Spreadsheets 
Microsoft Excel


SPREADSHEETS



     USING  MICROSOFT EXCEL 10
Name____________________________________________________    Class__________

Follow these instructions carefully. 

Read and carry out each instruction carefully.
1. Log on using your username and password.
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2. Click on Start
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3.  Click on Programs 
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4. Click on Microsoft Office


5. Click on Microsoft Office Excel 2010
The screen will look something like this.
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OPENING A SPREADSHEET FILE  -  SSintro

To find SSintro (and any other files you need for this section):
· Double-Click on My Computer

· Double-Click on S1 on Grove

· Double-Click on Computing

· Double-Click on SS
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SSintro and other excel files can be recognised by the           logo.

You should now see the contents of the Spreadsheet file – Ssintro 
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Activity 1a

Complete the on-screen task. Enter in the data as instructed.

Write down the data you entered in the following cells:

D8 _____ ______________
D10 ___________________

D11 ___________________ 
D12 ___________________
For each cell, write down the type of data entered - label, number or formula

D8 ____________________
D10 ___________________

D11 ___________________ 
D12 ___________________
For cell D12, write down what is :-

Displayed in the cell ______________________

The contents of the cell ____________________

Note : the formula is the contents of the cell


the answer to the formula is displayed in the cell
CLOSE THE SPREADSHEET FILE

Introduction

What is a spreadsheet?


A spreadsheet is an electronic table or grid made up of cells.


Each cell is named from the column and row which it occupies.





    columns
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rows

Values, Text and Formulae


A cell can contain one of three things:



A value or number: e.g. 47, 132, 3.6



Some text or label: e.g. Monday, Total, Average



A formula : e.g. 
= B2 + B3





= (A1 + B1 + C1) / 3






= average(C2:C10)

Activity 1b

Use the words below to complete the following sentences:

value    lettered
text    numbered
cell
formula    letter
number
A spreadsheet consists of columns which are __________________ across 

the top of the screen and rows which are __________________ at the left 

side of the screen.  Where a row and a column cross is called a __________.

A cell is referred to by its column ______________ and row _____________.

A cell can contain 3 types of data, ____________, ____________ and ____________.

Look at the diagram of the spreadsheet on the previous page.  In the 

spreadsheet, the selected (highlighted) cell is referred to as 

Cell __________________ .

Activity 1c

Below is an entry from a spreadsheet showing part of a stock check :
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Item

Month1

Month2

Total

Bounty

150

172

322

KitKat

120

118

238

Fudge

230

235

465

M&M's

140

95

235




a) Write down the contents of the following cells :


i  A2   __________
ii  A4  __________
iii  C2  ___________


iv  B4  __________
v   C5  __________
vi   D3  ___________

b) Write down the cells which contain the following labels :


i  Month1  ________
ii  Bounty  _________
iii  Total  _________

c) Write down the cells which contain the following values :


i  120    ________
ii  465    _________
iii  118    _________

d)  i  Write down a cell which contains a formula   ________

     ii Write down the formula :-    ___________

e)  Define the following terms :-

i) program      ______________________________________________________________________

ii) spreadsheet  _____________________________________________________________________

iii) column       ______________________________________________________________________

iv) row             ______________________________________________________________________

v) cell               ______________________________________________________________________

v) formula       ______________________________________________________________________
Activity 2   CREATING A NEW FILE & ENTERING NEW DATA

Click on File 

Click on New
This spreadsheet will calculate the total expenses for certain items in certain months.

Follow the instructions below the table and enter the data in a New spreadsheet 
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1.  Click in cell A1 and enter the word EXPENSES (type EXPENSES and press <enter>)
2.  Click in Cell B2 and enter the month January (type January & press <enter>)

Continue to enter the months February in Cell C2 and March in Cell D2 and TOTAL in cell E2.

2.  Click in Cell A3 and enter Clothes;  continue across the spreadsheet to enter the numbers 89, 25 and 102

3.  Repeat 2. for each row in the spreadsheet 

4.  Type TOTAL in cell A6
Formulae

These are mathematical expressions which do calculations.  For example, to find a Total for January we want to add the entries in cells B3, B4 and B5
5.   Click in cell B6 and type  = B3 + B4 + B5 & press <enter> (REMEMBER the = sign)

Write down the formulae for :-

   C6  _____________________________
D6  ________________________________

6.   Now enter these formulae in cells C6 and D6.

7.  Click in cell E3 and type  = B3+C3+D3  & press <enter>

Write down the formulae for:-

 E4  _____________________________
E5  _______________________________

8. Now enter these formulae in cells E4 and E5. 

SAVING A FILE

Click on  File 

Click on  Save As…
Enter your file name - eg  ABCAct2

CLOSING THE SPREADSHEET

To do this - click on  File  then click on  Close

To Password Protect File

Click the File tab. The Backstage view opens, click Info. In Permissions, click Protect Document. Choose the Encrypt with Password option. In the Password box, type a password. Click OK.
Activity 3
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You are required to total the sales figures to give the yearly and quarterly demand a newsagent has for a variety of magazines. By doing this, it is possible to see which magazines are more popular than others, and at which times of the year magazines sell best.

If a formula refers to more than 3 cells it becomes tedious to type in all the cell references and there is a shorter method using a Function called SUM with a RANGE of cells.

eg. the formula for the total in cell F4 would be entered as  =SUM(B4:E4)

This would add the contents of B4, C4, D4 and E4. The result is displayed in F4.

Write down the Formula you will enter for each of the totals in the magazine :-

21 Today 
Formula      =SUM(B4:E4)
    In Cell    F4
Chatterbox  
Formula      =SUM(B5:E5)
    In Cell    ____

Chic

Formula    ______________
    In Cell    ____

Heaven sent
Formula    ______________
    In Cell    ____

Just 17

Formula    ______________
    In Cell    ____

Londoner
Formula    ______________
    In Cell    ____

Music Now
Formula    ______________
    In Cell    ____

Ooh!

Formula    ______________
    In Cell    ____

Smart Set
Formula    ______________
    In Cell    ____

Teenagers
Formula    ______________
    In Cell    ____

To find the quarterly sales for the selection of magazines, enter the Formulae in the TOTAL row at the bottom of the sheet

Write down the Formula for each Quarter total :-

1st Qtr
Formula  ________________________________
In Cell  __________

2nd Qtr
Formula  ________________________________
In Cell  __________

3rd Qtr
Formula  ________________________________
In Cell  __________

4th Qtr
Formula  ________________________________
In Cell  __________

Testing the spreadsheet

Calculate what the value should be for each Total. You can use a calculator if you wish.

Enter the values in the Total row & column cells in the spreadsheet above.

Eg.  21 Today magazine :-  Total = 500 + 240 + 350 + 490 = 1580

       (1580 should appear in cell F4)

Create a New spreadsheet and enter the data as shown on the previous page, and then use a Formula including the function SUM to calculate the yearly sales for each magazine. These will appear in the TOTAL column at the right-hand side of the sheet.

When you have completed all the totals SAVE the sheet (Take FILE and SAVE AS And give it a name - e.g. Your initials and ACT3 -i.e. KSACT3)

Answer the following questions :-

Which is the most popular magazine?  ______________________________________

At which time of year do magazines sell best?  ________________________________

What was the total sales value for Teenagers? ________________________________ 

In which quarter did Ooh! Sell 75 copies? ________________________________

Change the following 2nd Qtr values as indicated below :-

Chic to  250

Just 16 to  170

Ooh! to 125

Write down which other cells have changed and their new values :-

Cell ____
New value _________

Cell ____
New value _________

Cell ____
New value _________

Cell ____
New value _________

This tests the spreadsheet. The Totals for the 2nd Qtr and each magazine should change.

Charting

A printout of data in a spreadsheet can appear very dull but you can make it more interesting if you produce the data in the form of a CHART or GRAPH. Common types used are :-

Bar Charts, Pie Charts and Line Graphs.

Create a Chart of Yearly Magazine Sales
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Highlight the cells A3 to E13
Click on Insert tab. From the Charts section click on Column  (        )

Click on the 3-D column chart nearest to the right 
Click on Layout tab, click on Chart Title and click Centred Overlay Title
Click on Chart Title and enter   Magazine Sales.
The chart will now be displayed. 

Re-size the chart to fit in the area from cells A15 to G30
Save the spreadsheet  as KSACT3 (chart will now be included)

If the chart is not displayed - click View then click Chart.

PRINTING A CHART

Click on  File 

Click on
 Print


Click   OK

Activity 3a
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A function will perform an action on a set of values. The cells which contain these values are usually described as a Range.


In the spreadsheet on the left, the average function is entered in cell B6. The average is performed on the range of cells in the brackets – B3:B5 i.e. cells B3, B4 & B5. A range of cells can be a row or a column or even rows and columns.

The function will calculate the average of the 3 values and display the answer.

You are required to create and complete the spreadsheet below. You should enter the data as displayed and formatted. You should then use the following functions :-

Sum
Average 
Minimum
Maximum
to complete the spreadsheet.

 Eg. In cell B12 enter  =SUM(B4:B10)
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Save the spreadsheet as  ABCAct3a
Answer the following questions :

List three different functions ___________________________________________________

How is a function used? ______________________________________________________
What is a range? ____________________________________________________________
What does format mean? _____________________________________________________

Activity 4

Follow the instructions below and enter data in a spreadsheet - (see the instructions below the table):
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1.  Go to Cell C1 and enter the subject heading English (type English & press <enter>)

 Continue across the spreadsheet to enter the subject headings Maths in Cell D1 and Science in Cell E1.

2.  Go to Cell A2 and enter Andrew;  continue across the spreadsheet to enter SMITH in Cell B2 and then enter all his marks in the appropriate cells - ie C2,  D2  and E2.

3. Repeat 2. for each person named in the spreadsheet 

Formulae

These are mathematical expressions which allow us to do calculations without having to repeat the same stages over and over again.  For example, to find an average we add up all the numbers and divide them by the range - ie the number of numbers there are - try it:

Find the average of 3,  6,  9.


3  +  6  +  9  =  ______.

______ ÷ ______ =  ______.

The formula to do this is  = sum of numbers ÷ number of numbers.

But it's much easier to get the computer to do it!

Activity 5
Using formulae

In Microsoft Works we use the equal sign ( = ) to start a formula.  If we want to work out average like we did above, we can, but it's much easier to key in average instead.

Let's try working out the average English mark for the class using the formula (singular of formulae) to calculate average.

1.  Go to Cell C11 and key in   =average(

2.  Now go to Cell C10 and shade up the column as far as Cell C2 by holding down the left hand mouse button - 

3.  Now type the closing bracket so that the formula reads   = average(C2:C10)
The answer 4.22222 will appear in Cell C11. 
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Format of data 

The way that data is displayed is called the Format. This can be changed in a number of different ways. eg. to 

4. Change the format of the number in cell C11 to 1 decimal place

Method From the Menu Bar Click the Home tab;  above  Number: Click on the drop down menu to choose Number
Use the two buttons indicated on the right  



    

to adjust the number of decimal places to 



    More decimal places
which the number is shown  

  





     Less Decimal Places
Cell C11 should now show 4.2.

5. Enter the average Maths & Science marks in D11  and  E11.

    Format each cell to 1 decimal place.

6. Change the format of the data displayed in C11, D11 & E11 to Bold.

Method From the Menu Bar select Format;  select Font and Style and click Bold.


 Cell C11 should now be Bold.

Editing font, border, shading etc.

(Still to be completed)

Activity 6

You should have calculated the class average marks for English, Maths and Science.  Use Cell F2 to calculate Andrew SMITH's average mark.

i.e. Type  =average(C3:E3)
Enter the average mark for each pupil in column F. 

Show the averages to 1 decimal place as before.

Your completed spreadsheet should look something like this:
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There will be minor differences - you will not have centred data nor bold print.  

Change the format of the numbers to bold & centred. (Format, Paragraph, Indents & Alignment and check the Centre box)

Activity 7
Checking the Formulae

Change the following data values and note the changes to the averages.

a) Lizzy GREEN, Maths - 8, English - 5, Science - 4

Write down changes to Maths average ___, English average ___, Science average ___

Lizzy GREEN's average ___

b) Angus GUNN, Maths - 8, English - 2, Science - 8

Write down changes to Maths average ___, English average ___, Science average ___

Angus GUNN's average ___

Extended Activity : Sort 

Like a database, the later version of the Spreadsheet will allow you to sort (ie put in order) data such as names into alphabetical order and marks into numerical order.

Use the sort command from Tools in the Menu Bar to arrange the class in order of Surname.

Sort using the English Marks to see who is first in English: _______________

Who is top of the class?  _________________________

Activity 8

You are now going to plan and prepare your own spreadsheet.  Prepare a spreadsheet which will show the total value of stock in a Tuck Shop by following these instructions carefully:

1.  Key in the name of your spreadsheet - Tuck Shop - in Cell A1
2.  In Row 3 key in the column headings in the appropriate cells:

ITEM
PRICE
     STOCK
TOTAL

3.  Now key in the 4 items listed below in the appropriate cells starting in Row 5:

Mars Bars @ 22p each



Snickers  @ 24p each

Twix  @  20p each






            Aero @ 21p each  

NOTE:  (@ means "at")

4.  Note that the PRICE will have to be in pounds NOT pence - eg the price of a Mars Bar will be £0.22.  Go to the Menu Bar and click on Format.  Click Number and then Currency.  Number of decimals is 2.  Your spreadsheet should now look like this:
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The half finished spreadsheet

5.  Complete it by adding the Cell to show the total value of the stock.

6.  To get the TOTAL value of the stock of each item use  *  to multiply the contents of the     required cells - eg


Mars Bars - TOTAL value   =(B5  *  C5)

You can get the right cell by clicking in it - DON'T  TRY  WORKING IT OUT BY EYE!  

7.  You have already used average in formulae to get average.  Make up a similar 

      formula using SUM to add up the necessary cells in Column D.

8.  Format the necessary cells in Column D as Currency.

9.  Make up some numbers (between 10 and 500, say), and enter them in the 

      STOCK column (Cells C5 to C8).
10. Go to Cell A1 and key in your name - don't worry it doesn't fit.

11. Obtain a print out.  

Activity 9

The following are details of a study of girls in S1 and S2 to determine the average height and growth.  All measurements are in metres.  Find out:

Ex 1a.  the average height for each year by completing the spreadsheet and entering the 
average formula where appropriate.

     2a.  how much each girl has grown between S1 and S2 by including a column to calculate 
the growth for each girl.
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Ex2  Use your spreadsheet created in Ex 1 to find out:-


a) the average height for S1 and S2 


b) the average growth between S1 and S2 

for the following boys given their S1 and S2 heights:
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Attach a Print out of your spreadsheet

Assume ‘Stock’ is in cell A1.
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