
 

Lesson 4 – Using a spreadsheet for budgeting 

Today you are going to use a spreadsheet to plan a birthday party and decide which foods, 

drinks, entertainment, venue, decorations, going home gifts and invitations you would like for 

your party. There is no spending limit which means you can spend as much as you want and you 

can invite as many people as you want so go wild if you want to! 

First, have a look at the ‘Price List 11.2.21’, where you will have to decide which items you would 

like for your party, how many people you are inviting and what to feed them.  

Then open the 2Do called Lesson 4, with Formulae. Your screen should look like the image below. 

Here you will see a spreadsheet which has already been done. In cells B1, C1, D1 and E1, you will 

see the headings for each column. The ‘Item’ column is the thing you want to buy for the party 

e.g. chips, soft play. The ‘Price’ is how much one item costs, the ‘Quantity’ is how many of each 

item you would like and the total is worked out by multiplying the ‘Price and the Quantity. So for 

example, one ice-cream costs 30p and they would like 30 of these so 30p x 30 = 900p which has 

been converted to pounds because 900p is equal to £9.00.  

 

Your task is to create your own spreadsheet for the party. You can do this on the same spreadsheet as the 

example.  

1. Write the column headings – Item, Price, Quantity and Total. I would suggest writing ‘Item’ in cell 

H1, Price in cell I1, Quantity in cell J1 and total in cell K1 so the following instructions are relevant 

to your spreadsheet.  

 

2. Choose 9 items from the ‘Price list 11.2.21’ you would like at the party and write these in the ‘Item’ 

column. These cells should automatically turn yellow. 

 

3. In the ‘Price’ column write the price of each item using the ‘Price List 11.2.21. You do not need to 

include the £ sign, just write it them all to 2 d.p (2 digits after the decimal point). So, for 

example, if you wanted a hot dog, you would write 1.15 in the cell. If you wanted a plate you would 

write 0.02 in the cell.  

 



4. In the ‘Quantity’ column decide how many you will need of each item. Remember you will need 

enough food, drinks, plates and cups for each person attending the party but will only need 1 venue 

and type of entertainment.  

 

Your screen might look something like the picture below at this point.  

 

5. To change all the prices to pounds and pence, click on cell I2 and then press shift and use the 

downward key on the keyboard to select all the cells in that column up to I10. Then click on the 

0.00 box on the right hand side of your screen and click on the one which says £0.00. This should 

now convert all the cells in this column to pounds and pence so it looks like £1.15, £0.50 etc.  

 

6. Now, you are going to work out the total cost of each item. To do this you need to click on the cell 

you want the total for. So, if we wanted to work out the total of 15 hot dogs, we would click on cell 

K2. Then press  which is at the top left of your screen. This will bring up the Formula 

Wizard box like the picture shows below.  

7. Click on the cell which has the price of the item you want to work out the total cost for, so in this 

example, I2 then press x and the cell which has the quantity in it so in this example, cell J2 and 

click OK. It should now have worked out the total cost of 15 hot dogs. It is doing the calculation 

1.15 x 15.  

 

 

 

 

 



 

 

8. You need to repeat this process for each item so go back to Steps 6 and 7 and follow these 

instructions. If the Formula wizard box keeps getting in the way of you clicking on the cell, just 

move it but clicking on the black bar at the top of it and move it somewhere else on the screen.  

9. Once you have done this, you will notice that if you change the quantity of any of the items, it will 

automatically change the total cost.  

10. If you click on K, it will select all the cells in this column, then click on 0.00 at the right hand side 

of the screen and click on £0.00 and it will convert the whole column to pounds and pence.  

11. Now, you can work out the total cost of the whole party. Click on K11 and go to the bar which is 

next to  . Type in =SUM(K2:K10) and then press Enter on your keyboard and it will work out 

the total cost of your party. The : symbol is called a colon. You can get it by holding shift down and 

pressing the key on the keyboard which looks like this.  

 

12.  

 

Now press the  which is on the top right of your screen and press ‘Save and exit’. 

Then go back to your 2Dos and hand in. We can’t see wait to see what you’ve spent! 

 

The formula to type in to work out 

the total cost of the party. 

The total cost of the 

party. 



 

 

 

 

 


