Be sure to copy and link the values from the original data sheet.

· Reached Goal?

Display a message that says “Met Goal” or “Goal Not Met” as appropriate for each store.  The phrase “Met Goal” should appear in green. The phrase “Goal Not Met” should appear in red.

· Short By? 
If a store did not meet its goal, indicate the number “short” that this store came from doing so.  

· Status

Display the words “Fewest Sales in Quarter” or “Most Sales in Quarter” next to the stores that have the fewest and most sales for that quarter, respectively. Be careful when to use absolute and when to use relative addressing in the formula! 

Beneath the table of data for each quarter, include a row showing summary information, and whether the company as a whole met its goals for that quarter. Format those results as you did in the corresponding table.
Graph the Q1 and Q2 totals for each store for this quarter.  The X-axis labels should display the locations of the stores, and the Y-axis labels should contain the total number of rentals. Nicely format your graph with a title and legend.

Sheet 3: Forecasts
Create a new sheet named Forecasts in which you calculate information forecasting the company’s performance for the Q2 and Q3, based on actual performance in Q1 and Q2.
You will also graph actual and forecast data for Q2 by month, and by store location.

The forecast for a quarter is given as follows:
If the total rentals in the second month of the quarter are less than the third month’s total rentals, determine the percentage of increase in number of rentals between those months.  Forecast each month’s sales in the next quarter as the last month of the current quarter’s sales increased by that percentage. (So, the sales for each month will be the same).

If the total number of rentals has decreased between second and third months in a quarter,  forecast the number of rentals for the months in the next quarter as the average number of rentals in the three previous months. (For example, May’s forecast would be the average of February, March, and April; June’s forecast would be the average of March, April, and May.)
Calculations
Calculate the forecast values for Q2 and Q3 based on the values for Q1 and Q2, respectively.
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Organize Your Worksheet

Organize your worksheet into two sections, one for the Q1 Actual and Q2 Forecast values, and below it, the Q2 actual and Q3 forecast values.  Each section should have the location name followed by six month’s worth of data (three actual, three forecasted). Then skip a column and post the current quarter’s actual totals and next quarter’s Forecast Totals.
For each section, copy one quarter’s data (three months) from the original data sheet to the new sheet, linking the cells to the original data.  Add column headings for the months for the next quarter being forecasted.  Set the background color of the five cells in each of these three columns, to show that this data is forecast.  Use Merge-and-Center to create headings for “Q1 Actual” and “Q2 Forecast” that span the appropriate columns. Use borders to separate the Actual from Forecasted values in each section.
Be careful with your use of absolute and relative addressing in the formula above. You should be able to write the formula in such a way that you can enter it once (say, for April) and then copy it across to May and June, and then down each of those columns.  In each case, the columns for the second and third months of the previous quarter must remain the same (but the rows are relative).   To calculate percentage of increase between two months, use the formula (month2 – month1) / month1.

Graphs

In one graph, display Q2’s actual vs. forecast performance by monthly totals across the company.

In a second graph, display Q2’s actual vs. forecast performance for each store.

Goal Seeking

The Glenwood store would like to forecast selling 25000 videos in August. To do that, how many would they have to sell in June?  Use Goal Seeking (under the Tools menu in Excel) to determine the answer, and then press OK to accept it and keep it in your spreadsheet.  Notice how your graphs on this sheet change. Be sure to select June’s Glenwood value from the original data sheet.
Sheet 4: Forecast vs. Goals
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Create a new sheet named Q3 Forecast vs. Goals in which you repeat the exercise you did for Sheet 2, but instead, compare Q3’s forecast values with Q3’s goals for each store.  Graph forecast vs. goal for each store location.  As usual, be sure everything in your graph is labeled appropriately.  Hint:  You should be able to copy some of the cells from Sheet 2 without having to recreate everything all over again.
Printing Your Workbook
Use Print Preview to see how your workbook will look when you print it. Be sure that the graphs appear on each page, and that your name appears in the footer. Make any positioning or set up changes that are necessary, and then print each page.

Press the Ctrl and ` keys at the same time in order to view the formulas behind your spreadsheet.  Print them as well.    The ` key is usually to the left of 1 on your keyboard and also contains the ~ character.
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