Step 4 Inserting an extra row 
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You now have to add the Total cost of teachers into the list of costs. As you can see there is no room so you will have to insert a row.

To insert a row:
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1
Click where you want the row inserted (click on label for Hire of disco equipment).

2
Click on the Insert menu.

3
Click on Row.
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Now type in your label and your list should look like this.

Step 5 Calculating the Total cost of teachers

You can now put the formula to calculate the Total cost of teachers into cell B23. The formula needs to multiply Number of teachers by Cost per teacher.


Remember: the * sign is used to show multiplication in a spreadsheet formula.

Step 6 Recalculating the formula for Total costs

Your formula for Total costs has now moved down to B27. This will need to be recalculated to make sure it includes all costs.
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