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UNIT INTRODUCTION

Unit 4 is Spreadsheet 1 where you will learn about the basic concepts of
Spreadsheet. The Unit consists of the following four Topics:

Topic 1: Spreadsheet

Topic 2: Creating a Sample Worksheet
Topic 3: Making Simple Calculations
Topic 4: Doing More with Spreadsheet

By the end of this Unit you will have gained the skills and proficiency in the use of
Spreadsheet programs, demonstrate skills required for Spreadsheet, use design
process to produce solutions involving Spreadsheet and demonstrate ethical values
on computer use like sharing files on one computer.
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STUDY GUIDE

Below are steps to guide you in your course study.

Step 1: Read each lesson in the Unit Book carefully. In most cases,
reading through a lesson once is not enough. It helps to read
something over several times until you understand it. You are
not expected to memorise the information in the Unit Book. You
should use it as a reference and to learn from the examples
given to illustrate important points.

Step 2: After reading the summary of the lesson, start doing the Practice
Exercise. You must do only one practice exercise at a time. Then
mark it according to the following instruction.

CHECK YOUR ANSWERS AT THE END OF TOPIC 1.

Step 3: After marking your answers, go back to the lesson and correct
any mistakes you may have made. Then move on to the next
lesson.

Step 4: After completing all the Practice Exercises, do Assignment 4.

Step 5: Now send the completed Assignment booklet to FODE for
marking.

Be honest with yourself when you are doing and marking your Practice Exercises
as well as completing your Assignment Booklets.

This Unit has a separate assignment booklet for you to use. The information at the
end of the last lesson in every Topic will let you know what to do with the assignment
exercises.

Whenever you need help and advice, contact your tutor or your Provincial
Coordinator for assistance. If you are in the NCD or Central Province, we are
available on Mondays to Fridays. You can call in anytime between 8 a.m. and 4 p.m.
We would be glad to help you.

The following icons are the symbols used in this book to indicate the parts of your
lessons. The following are the icons and their respective meanings.

We hope you enjoy learning this course. All the best!

Your Teacher
Information Technology Department

FODE
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TOPIC 1: SPREADSHEET

In this topic you will learn about the basic concepts of a Spreadsheet. The Topic is
designed to familiarise you with Spreadsheet. It aims to give you a basic
understanding of facts and concepts necessary to have a head start in the study of
computing.

Spreadsheet is more popular than ever today. It is a cornerstone of what people who
like to use big words call as "Administrative Support Systems". Even a simple
Spreadsheet gives a person enormous power to keep track of how money and
information flows through a company, or to rapidly try out several values (for a
product price or a test curve, for example) and see the result of each one.

In this topic you will study about the following:

Lesson 1 is the introduction of Spreadsheet and its purpose. You will learn about
the definition of Spreadsheet and identify the purpose of Spreadsheet.

Lesson2 is planning the content of the Spreadsheet. You will learn how to
identify the parts of and plan a Spreadsheet.

Lesson 3 is about the ethical use of files and data. You will learn the definition
and importance of ethical use of files and data.

Lesson4 is exploring the Excel Window. You will explore the Excel Window,
identify and locate its different parts.

Lesson 5 is about moving around in a Workbook. You will learn about the
meaning and importance of a workbook then explore and use certain keys to move
around it.

Lesson 6 explains saving and exiting Excel. You will learn about the definition of
saving and how to save a workbook to different locations and exit an Excel
workbook.
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Lesson 1: The Spreadsheet and Its Purpose
@ Welcome to Lesson 1 of Unit 4. Unit 4 starts with the brief history
'\J’ . and introduction of Spreadsheet.

' ﬁjp; In this lesson you will learn about the definition and purpose of
\-/, o Spreadsheet.

-

Your Aims:

7 e state the definition of a Spreadsheet
e identify the purpose of Spreadsheet

e trace the history of Spreadsheet

The Spreadsheet

Spreadsheet is the application that launched the personal computer into the business
world. The very first Spreadsheet Program, VisiCalc, was created for the Apple Il line
of computers and was an immediate success. Lotus was the first company to bring
the Spreadsheet to the IBM PC compatible with Lotus 1-2-3. Other vendors quickly
followed with their own versions of the application.

As you progress in the course, you will see different pictures of different kinds of
Spreadsheet.

What is a Spreadsheet?
A Spreadsheet provides way to set up relationships between numbers.

A Spreadsheet can make graphs, do arithmetic and create really good-looking tables,
most of which is just colourful stuff. The heart and soul of a Spreadsheet is its ability
to let you set up relationships between sets of numbers and then play with the
numbers to see what happens.

Some examples of how Spreadsheet can be useful include::
e Interest earned is 4% of the current balance per year
e The final car price is the dealer price + cost for extras + 10% commission

e My cheque book balance is the amount of the initial deposit + all the deposits
since then - all the withdrawals for the same period

By setting up correct relationships between the different values, we give ourselves
the ability to "play" with the actual numbers to see what happens.

The Purposes of Spreadsheet
The Spreadsheet has evolved to be a very useful tool to mankind. The following
items below are the different purposes of Spreadsheet.

e Spreadsheet holds and stores data.
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e Commonly used in the business and scientific fields, it can be set up in a
thousand ways using rows and columns.

e A Spreadsheet provides structure and organization of data and often makes
calculations, easier.

e |t deals with any problems that involve a lot of numbers, many of which are
dependent on each other or are likely to change as other values change.

e Spreadsheet can handle anything you might need to graph, since all
Spreadsheet have the ability to produce graphs and charts.

e You can compute any problem where you need to play with numbers in order to
find an "optimal" solution.

In some industries, Spreadsheet programs are often used heavily in the financial
sector where keeping track of numerical data is extremely important.

Brief History of Spreadsheet
Let us take a quick look at history and see how Spreadsheet came into existence.

The VisiCalc
VisiCalc, short for isible Calculator,” was the first Spreadsheet programme and the
first fully functional computer application to ran on personal computers.

The programme was created for the Apple Il computer in 1979 by Harvard Business
graduate student Dan Bricklin and his partner, Bob Frankston. VisiCalc was critical in
demonstrating that personal computers could be a useful tool for small businesses.
VisiCalc remains as the "killer” application for Apple Il because it made people want
to go out and buy the Apple Il computer.

Dan Bricklin and Bob Frankston


http://www.wisegeek.com/what-is-a-spreadsheet.htm
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Prior to the VisiCalc invention, computers could only run a few games and BASIC, a
computer programming language. It was originally called Calculedger. The VisiCalc
Spreadsheet software was a cross between a calculator and ledger. It was capable
of calculating financial projections and complex -what if° scenarios, using
mathematical relationships between numbers.

The idea came to Bricklin in the spring of 1978 while daydreaming in classes. He and
Frankston set to work on the programme, building it over a weekend on a borrowed
Apple Il computer from their friend, Dan Fylstra. This is the software company they
would partner with to market their new product. VisiCalc was a fourth generation
software programme that ran on a 32-byte Apple Il computer. It contained all the
features typically found in modern Spreadsheet software. It also included a graphical
user interface incorporating the —at you see is what you get,” or WYSIWYG design.
It used a slash-based menu system, @ functions, and was limited in size to 63
columns and 254 rows.

Screenshot of VisiCalc, the first PC spreadsheet.

The acceptance of the IBM PC following its introduction in August, 1981, began
slowly because most of the programmes available for it were translations from other
computer models. Things changed dramatically with the introduction of Lotus 1-2-3 in
November, 1982, and were released for sale in January, 1983. Since it was written
especially for the IBM PC, it had good performance and became the killer app for this
PC. Lotus 1-2-3 drove sales of the PC due to the improvements in speed and
graphics compared to VisiCalc on the Apple II.

The Lotus 1-2-3

Lotus 1-2-3 made it easier to use Spreadsheet and it added integrated charting,
plotting and database capabilities. Lotus 1-2-3 established Spreadsheet software as
a major data presentation package as well as a complex calculation tool. Lotus was
also the first Spreadsheet vendor to introduce naming cells, cell ranges and


http://www.wisegeek.com/what-is-computer-programming.htm
http://www.wisegeek.com/what-is-a-user-interface.htm
http://en.wikipedia.org/wiki/IBM_PC
http://en.wikipedia.org/wiki/Lotus_1-2-3
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For creating Spreadsheet macros, Kapor was the VisiCalc product manager at
Personal Software for about six months in 1980. He also designed and programmed
Visiplot/Visitrend which he sold to Personal Software (VisiCorp)for $1 million.

Part of that money along with funds from venture capitalist Ben Rosen was used to
start Lotus Development Corporation in 1982. Kapor co-founded Lotus Development
Corporation with Jonathan Sachs. Before he co-founded Lotus, Kapor disclosed and
offered Personal Software (VisiCorp) his initial Lotus program. VisiCorp executives
declined the offer because Lotus 1-2-3's functionality was "too limited". Lotus 1-2-3 is
still one of the all-time best selling application software packages in the world.

The figure below shows the most famous and world wide Spreadsheet programme
that users ever had when it comes to accounting.

Screen shot of Lotus 1-2-3
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The Microsoft Excel

The next milestone in Spreadsheet was by the Microsoft Excel. Excel was originally
written for the 512K Apple Macintosh in 1984-1985. Excel was one of the first
spreadsheets to use a graphical user interface with pull down menus and a point and
click capability using a pointing device such as a mouse.

Since Excel used a graphical user interface it was easier for most people to use than
the command line interface that most PC-DOS spreadsheet products relied on. Many
people bought Apple Macintoshes so that they could use Bill Gates' Excel
spreadsheet program.

By the late 1980s many companies had introduced spreadsheet products.
Spreadsheet products and the spreadsheet software industry were maturing.
Microsoft and Bill Gates had joined the battle for an innovative Excel spreadsheet.
Lotus had acquired Software Arts and the rights to VisiCalc. Jim Manzi had become
CEO at Lotus in April 1986 and in July 1986 Mitch Kapor resigned as Chairman of
the Board. The spreadsheet entrepreneurs were moving on.

Spreadsheet has a wide range of uses. They can be used as a simple way to store
numerical data or as an analytical tool making use of complex mathematical
formulas, to solve complex numerical problems.

/ Activity 1: Answer the following questions.

A. Complete the following questions by providing your answers in the
space provided.

1. Define Spreadsheet.

2. List down five (5) purposes of Spreadsheet.



http://www.microsoft.com/
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d.

B. Write the correct word or phrase in the blank.

1. VisiCalc is short for — . was the first Spreadsheet
program and the first fully functional computer application to run on personal
computers.

2. The program was created for the computer in 1979 by
Harvard Business graduate student and his partner, Bob
Frankston.

3. Originally called , the VisiCalc Spreadsheet software was a

cross between a calculator and ledger, capable of calculating financial
projections and complex -what if” scenarios, using mathematical relationships
between numbers.

WYSIWYG means

5. is one of the all-time best selling application software
packages in the world.

Thank you for completing this activity. Now, you may go to the end of this lesson to
check your answers. Make sure you do the necessary corrections before moving on
to the next part of this lesson.

Summary

You have come to the end of Lesson 1. In this lesson you learnt
the basic understanding of facts and concepts necessary in the
study of Spreadsheet.

NOW DO PRACTICE EXERCISE 1 ON THE NEXT PAGE.



http://www.wisegeek.com/what-is-a-spreadsheet.htm
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Practice Exercise: 1

A. Write T if the given statement is correct and F if it is incorrect.

1. Lotus was the first company to bring the Spreadsheet to the IBM PC
compatible with Lotus 1-2-3.

2. Spreadsheet can be used as a simple way to store numerical data or as tool to
analyse complex mathematical formulas.

3. Spreadsheet is a way to set up relationships between numbers.

4. Spreadsheet is commonly used in the business and scientific fields. A
Spreadsheet can be set up in various ways using rows and columns.

5. VisiCalc is short for Visual Calculator.

6. All Spreadsheet programs have a graphing program built into them.

7. Spreadsheet is the solution for any problem that involves a lot of numbers.
8. Accountants and bankers are likely to use Spreadsheet daily.

9. Spreadsheet programs are often used heavily in some industries for their

financial sector where keeping track of numerical data is extremely important.

10. Spreadsheet will make graphs, do arithmetic and create really good-
looking pictures.

B. Choose the correct words from the box. Write the answers on the spaces

provided.
numbers mathematical VisiCalc numerical
1. The very first Spreadsheet, , was created for the Apple I

line of computers.

2. Spreadsheet be used as a simple way to store data or as an
analytical tool making use of complex formulas.
3. The heart and soul of a Spreadsheet is its ability to let you set up relationships

between sets of

CHECK YOUR WORK. ANSWERS ARE AT THE END OF TOPIC 1.
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Answers to Activity 1

A. 1. The definition of Spreadsheet

B. 1.

A Spreadsheet is a way to set up relationships between numbers. A
Spreadsheet will make graphs, do arithmetic and create really good-
looking tables.

Purposes of Spreadsheet: (Any of these 5 answers)

a.

b.

Spreadsheet holds and stores data.

Commonly used in the business and scientific fields. A Spreadsheet
can be set up in various ways using rows and columns.

A Spreadsheet provides structure and organization for data and often
makes calculations.

Any problem that involves a lot of numbers, many of which are
dependent on each other or are likely to change.

Anything you might need to graph, since all Spreadsheet have a
graphing program built into them.

Any problem where you need to play with numbers in order to find an
"optimal" solution.

In some industries, Spreadsheet programs are often used heavily in the
financial sector where keeping track of numerical data is extremely
important.

Accountants and bankers are likely to use Spreadsheet every day.

Visible Calculator

Apple Il, Dan Bricklin

Calculedger

What you see is what you get.

Lotus 123
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Lesson 2: Planning the Content of Spreadsheet
c Welcome to Lesson 2 of Unit 4. In Lesson 1, you learned about
s the history, definition and purposes of Spreadsheet.

NS .
_ ﬁj/ _5/‘ In this lesson you will plan the content of a Spreadsheet.

Planning the Content of a Spreadsheet

In Lesson 1 we discussed the purposes of a Spreadsheet. Now let us discuss the
uses of Spreadsheet. A Spreadsheet can be used in the home and in business to do
the following:

e budget preparation e investment analysis

e working trial balances e payroll

e business modelling ¢ real estate management
e sales forecasting o taxes

investment proposals

Spreadsheet can be used for completing any data calculation involving numbers and
text normally performed with pencil, paper, and calculator.

When dealing with a problem, you should try to develop a plan for handling it as early
in the process as possible. A lot of additional work can be avoided by prior planning.
Your end product will look better, and you will avoid unnecessary changes later on.

The steps in the planning process are:

e Determining the purposes — The first step is to determine exactly what the
purpose or goal of the worksheet is. In other words, what do you want it to do
for you? What inputs will be necessary to provide to the worksheet? What
outputs do you want the Spreadsheet to generate? Are printed reports needed
to make the information provide useful?

e Planning — The second step is to plan a blueprint for your worksheet on
paper. This blueprint should maintain the same rectangular format presented
by the screen you are using. It should include all screens that will have
explanations to you or other users. Remember that you may use this
Spreadsheet only once a year and may not remember the notes of your
Spreadsheet
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logic after such a long separation. You should also plan how you will
manipulate your data.

e Building and Testing- The third step is to build and test your spreadsheet. If
you have planned everything properly, this should go smoothly. Testing the
Spreadsheet involves making sure that it manipulates the data correctly. A lot
of things can go wrong-for instance, a formula might reference an incorrect
cell, or it might be entered incorrectly.

e Documenting- The final step is to finish the documentation for using the
spreadsheet. Some of this documentation is included within the spreadsheet
itself, but a lot of other concepts may have to be covered to allow a user other
than the spreadsheet’s author to operate it effectively. In addition, limitations
on inputs and outputs must be communicated and if the worksheet is to be
used as a template within an organization, its date of creation and its author’s
name and telephone number must be provided.

Suppose your family owns a grocery store with the following departments: Deli,
Bakery, Liquor, Grocery, Produce and Meat. It is the end of the year and your Dad
would like to compare the sales of the various departments for last year and this
year, keeping track of the overall change in sales (either positive + or negative - ) and
the percentage change in sales for each of the departments.

You have volunteered to help your Dad develop this report manually. To ease the
calculation process so that the correct numbers are included in each calculation, you
have also decided to use standard lined paper divided into number of columns. This
type of paper is often referred to as worksheet paper.

CJ i Horizontal Axis

< { Vertical Axis ]

Manual Worksheet
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Apart from this worksheet paper, you need a pencil, an eraser, a ruler, and a
calculator to make a manual Spreadsheet.

In designing the report, you decide that the easiest way to present the data is to have
the vertical axis and the horizontal axis.

/ Activity 1: Answer each question.
1. State the uses of spreadsheet in a business:
a. f.
b. g.
C. h.
d. i
e.
2. What are the five planning steps in preparing a Spreadsheet?
a. d.
b. e.
C.
3. List down the materials you will need to make a manual Spreadsheet.
a. d.
b. e.
C.

Thank you for completing this activity. Now, you may go to the end of this lesson to
check your answers. Make sure you do the necessary corrections before moving on
to the next part of this lesson.

Summary

You have come to the end of Lesson 2. In this lesson you learnt
the purposes of Spreadsheet and the planning process to make
the Spreadsheet look better and also to avoid unnecessary
changes later on.

In addition to this, we looked at a standard lined paper divided
into number of columns referred to as the worksheet paper.

NOW DO PRACTICE EXERCISE 2 ON THE NEXT PAGE.
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Practice Exercise: 2

1. Complete the manual worksheet by entering it with the given data. The first
one is done for you as an example.

The given data:

Department Last Year This Year
Deli 700 515
Bakery 1000 1100
Liquor 1200 1400
Grocery 2500 2900
Produce 950 1000
Meat 1500 1410

2. Comparative Sales Report for the last two years.
Department Last Year This Year

1 | Deli 7/0/0 5/1|5

CHECK YOUR WORK. ANSWERS ARE AT THE END OF TOPIC 1.

Answers to Activity

1. The uses of Spreadsheet in a business
a. budget preparation
b working trial balances
C. business modelling
d sales forecasting
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Five planning steps in doing a Spreadsheet
a.
b.
C.
d.
e.

The materials needed to make a manual Spreadsheet

investment analysis
payroll

real estate management
taxes

investment proposals

Determining the purposes
Planning

Building

Testing

Documenting

pencil
paper
calculator
eraser

ruler

TOPIC 1 LESSON 2
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Lesson 3: Ethical Use of Files and Data
G Welcome to Lesson 3 of Unit 4. In Lesson 2, you learnt about the
;4 planning process and the purposes of Spreadsheet.

) -:f In this lesson we will discuss the ethical issues on how
\ // institutions use the Spreadsheet, its complexity and potential risk
- and issues.

Your Aims:

. e demonstrate an understanding of the ethical use
=% i  Of files and data

e appreciate the ethical use of files and data

The Ethical Use of Files and Data

Many companies rely on Spreadsheet as a key component in their financial reporting
and operational processes. However, it is clear that the flexibility of Spreadsheet has
sometimes come at a cost.

Legal and Ethical Issues in Spreadsheet
Microsoft Excel is frequently used to create Spreadsheet for sensitive legal and
business documents such as business plans, contracts and financial information.

Because these documents can expose businesses to legal and ethical liability, it is
important to incorporate ethical considerations into Spreadsheet design.

Background

Spreadsheet typically have a wide range of complexity and usage. It is important to
separate the complexity and usage issues, as the control requirements may be
different for a complex Spreadsheet used by one person with specific expertise than
for a Spreadsheet used and modified by many people. Whatever the situation,
companies need to carefully evaluate if it is possible to implement adequate controls
over the Spreadsheet supporting significant accounts and disclosures.

The use of Spreadsheet—and, more importantly, the lack of controls over
Spreadsheet—has been a contributing factor in financial reporting errors at a number
of companies.

The examples included here highlight the importance of understanding how
Spreadsheet are used in a company’s financial reporting process and evaluating the
controls over Spreadsheet as part of the company’s overall process.

How Institutions Use the Spreadsheet
To assess how institutions like a school are using Spreadsheet, it is helpful to
categorize both the uses and complexity of Spreadsheet.

The uses of information contained in Spreadsheet can be grouped into the following
categories:
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1. Operational
Spreadsheet used to facilitate tracking and monitoring of workflow to support
operational processes. These may be used to monitor and control that
financial transactions are captured accurately and completely.

2. Analytical/Management Information
These may be used to make sure financial amounts are fair and sensible.

3. Financial
Spreadsheet used to directly determine financial statement transaction
amounts or balances that are populated into the general ledger and/or
financial statements.

The complexity of Spreadsheet may be categorized in the following manner:

1. Low
This is the Spreadsheet which serves as an electronic logging and information
tracking system.

2. Moderate
This is the Spreadsheet which performs simple calculations such as using
formulas to total certain fields or calculate new values by multiplying two or
more cells.

3. High

This is the Spreadsheet which supports complex calculations, valuations and
modelling tools.

Potential Risks and Issues with Spreadsheet
When evaluating the risk and significance of potential Spreadsheet issues, consider
the following:

a. Complexity of the Spreadsheet and calculations.

b. Purpose and use of the Spreadsheet.

C. Number of Spreadsheet users.

d. Type of potential input, logic, and interface errors.

e. Size of the Spreadsheet.

f. Degree of understanding and documentation of the Spreadsheet requirements

by the developer.
g. Uses of the Spreadsheet output.
h. Frequency and extent of changes and modifications to the Spreadsheet.

i. Development, developer (and training) and testing of the Spreadsheet before
it is utilized.
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Activity 1: Answer each question.

Discuss and list briefly the legal and ethical issues in Spreadsheet.

State the nine (9) potential risks and issues with Spreadsheet.

T o

@ ™ o o o

Thank you for completing this activity. Now, you may go to the end of this lesson to
check your answers. Make sure you do the necessary corrections before moving on
to the next part of this lesson.

Summary

You have come to the end of Lesson 3. In this lesson you learnt
and understand the ethical use of files and data, and appreciate
the ethical use of files and data.

NOW DO PRACTICE EXERCISE 3 ON THE NEXT PAGE.
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Practice Exercise: 3

A. Write T if the statement is correct and write F if it is incorrect.

—

Many companies rely on Spreadsheet as a key component in their financial
reporting and operational processes.

2. Microsoft Excel is frequently used to create Spreadsheet for sensitive legal
and business documents such as business plans, contracts and financial
information.

3. Spreadsheet typically has a wide range of complexity and usage.

4. As some companies have discovered, errors in relatively simple Spreadsheet

can result in potential material misstatements in their financial results.

5. Spreadsheet is used and modified by many people.
6. Spreadsheet is used in a company’s financial reporting.
7. Spreadsheet is used to facilitate tracking and monitoring of workflow to

support operational processes.

8. Spreadsheet serves as an electronic logging and information tracking
system.
9. Moderate Spreadsheet can perform simple calculation.

10. Spreadsheet does not support complex calculations, valuations and
modelling tools.

CHECK YOUR WORK. ANSWERS ARE AT THE END OF TOPIC 1.

Answers to Activity 1
1. The legal and ethical issues in Spreadsheet.

Many companies rely on Spreadsheet as a key component in their financial
reporting and operational processes. It is important that management identify
where control breakdowns could lead to potential material misstatements and
that controls for significant Spreadsheet be documented, evaluated and
tested. Understanding how Spreadsheet are used and the adequacy of related
controls is a critical part of management’s assessment of the effectiveness of
its internal control over financial reporting.

2. Potential Risks and Issues with Spreadsheet

a. Complexity of the Spreadsheet and calculations.
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b.

Purpose and use of the Spreadsheet.

Number of Spreadsheet users.

Type of potential input, logic, and interface errors.
Size of the Spreadsheet.

Degree of understanding and documentation of the Spreadsheet
requirements by the developer.

Uses of the Spreadsheet output.

Frequency and extent of changes and modifications to the
Spreadsheet.

Development, developer (and training) and testing of the Spreadsheet
before it is utilized.
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Lesson 4: Exploring the Excel Window

Welcome to Lesson 4 of Unit 4. In Lesson 3, you learnt about
the ethical issues about the use of Spreadsheet.

~. / . Inthis lesson you will be able to define and identify the Excel
_ Bﬁ \,J #  window then differentiate and locate its parts.
\/

Your Aims:

e identify the parts of an Excel window

o differentiate the functions of each parts

¢ l|ocate the different parts of an Excel window

The Microsoft Excel

Microsoft Excel (MS Excel) 2010 is the newest version of Microsoft Office’s
Spreadsheet program. It is a powerful spreadsheet program that allows you to
organise and graph data, complete calculations, make decisions, develop reports,
publish data on the Web, and access real time data from Web sites. Excel 2010
takes advantage of a new, results-oriented user interface to make powerful
productivity tools easily accessible. If you are worried about capacity, Excel 2010
now accommodates 1 million rows and 16,000 columns.

It also allows you to store, organise, and analyse information. It replaces the
Microsoft Button menu from Excel 2007. The Excel 2010 interface is very similar to
Excel 2007. But if you are new to Excel, it will take some time to learn to move
around an Excel workbook. The picture on the right side is the MS Excel .

]
X3

Before we start, let us first define some of the terms that we will use in this lesson.
You will see the diagram of Excel 2010 on the next page.

1. Quick Access Toolbar - is located above the Ribbon, and it lets you access
common commands no matter which tabs you are on. By default, it shows the
Save, Undo, and Repeat commands.

2. Ribbons — contain multiple tabs each with several groups of commands.

3. Formula Bar — displays information entered or being entered as you type-in
the current or active cell. The contents of a cell can also be edited in the
Formula Bar.

4. Name Box — shows the cell address of the current selection or active cell.

5. Active Cell (Cell Address) — is an intersection of a column and row. It is the

selected cell and the location of what is being modified.

6. Sheet Tabs — separates workbooks into worksheets. It is a workbook by
defaults to three worksheets. A workbook must contain at least one
worksheet.
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7. Rows — are represented by numbers that appear on the left and then run
down the Excel program window.

8. Columns — are represented by alphabetic characters across the top of the
Excel screen.

9. Vertical Scroll Bar — located along the right edge of the Excel window is used
to move up or down the spreadsheet.

10. Horizontal Scroll Bar — located at the bottom of the screen is used to move
left or right across the spreadsheet.

Study the diagram below to familiarize yourself with the Microsoft Excel 2010
Environment.

Quick Access Toolbar Formula Bar

Menu
—"

[

— = I

—_ \
Name Box Columns
Active cell Vertical Scroll Bar
B Rows
Sheet Tabs Horizontal Scroll Bar
)

The Microsoft Excel 2010 Environment

How to Open an Excel Program

Now that you know the terms used in Microsoft Excel, let us explore the Excel 2010
environment. The following steps will teach you how to open an Excel Program.
Carefully follow each step. Be sure to have your computer ready.

1. Click the Start button. -

, &( Getting Sarted
2. Click All Programs. @ P

© Sticky Notes

% Snigping Tool

<o paim

il XPS Viewer
¥ Windews ¥ and Sean
‘_‘é‘) Remote Desktop Connedtion

> Al Progsams
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3. Click MS Office folder in the menu.

4. Click Microsoft Excel 2010 program icon.

CyberLink YouCam =
FilesFrog Update Checker
Free YouTube Downloader
. Fruityloops 3
. Games
. GOM Player
. Google Chrome
. HP
. Intel
. K-Lite Codec Pack
. Maintenance
. Microsoft Encarta
. Microsoft Office
@ Microsoft Access 2010
[&] Microsoft Excel 2010
@ Microsoft InfoPath Designer 2010
m Microsoft InfoPath Filler 2010
@ Microsoft OneMote 2010
| O] Microsoft Outlock 2010
|E| Microsoft PowerP oint 2010
[B] Micrasaft Publisher 2010
@ Microsoft SharePoint Workspace 201
(W] Microsoft Word 2010
. Microsoft Office 2010 Tools -

Back

The Functions of Excel
Microsoft Excel serves a variety of functions. Study the different functions of the MS
Excel.

1. The Ribbon
The Ribbon contains multiple tabs, each with several groups of
commands. You can add your own tabs that contain your favourite
commands.

The Ribbon
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2. The Quick Access Toolbar
The Quick Access Toolbar is located above the Ribbon, and it lets you
access common commands no matter which tab you are on. By default, it
shows the Save, Undo, and Repeat commands. You can add other
commands to make it more convenient for you.

L)

Quick Access Toolbar

How to Close an Excel Program

After studying how to open an MS Excel program, it would be proper to learn how to
properly close the program. The following steps will guide you on how to properly
close an Excel program.

1. Click Close in the upper right side of your workbook.

-
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2. Click Don’t Save, if you are asked to save changes as book 1.
rMiCI‘GS-Dﬂ Excel g1
.«"'I!HE Do you want to save the changes you made to ‘Book1'?
[ Save ]( Don't Save )[ Cancel
b = |
Activity 1: Follow the instructions below.
A. By using the Start Menu
1. Click the Start button.
% Snigping Tool
=H M'-devr.'h-ndsurt
%Wel)eshcp('ome«im
2. See if you have the MS Excel Icon.
3. Click the File Tab.
4. Click Close E=—=--, to close your workbook.
B. By using MS Excel Icon from the desktop
1. From the desktop, position your mouse on top of your MS Excel icon S
then double click the left button of your mouse.
2. Click Closef=&2, to close your workbook.


http://upload.wikimedia.org/wikipedia/en/b/b3/Microsoft_Excel_2010_icon.png
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C. By using MS Excel from the MS Office 2010 Menu Folder
1. Follow the steps you performed earlier in MS Excel on page 31.

2. Close your workbook.

Thank you for completing this activity. Make sure you do the necessary corrections to
practice more the skills before moving on to the next part of this lesson.

Summary

You have come to the end of Lesson 4. In this lesson, you have
learnt some of the definitions of an Excel Window and to identify
the parts of an Excel window. You have also learnt how to open
and close an Excel workbook and some of the important parts of
Excel.

NOW DO PRACTICE EXERCISE 4 ON THE NEXT PAGE.
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Practice Exercise: 4

Label the parts of the MS Excel Screen.

1. 4,

2. 5.

3. 6.

B. Fill in the blanks with the word or phrase.

1. Worksheets contain numerical information presented in tabular row and

format with text that labels the data. They can also contain
graphics and charts.

2. Quick Access Toolbar is located above the ,and it lets you
access common commands no matter which tabs you are on. By default, it
shows the Save, Undo, and Repeat commands.

3. The Name Box shows the of the current cell selection or active
cell.

4. is represented by numbers that appear on the left and then run
down the Excel program window.

5. The Vertical Scroll Bar located along the right edge of the screen is used to

move or the spreadsheet program
window.

CHECK YOUR WORK. ANSWERS ARE AT THE END OF TOPIC 1.
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Lesson 5: Moving Around in the Workbook
c Welcome to Lesson 5 of Unit 4. In Lesson 4, you learned to identify,
7 differentiate and locate the parts of an Excel window.

tg ,@ In this lesson you will get to know how to explore and move around
.

a
Q the workbook.

=% i ® define the meaning of a workbook

Your Aims:

e explore the workbook

e use certain keys to move around the workbook

The Excel Worksheet

A blank workbook is displayed when you open a new Excel document and is named
Book 1. The workbook looks like a notebook and contains sheets, called
worksheets.

A new workbook contains three default worksheets. More worksheet can be added to
it. Each sheet has a name displayed on a sheet tab at the bottom of the workbook.
An array of cells is called a sheet or worksheet. Technically a worksheet is a single
document inside a workbook but we often use the terms worksheet, Spreadsheet and
workbook to mean the same things. Worksheets contain numerical information
presented in tabular row and column format with text that labels the data. They can

also contain graphics and charts.

T

| Rook1- Title Rar

/ Sheet tabs/Worksheet tabs

A screenshot of MS Excel workbook
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A worksheet is organised into a rectangular grid containing columns (vertical) and
rows (horizontal).

To identify a column, there is a column letter/column heading above the grid. To
identify a row, there is a row number/ row heading on the left side of the grid. Look at
the sample given below.

Columns

Rows

A screenshot showing the rows and columns of the worksheet

The intersection of each column and row within a worksheet is called a cell and it is
basic unit into which you enter data. A cell in Excel is simply an individual container for
data which is like a box or a pigeonhole.

The active cell or the cell that can be used reveals a dark border. All other cells reveal
a light grey border. Each cell has a name. Its name is comprised of two parts: the
column letter and the row number. In the picture below the cell A1, formed by the
intersection of Column A and Row 1. It has the dark border. It is the active cell.

Cell
addfess ©
S cor |

A screen shot showing the active cell



GR 9 D&T- COMPUTING u4 36 TOPIC 1 LESSON 5

Moving Around the Worksheet
You can move around the Spreadsheet in several ways.

1. By Moving the Cell Pointer
« To activate any cell, point to a cell with the mouse and click.
o To move the pointer one cell to the left, right, up, or down, use the
keyboard arrow keys.
2. By Scrolling Through the worksheet

The vertical scroll bar located along the right edge of the screen is used to
move up or down the Spreadsheet. The horizontal scroll bar located at the
bottom of the screen is used to move left or right across the Spreadsheet.

Vertical Scroll Bar

Horizontal scroll bar

A screenshot showing the scroll bars

The PageUp and PageDown keys on the keyboard are used to move the
cursor up or down one screen at a time.

Other keys that move the active cell are Home, which moves to the first
column on the current row, and Ctrl+Home, which moves the cursor to the
top left corner of the Spreadsheet or cell A1.

3. Moving between worksheets
As mentioned, each Workbook has three worksheets by default. These
worksheets are represented by tabs - named Sheet1, Sheet2 and Sheet3 -
that appear at the bottom of the Excel window.
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4. To Move from one worksheet to another worksheet
Click on the sheet tab (Sheet1, Sheet2 or Sheet 3) that you want to display.

Sheet Tabs/Worksheet tabs

Some Important Facts

Here are some more important facts that you need to remember about
Microsoft Excel.

o A workbook is made up of three worksheets by default.

. The worksheets are labelled Sheet1, Sheet2, and Sheet3.

o Each Excel worksheet is made up of columns and rows.

o In order to access a worksheet, click on the tab Sheet Tab.

o Each cell has a unique cell address made up of a column and row.

o The active cell is the cell that receives the data or the command
given to it.

° A darkened border, called the cell pointer, identifies it.

Using the arrow keys to move one cell at a time in the appropriate direction, you can
use the following shortcuts to navigate further fields. The descriptions may sound
confusing, but if you spend a couple of minutes trying them out, you will get used to
them.
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This next section will provide you some basic knowledge on short cut keys that you
can use as you explore the Microsoft Excel Program.

Shortcut Actions
Study the different ways on how to apply short cuts to different command in using the
MS Excel.

Ctrl-down
arrow

Ctrl-up arrow

Think about the column the cursor is currently in. If the active cell
is in a range of cells holding data, the cursor jumps to the bottom
most cell in that range. When the active cell is empty, the cursor
jumps to the next cell down that contains the data.

If the active cell is in a range of cells holding data, the cursor
jumps to the cell topmost cell in that range. When the active cell
is empty, the cursor jumps to the next cell that contains the data.

If the active cell is in a range of cells holding data, the cursor
Ctrl-left . . .
, jumps to the left most cell or right most cell in the range. When
arrow/Ctrl-right ) ) )
arrow the active cell is empty, the cursor jumps to the next cell that

Page-up/Page

contains data.

Displays the previous and next page in the worksheet

down
Ctrl-home Jumps to the very beginning of worksheet, i.e. cell A1
Ctrl-page Jumps to the next/previous worksheet in the workbook
down/ctrl-
page up
Jumps to the end of the section of the worksheet that contains
Ctrl-end
data
Activity 1: Follow the instructions below to complete the activity.

A. Follow the steps below on how to move around in the workbook.

1. Click on each of the three (3) worksheets tabs-Sheet 1, Sheet 2 and Sheet 3
to practice moving from sheet to sheet in the workbook.
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Worksheet Tabs

— I

2. Scroll up and down the worksheet by using the Page Up (Pg Up) and Page
Down (Pg Dn) key. Use the horizontal and vertical scrollbars to practice
scrolling up, down, left and right in the worksheet.

Scroll Bars -
3. Use the Shortcut keys to move your active cell to different locations according
to the commands given in numbers 1 and 2.
B. Make B3 your active cell and follow the instructions.
1. Ctrl-down arrow  What will happen when you press this short cut keys in

Excel?
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2. Ctrl-up arrow What happens when you press this short cut key in Excel?

3. Ctrl-home What happens when you press this short cut key in Excel?

Thank you for completing this activity. Make sure you do the necessary corrections to
practice more the skills before moving on to the next part of this lesson.

Summary

You have come to the end of Lesson 5. In this lesson, you have
learnt how to move around the workbook. You explored and
followed the steps on how to move around in Excel workbook. You
also navigated certain short cut keys to move quickly through our
workbook.

NOW DO PRACTICE EXERCISE 5 ON THE NEXT PAGE.
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Practice Exercise: 5

A. Write T if the statement is True and F if it is false.

1. A workbook looks like a notebook and contains sheets, called worksheets.

2. A worksheet is organised into a rectangular grid containing columns (vertical)
and rows (horizontal).

3. The intersection of each column and row within a worksheet is called a cell
and it is the basic unit into which you enter data.

4, The worksheets are labelled Sheet1, Sheet2, and Sheet3.

5. The horizontal scroll bar located along the right edge of the screen is used to
move up or down the Spreadsheet.

B. Choose the correct command from the pool of commands below to match
to each description. Write the correct letter next to the number.

A. Ctrl-home E. Ctrl-up arrow

B. Ctrl-end F. Ctrl-Page Up/Ctrl-Page Dn
C. Page Up/Page Dn G. Ctrl-right arrow/Ctrl-left arrow
D. Ctrl-down arrow

1. Think about the column the cursor is currently in. If the active cell is in a
range of cells holding data, the cursor jumps to the bottommost cell in
that range. When the active cell is empty, the cursor jumps to the next
cell down that contains data.

2. If the active cell is in a range of cells holding data, the cursor jumps to
the left most cell or right most cell in the range. When the active cell is
empty, the cursor jumps to the next cell that contains data.

3. If the active cell is in a range of cells holding data, the cursor jumps to
the cell topmost cell in that range. When the active cell is empty, the
cursor jumps to the next cell that contains data.

4. This command results to jumping to the end of the section of the
worksheet that contains data.

5. This command results to jumping to the next or previous worksheet in
the workbook.

6. This command results to jumping to the very beginning of worksheet,
that is Cell A1.
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7. This command displays the previous and next page in the worksheet.

CHECK YOUR WORK. ANSWERS ARE AT THE END OF TOPIC 1.

Answers to Activity

1. Ctrl-down arrow
Think about the column the cursor is currently in. When the active cell is in a
range of cells holding data, the cursor jumps to the bottommost cell in that
range. When the active cell is empty, the cursor jumps to the next cell down
that contains data.

2. Ctrl-up arrow
If the active cell is in a range of cells holding data, the cursor jumps to the
topmost cell in that range. When the active cell is empty, the cursor jumps to
the next cell that contains data.

3. Ctrl-home
Jumps to the very beginning of worksheet.
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Lesson 6: Saving and Exiting Excel
e Welcome to Lesson 6 of Unit 1. In Lesson 5, you learned how
- to move around the workbook.

o ,
/‘ \g/ gj In this lesson you will define what Saving means in Excel,
' )ﬁ j? identify the differences between the commands: New, Open,
\/,, a Save and Save As and learn how to exit Excel.

<)

\‘W' e define saving

Your Aims:

e save a workbook in different locations

e exit Excel workbook

Understanding File Terms

The File menu contains all the operations that we will discuss in this lesson. The
following terms New, Open, Close, Save and Save As will assist you in
understanding the lesson. Study them carefully.

. New - a command that is used to create a new Workbook.

Open - a command that is used to open an existing file from a flash
drive or hard drive of your computer.

o Close - a command that is used to close a Spreadsheet.

. Save As- a command that is used to save a new file for the first time or
save an existing file with a different name.

o Save- a command that is used to save a file that has had changes
made to it. If you close the workbook without saving then any
changes made will be lost.

Creating a Workbook
A blank workbook is displayed when Microsoft Excel is first opened. You can type
information or design a layout directly in this blank workbook.

How to Create an Excel Workbook

Creating an Excel Workbook is the next step in using the Microsoft Excel after
learning how to open the program. The following steps and illustrations below will
guide you on how to create a workbook.

1. Choose File from the menu bar.
2. Click New.

As you can see after clicking New, the Blank workbook from the Available Templates
is highlighted with a yellow colour.
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(D

O—

3. From the right hand side of the screen you can see the Create icon of the
workbook, click create for a Blank Workbook.

®7

Saving a Workbook
Every workbook created in Excel must be saved and assigned a name to distinguish
it from other workbooks.

The first time you save a workbook, Excel will prompt you to assign a name through
the Save As operation. Once the file is assigned with a name, any additional
changes made to the Spreadsheet will be saved using the Save command.
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How to Save a New Workbook

Now that you know how to use the Save command, let us look at how you can use
the Save As command. The Save As command enables you to save a new Excel
Workbook or save an existing Excel workbook file with a new file name. The following

TOPIC 1 LESSON 6

steps below will assist you learn how to save a new Excel Workbook.

The Save As Command

Follow the steps below on how to use the Save As command.

1. Choose File from the menu bar.
2.
an Excel for the first time.
—
3.

Save as command.

Click Save As with your mouse. Choose the Save As command when saving

The following dialogue window will appear in your screen after pressing the

(@ > E=

—

‘\J\J f& b Libraries » D ts » MyDe 4 > I ‘s H 53'-":1' My Documents ol
Organize » New folder . @
(¥ Microscftecet - Documents library ROl

| | My Documents S i T
U Faverites ‘ | = 2 ¥ £ ~
W & o d o 3
7] {& i 7 |=
22 Libradies ‘ | ik ] £ fi ‘ E
| 4 Avatar Bluctocth Beggle Cybeink  FODE012  GomPlayer |
s ] i Folder Supreme
% Computer 14 Decuments
&, Local Disk(C) " e Y = . y
< Data (D) i i i §at } f'& =
Media (E) fi b : fa !
e ~  GORDON W fucky MyDota  MyMusic MyPictures ~
@ File nam@ > -
Save ag type: {Excd Workbook t]
Authers: s0nY Tage Addatag
[F1S2ve Thumbnail
= Hide Folders Toots v [ swe 1 [ cConca |
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Type a filename into your File Name box, (Book 1 was highlighted). Since you
do not have your data in your workbook, then you will just leave it as Book 1

as your filename.

If you are saving the file for the first time and you do not choose a file name,
Microsoft Excel will assign a file name for you.

Try to decide where the file should be saved either in your flash drive or in My
Documents/ Documents.

My Documents/Documents folders are on top of the File name box, you will
just click which particular folder you want to save your workbook.

You can also create a new folder from your documents by clicking the right
button of your mouse and choose New.

After clicking New it will show you the next icons from the new command.

Drag your mouse to the topmost which is the Folder.

{ \
(] Save As \Z) | | rosoft Ex
L) [k » Libraries » Documents\&My Documents » ) v I Ao 2 l l Segreh Ml Documents o E
—r - - > I B el X
Organize v New folder = @ |
i !Z] — — : - - — - 3 To.g
(] Microset Excel = Documents library : o
Arfange by:  Folder v i,y
My Decuments
W Favorites l l é ;[. % ,.‘ i} / E = ==
Bl e Buetooth ;;,.' Cyb{ tine| B Folder
3 tibraries | vatar ueteo oggle erLin
e i l Folder Supreme £ ortcut
! Doccuments @ 5
15 Camputer i n Y . @ 3] Microsoft ﬁtccess Database
1, Local Disk (C) }“’ l(zk ;l;;‘;e b-yA . ~-J;- H Windows Bitmap Image
s Data (D) GOR[.;.ON Lb;:r G Contact
= Media (E) = SEC View » | @) Microsoft Word Document
= Sort by » | @] Microsoft PowerPeint Presentation
File name: Bookl Group by | @5 Photeshop Image
Save as type: [Excel Workbook | Refresh () Microsoft Publisher Document
Authors: sOnY Pacte 8 WinRAR archive
s : { Paste shortcut [Tk Gocument
[7]Save Thumbnail @) Microsoft Excel Worksheet
£ Wi » -
6 Iy ith WinRAR ZIP archive
“ Hide Folders il » Briefcase

o

"

e |
1

Properties

B e mﬁﬂ

Click the right button of your mouse after choosing a Folder.
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(%] Save As
/ey ' L » Libraries » Documents » MyDocuments » v [ 44 ' [ Seareh My Documents o!
Organize v New folder s

7 B @
(] Microscft Excel l—:] Documents Iibrary

Arrange by:  Folder ¥
My Decuments g

I Favorites

3 Libraries EE ,l“s ;{L I ' t’a') k ]

| GORDON Low My Data MyMusic My Pictures |

. C Sources |
And this will appear
in your screen. l‘l_

it I
l[w H £ T
o R MyVideos  NeroVisio Sandlot < Seny PMB

s Media (E) ty ision Ggm:s 5¢an ony

File name: ookl

Save as type: [Excd Workbook -]

Authors: sOn'f Tags: Add atag

1 5ave Thumbnail

“ Hide Folders Tools ~ [70pcn‘] [ Cancel ]

Activity 1. Follow the instructions below to create a New File.

Open Ms Excel and create a new file by clicking the File menu.

You will see that the Blank workbook from all Available Templates is
highlighted with a yellow colour.
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3. From the right hand side of the screen you can see the create icon of the
workbook, click create a new workbook.

Activity 2: Follow the instructions below to practice the skill of
saving a New Workbook.

Using the Save As Command
1. Choose File from the menu bar and click Save As with your mouse.

2. Choose My Documents/Documents on top of the Filename box and create a
new folder by clicking the right mouse button and choose New.

3. Choose Folder to create a new folder.

\
I

Folder

ortcut

@ Microsoft Access Database
@ Windows Bitmap Image
Arrange by ]
Contact
View ¥ |®E] Microsoft Word Document
Sort by 4 @ Microsoft PowerPoint Presentation
Group by r Photoshop Image
Refresh Microsoft Publisher Docurnent
Paste E WinRAR archive
Paste chortcut D Text Document
@ Microsoft Excel Worksheet
Share with "B WinRAR ZIP archive
3 a Briefcase
_ = i ——
Properties el Scan WebCam Media Yon fian
4. Type Excel Practise as your folder name.

17

Excel Practisg
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Thank you for completing this activity. Make sure you do the necessary corrections to
practice more the skills before moving on to the next part of this lesson.

Summary

You have come to the end of Lesson 6. In this lesson you have

learnt how to save a workbook in different locations and how to exit
Excel workbook.

NOW DO PRACTICE EXERCISE 6 ON THE NEXT PAGE.
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Practice Exercise 6

A. State what the following commands will do.

1. New

2. Open

3. Close

4. Save As

5. Save

B. List down six steps on how to use the Save As in Excel in your own
words.

1.

2.

3.

4.

5.

6.

CHECK YOUR WORK. ANSWERS ARE AT THE END OF TOPIC 1.
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Answers to Practice Exercises in Topic 1

Practice Exercise 1

A
1 T 8. T
2 T 9. T
3 T 10. F
4 T B
5 T 1 VisiCalc
6 T 2. Numerical, mathematical
7 T 3 numbers
Practical Exercise 2
Department Last Year This Year

1 | Deli 7100 51115

2 | Bakery 11010 111010

3 | Liquor 112|0]0 114(0|0

4 | Grocery 25|00 219|010

5 | Produce 915|0 11000

6 | Meat 1150 1141110
Practice Exercise 3
A.
1. T 6. T
2. T 7. T
3. T 8. T
4. T 9. T
5. F 10. F
Practice Exercise 4
A 4. columns
1 active cell 5. rows
2. cell address B
3 function formula 1. column
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2. ribbons 4. rows

o

3. cell address up or down

Practice Exercise 5

o M0 Dd =P
md4 44 4+
NSO o s~ oD~ D
O O T 9 @ o —

Practice Exercise 6

A

1. New - used to create a new Workbook.

2. Open- used to open an existing file from a flash drive or hard drive of your
computer.
Close- used to close a Spreadsheet.

4. Save As- used when to save a new file for the first time or save an existing
file with a different name.

5. Save- used to save a file that has had changes made to it. If you close the
workbook without saving then any changes made will be lost.

B

1. Choose File from the menu bar.

2. Click Save as with your mouse.

3. Choose My Documents on top of the Filename box.

4. Create a new folder by clicking the right mouse button and choose New.

5. Choose Folder to create a new folder.

6. Type Excel Practise as your folder name.

End of Topic1.

Now Do Exercise 1 in Assignment Book 1 Then Go to Topic 2.
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TOPIC 2

CREATING A SAMPLE WORKSHEET

Lesson 7 : Setting Up Rows and Columns in a
Spreadsheet

Lesson 8 : Entering Data and Formula in a
Spreadsheet

Lesson 9 : Adding and Deleting Rows and/or
Columns in a Spreadsheet

Lesson 10: Editing Data in a Spreadsheet

Lesson 11: Setting Cell Attributes in a
Spreadsheet

Lesson 12: Sorting Data in a Spreadsheet
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TOPIC 2: CREATING A SAMPLE WORKSHEET

In this topic you will learn about setting up rows and columns and entering data and
formula. This topic is designed for you to understand how to enter data in a cell and
to set up columns and rows. The aim is for you to gain an understanding of the
basics of entering and sorting data in a Spreadsheet.

Data entry is one of the things for which Excel is widely used. Making a data entry
form that prohibits inaccurate data entry from users is straightforward in Excel.

Spreadsheet (such as Microsoft Excel) can help you track budgets, inventories or
misuse of funds on your personal computer. If you need to store formulas and enter
in different numbers on a regular basis, you could use a pencil and a calculator. But
the problem of entering in the wrong data is that to recalculate every formula over
again.

Because Microsoft Office comes with Excel, you may as well get your money’s worth
and use a Spreadsheet to help you calculate numbers instead. To use a
Spreadsheet, just type in numbers, create formulas and then add labels to help you
understand what specific numbers represent. After you do that, you may want to
format your numbers and labels to make them look more presentable.

In this topic you will study the following:

Lesson 7 focuses on setting up rows and columns. You will learn how to define and
identify rows and columns and set them in a Spreadsheet.

Lesson 8 presents the definition of cell, data and formula. You will learn how to
distinguish among cell, data and formula especially how to type the data in a cell and
explain the meaning of formula in Spreadsheet.

Lesson 9 discusses on adding and deleting rows and columns. You will learn the
steps in adding and deleting rows and columns in a Spreadsheet. You will further
learn the benefits of adding and deleting rows and columns.

Lesson 10 explains editing data. You will learn the importance of editing data in a
Spreadsheet.

Lesson 11 concentrates on setting up cell attributes. You will learn the definition and
importance of setting up cell attributes. You will also learn how to identify the different
cell attributes and apply them appropriately.

Lesson 12 discusses on sorting data. You will learn the meaning and importance of
sorting data.

By the end of Topic 2, you should be able to correctly use design and create a
Spreadsheet for a particular purpose and create your own simple work.
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Lesson 7: Setting Up Rows and Columns in a Spreadsheet

o

Welcome to Lesson 7 of Unit 4. In Lesson 6, you learned how
| to save a workbook in different locations and exit an Excel

e ,_._‘_

/_ o %/ % workbook.
QJJQ In this lesson you will define rows, columns, cell and be able to

-

categorise the different versions of Microsoft Excel.

Your Aims:

=\ T ° define rows and columns
e define cell address
e select a cell or cells

e set up rows and columns

Microsoft Excel Versions

Before we can begin to discuss how to set up rows and columns, let us first
distinguish the different versions of Microsoft Excel. These will enable you to
understand their differences and thereby learn the required skills.

1.

Note:

Microsoft Excel version 2003

The standard amount of columns has been 256. They are labelled by letters of
the alphabet. After Z you get AA, AB, AC etc. until you get to AZ. Then BA,
BB, BC and so on. The 256th column is IV. All together there are 65,536
numbered rows that make 16,777,216 cells.

There should be no space when using comma in writing numbers.
Microsoft Excel version 2007

In Excel 2007 the maximum number of rows per worksheet increased to
1,048,576 and the number of columns increased to 16,384 which is column
XFD. That makes 17,179,869,184 cells.

Excel 2010 has the same number of rows and columns.

Microsoft Excel 2010
In Excel 2010 the maximum number of rows per worksheet is up to 1,048,576

and the number of columns is up to 16,384 which is column XFD. That makes
17,179,869,184 cells.

From the above you can see that Microsoft Excel versions 2007 and 2010 have the
same number of rows and columns.
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Columns and Rows

The horizontal lines of cells that runs from left to right are called rows and the vertical
lines of cells that runs up and down are called columns. This is very much the same
in Microsoft Word, when dealing with tables.

Each row is numbered down the left hand side and to identify the columns there are
letters running along the top. Each cell is referenced by intersection of a row and a
column so cell A1 is the cell at the intersection of column A with row 1.
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Microsoft Excel 2010

Each cell has a name, or a cell address based on which column and row. The cell
address of a selected cell appears in the Name box. Below you can see that A1 is
selected.
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The Name Box displays the cell reference or cell address of the active cell. It will
also show the name assigned to a cell or range of cells. The Name Box can also be
used to assign names to cells or a range of cells.


http://spreadsheets.about.com/od/c/g/cell_ref_def.htm
http://spreadsheets.about.com/od/a/g/active_cell.htm
http://spreadsheets.about.com/od/r/g/range_def.htm
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Selecting a Cell
The following are steps on how to select a cell.

1. Click on a cell to select it. When a cell is selected you will notice that the
borders of the cell appear bold [——and the column heading and the
row heading of the cell are highlighted.

2. Release your mouse. The cell will stay selected until you click on another cell
in the worksheet

You can also navigate through your worksheet and select a cell by using the arrow
keys on your keyboard.

Selecting Multiple Cells
The following are steps on how to select multiple cells.

1. Click and drag your mouse until all of the adjoining cells you want are
highlighted. Release your mouse. The cells will stay selected until you click on
another cell in the worksheet.
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Selecting Multiple Cells

Modifying Column Width

1. Position your mouse over the column line in the column heading. You will

notice that your mouse will change from [:',luhite cross P to double
arrow. Start dragging your mouse to your left if you want to reduce.
Drag your mouse to your right if you want to widen your column.

Look at the picture below which further illustrates this.
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Adjusting Row height

1.

Position your mouse on the row line in the row heading. You will notice that
your mouse will change from white cross to double 4 arrow.
You can start dragging your mouse from up or down to reduce or to widen the

row height.

Look at the picture below which further illustrates this.
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Activity 1.
of Microsoft Excel.

7

Provide the information in the table for the three versions

Version

MS — Excel 2003

MS — Excel 2007

MS — Excel 2010

Rows

Columns

Total
Cells

Number

of

Activity 2: Practice moving the mouse into different cells and

adjusting column width and row height.

F TP T PP I
& FFFTEPTFT LTI
o

Sample Keyboard

Options
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1. Using your mouse, start to click from column A in row 1, and proceed along
clicking each cell until you reach the cell in column F row 1.

FN I ANCRA
W Insert Page Layout Farmulas Data Review View
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Paste % copy - I U'IE:E::'I&'A' E==|EE EM
- -ﬁFormatPainter = = = = T erge & Cen
Clipboard ] Font I Alignment
. _m> - £|
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1 \ \)\
2
_3_
a Cell address
5 Active cell
6 | |
Z

As you will notice, the cell address from the Name box changed from A1 to F1
and the active cell moved to cell address F1. If your screen looks like the one
in the picture above then you did the right thing.

2. Next, from cell F1 press the down arrow key seven times then three times to
your left using the left arrow key.
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So, from F1 we moved the cell address to C8.
3. Next, is to practice adjusting the column width by placing your mouse double
arrow to the end of column C and move your mouse to your right towards

column D.
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4. To practice adjusting the row height by placing your double arrow to row
heading 3 and move your mouse downward to widen the row height.

A B C D

=i

LA | e L

Thank you for completing this activity. Make sure you did the right thing by looking at
the pictures.

Activity 3: Practice selecting multiple cells.

1. Open a new Excel workbook.
2. Click on A1, hold down your mouse and drag your mouse pointer to cell D5.
G| =l => - o - | =
Home Insert Page Layout Formulas Data R ewiewwr
= b Cut Tahoma - 11 - N = = |
oo | T — A === =
Paste ¥ Format Painter By o - | B = Y = = = |
Clipboard = Font = ey
B1 - = &L
A =] C [ To— E I F

W\JIU\WAWNH

0

e
e

You will notice that cells B1 to D5 are selected. If your screen looks like the one in
the picture above then you did the right thing.

Thank you for completing this activity. Make sure you did the right thing by looking
back at the picture on page 69.

Summary

You have come to the end of Lesson 7. In this lesson, you have
learnt the definitions of rows, columns and cell. You have also learnt
about selecting cells or multiple cells in Excel.

NOW DO PRACTICE EXERCISE 7 ON THE NEXT PAGE.
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Practice Exercise: 7

Part A: Circle the letter of the correct answer.

1. What Microsoft Excel version has 256 columns?
A. MS Excel version 2003 B. MS Excel version 2007
C. MS Excel version 2010 D. None of the above

2. What is the total number of cells in MS Excel version 20037?
A. 16,777,612 cells B. 16,777,216 cells
C. 16,776,216 cells D. 16,767,216 cells

3. What is the maximum number of rows per worksheet in MS Excel 20077
A. 1,048,576 rows B. 1,048,675 rows
C. 1,084,576 rows D. 1,048,555 rows

4. Which MS Excel version has 16,384 columns?
A. MS Excel version 2003
B. MS Excel version 2007
C. MS Excel version 2010
D. MS Excel versions 2007 and 2010
5. For MS Excel version 2003, what is the 256th column?
A. IX B. Y
C. XX D. Y4

6. For MS Excel version 2007, what is the 16,384th column?

A XYz B. XGD
C. XFD D. XDF
7. Choose the correct order form in MS Excel columns.
A. AA, AB, AD, AE B. AA, AC, AE, AG
C. AA, AB, AC, AD D. AA, AB, AC, AE
8. The total number of cells for MS Excel version 2010 is

A. 17,179,869,184 B. 17,000,000,184
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C. 17,179,869,148 D. None of the above
9. Choose the correct cell range from the given picture.

A. B4 to D8 B. B4 to D7

C. B4 to D4 D. B8 to D8

10. What is the active cell in the picture below?

A. C10 B. C11
C. C12 D. C13
Part B: Explain the following words.

a. Rows
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Columns

Cell Address

Active Cell

Name Box

CHECK YOUR WORK. ANSWERS ARE AT THE END OF TOPIC 2.
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Lesson 8: Entering Data and Formula in a Spreadsheet

:,:_ Welcome to lesson 8 of Unit 2, In Lesson 7, you learnt about the
definitions of rows, columns and cell. You have also learnt about

)) % / selecting cells or multiple cells in Excel.

In this lesson you will define cell, data, and formula and enter
data and formula in a cell.

Your Aims:
e type data

\‘}f e define formula

e enter formula in a cell

The Cell Content

Each cell can contain its own text, formatting, comments, formulas and functions.

Text - Cells can contain letters, numbers, and dates

Formatting Attributes — Cells can contain formatting attributes that change the
way letters, numbers, and dates are displayed. For example, dates can be
formatted as MM/DD/YYYY or Month/D/YYYY

Comments — Cells can contain comments from multiple reviewers.
Formula and Functions — Cells can contain formulas and functions that

calculate cell values. For example, SUM (cell 1, cell 2...) is a formula that can
add the values in multiple cells.

Now let us go back and try to type the given data from Lesson 2 Unit 4 of our lesson.

The given data:

Department Last Year This Year
Deli 700 515
Bakery 1000 1100
Liquor 1200 1400
Grocery 2500 2900
Produce 950 1000
Meat 1500 1410

Let us begin by typing the data in cell address A1 which is Department.

Enter content into the selected cell using your keyboard (A1). The content
appears in the cell and in the formula bar. You can also enter or edit cell
content from the formula bar.
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-

2. Since Department is longer than the cell, you need to adjust cell A1 to fit in the
cell content.
3. Continue to type Last Year in cell B1 and This Year in cell C1.

This is how it will look like after typing the three data into the first row.
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4. Continue to type the content starting from row 3 onwards as follows.

This is how it will look like after typing the content.

Modifying the Row Height

Modifying the row height enables you to have the cell contents fit in the cell. Follow
the steps below on how to modify the row height.

1. Position the cursor over the bottom of the row line so that the white cross a.#
becomes a double arrow+.
2. Click hold down and drag the row downward to increase the row height or
upward decrease the row height.
3. Release the mouse. The height of each selected row will change in your
worksheet.
_I_
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Creating Simple Formulas

Excel can be used to calculate numerical information. In this section you will learn
how to create simple formulas in Excel to add, subtract, multiply and divide values in
a workbook.

Also, you will learn about many ways you can use cell references to make working
with formulas easier and more efficient.

Definition of Formula
A formula is a mathematical expression that performs a calculation. Like a
calculator, Excel can execute formulas that add, subtract, multiply and divide.

One of the most useful features of Excel is its ability to calculate using the cell
address to represent the value in a cell. This is call cell reference.

In order to make full use of the capabilities of Excel, it is important to know how to
create simple formulas using cell references.

Creating Simple Formulas
Now that you know the definition of formula, you can now learn the steps on how to
create formula using Excel.

Excel uses standard operators for equations, such as a plus sign for addition (+), a
minus sign for subtraction (-), an asterisk for multiplication (*), a forward slash for
division (/) and a carat (*) for exponents.

The key thing to remember when writing formulas for Excel is that all formulas must
begin with an equal sign (=). This is because the cell contains or is equal to the
formula and its value. Study the table below.

Mathematical Operations Symbols Sample
Equations
Addition + =5+5
Subtraction - =5-5
Multiplication * =55
Division / =5/5
Exponents A =575

The formula you need to type should be a combination of numbers and letters
representing the columns and rows that we will use either to add, subtract, multiply,
divide or depending to our needs.
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Creating a Simple Formula in Excel
The following steps will enable you to create simple formula using Excel.

1. Select the cell where the answer will appear.

Example in D3.

Type the equal sign (=).

Type in the formula you want to calculate. Suppose you will compute for the
total for Deli on cell D3, type either on the Formula Bar or within cell D3
(=700+515).

Whatever we will type in our active cell will also appear in our Formula Bar.
We can do editing of our text or formula using the Formula Bar.

Formiuila Rar \

>

D
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4, Then press Enter.

5. Continue until you will reach D8.

Activity 1: Follow the instructions.

1. Open your MS Excel 2010. Start typing the data into your blank worksheet.
Start the data for Students’ Name in A1, Daily Allowance in B1, Number of
Days Present in C1, and Total Allowance in D1.
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Students’ Daily Number of Total
Name Allowances Days Present Allowances
Mary 4 5
John 3 3
David 5 5
Esther 10 4
Luke 7 2

2. Type the next data Mary in A3, John in A4, David in A5, Esther in A6 and Luke

in A7.

3. Type the next data.

4 in B3 and 5in C3
3in B4 and 3inC4
5in B5 and 5in C5
10 in B6 and 4in C6
7 in B7 and 2in C7
Activity 2: Create a formula from the given data.

. Open a new Excel workbook.
2. Compute for the TOTAL ALLOWANCES by placing your active cell in D3, left

click your mouse in D3.

3. Type =4*5 (4 multiplied by 5) and press Enter.

4. Continue to multiply the data until you reach D7.

Thank you for completing this activity. Make sure you did the right thing by looking at
the picture on page 73.

Summary

You have come to the end of Lesson 8. In this lesson, you have
learnt the definitions for cells, data and formula. You have learnt to

enter data and formula in a cell.

NOW DO PRACTICE EXERCISE 8 ON THE NEXT PAGE.
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Practice Exercise: 8

A Match the symbols in Column A with their meaning in Column B. write
the correct answer on the blank space beside each symbol.

A B
1. + a. Carat
2. — b. Forward Dash
3. * C. Asterisk
4. / d. Minus
5. A e. Plus
6. + or *P f. White cross
7. @ g. Double arrow

B Define the following.

a. Formula Bar
b. Cell Reference
C. Text

d. Formula
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e. Comment

CHECK YOUR WORK. ANSWERS ARE AT THE END OF TOPIC 2.

Answers to Activities

Activity 1

Activity 2
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Lesson 9: Adding and Deleting Rows and/or Columns

Welcome to Lesson 9 of Unit 2. In Lesson 8, you learnt about the
9 definitions of cells, data and formula. You have also learnt to
L4 ~, _enterdata and formula in a cell.

- N 7
' )ﬁ j/”;f In this lesson you will insert rows and columns, delete rows and
\. 5 columns and identify the importance of adding and deleting rows

— and/or columns.
Your Aims:
@ e insert rows and columns
N e delete rows and columns

¢ identify the importance of adding and deleting
rows and columns

The Importance of Adding and Deleting Rows and/or Columns

The following are important in adding and deleting rows and columns.
e Adding or deleting a row is important to reflect the change in a worksheet.

e Adding or deleting columns can help keep your worksheet organised.

e There are times when you need to alter the appearance of a worksheet by
inserting or deleting rows or columns of data.

Inserting Rows

1. Select the row below where you want the new row to appear.

Selecting the Row


http://spreadsheets.about.com/od/uvw/g/worksheet_def.htm
http://spreadsheets.about.com/od/c/g/Column_defined.htm
http://spreadsheets.about.com/od/d/g/data_definition.htm
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2. Click the Insert command on the Home tab.
1 2
Selecting the Insert Cells Command. After clicking your left mouse button.
3

Choosing Insert Cells with your mouse.

3. Click Enter, and the new row appears in your worksheet.
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The Inserted Row

Inserting Columns
Follow the steps below on how to insert columns.

1. Select the column to the right of where you want the new column to appear.
For example, if you want to insert a column between A and, select B.

Selecting the Column
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2. Select the Insert command on the Home tab.
1 2
Selecting the Insert Cells Command. After clicking your left mouse button.
3

By choosing Insert Sheet Columns with your mouse.
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3. Click Enter or click the left button of your mouse.

The inserted
column

This is how your worksheet should look like.

.l}ll":l'

The following points discuss some helpful tips that you can apply when it
comes to inserting rows and columns.

o When inserting rows and columns, make sure you select the row or column by
clicking on its heading so that all the cells in that row or column are selected. If
you select just a cell in the row or column then only a new cell will be inserted.

o When you add a row to a spreadsheet, the rows of data below the insertion
point are pushed down.

o When you add a column, the columns of data to the right of the insertion point
are moved to the right to make room.

"

e When inserting new rows, columns or cells, you will see the Insert —.j
Options button by the inserted cells. This button allows you to
choose how Excel formats them.

By default, Excel formats inserted rows with the same formatting as the cells in the
row above them. To access more options, place your cursor over the Insert Options
button and click on the drop-down arrow that appears.

The picture on the next page illustrates the other options you can choose from when
formatting.


http://spreadsheets.about.com/od/glossary/g/row_definition.htm
http://spreadsheets.about.com/od/c/g/Column_defined.htm
http://spreadsheets.about.com/od/d/g/data_definition.htm
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Deleting Rows
Follow the steps on how to delete rows.

1. Select the rows you want to delete.

Selecting the row
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2. Click the Delete command on the Home tab.

-

Selecting the Delete command. After clicking your left mouse button.

By choosing Delete Sheet Rows with your mouse.
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3. Click Enter or click the left button of your mouse.
1 2
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1 Department Last Year This Year
2
3 |Bakery 1000 1100
4 Liquor 1200 1400
5 |Grocery 2500 2900
6 |Produce 950 1000
7 Meat 1500 1410
8
9
i0

Deleting Columns

Follow the steps on how to delete columns.

1. Select the columns you want to delete.

The row is deleted from your worksheet.

Selecting the Column
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2. Click the Delete command on the Home tab.
1 2
Selecting the Delete command. After clicking your left mouse button.
3. Click Enter or click the left button of your mouse.

After the column was deleted from your worksheet.
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Activity 1: Follow the instructions to complete this activity.

Inserting Rows
1. Enter the following data into your MS Excel:
The first data which is ITEMS in cell reference A1.
Proceed to the next data No. of Items in B1, Price in C1, and Total in D1.

Followed with the other contents from the ITEMS, No. of Items, and Price

T-shirts in A2 25in B2 22in C2
Short Pants in A3 30in B3 26in C3
Socks in A4 25in B4 12in C4
Caps in A5 33in B5 15in C5
2. Insert rows for every line by clicking your mouse in your row heading 2.
3. Select the Insert command on the Home tab.
4. Select the Insert Sheet Rows, and click your left mouse button.
5. Continue to insert rows which are in row 4, and follow steps 3 and 4.
6. Continue to insert rows which are in row 6, and follow steps 3 and 4.
7. Continue to insert rows which are in row 8, and follow steps 3 and 4.

Inserting Columns

1. Insert columns before TOTAL by clicking your left button mouse in your
Column Heading D.

2. Select the Insert command on the Home tab. Click the Insert Sheet Columns.

Thank you for completing this activity. Go to the end of the lesson to check your
answers.

Activity 2: Follow the instructions to complete this activity.

1. Let us go back to our Activity 1 by deleting the spaces in a worksheet.
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2. Place your mouse in Row Heading 2. Click the Delete command on the Home
tab.

3. Click Delete Sheet Rows by the Left button of your mouse.

4. Continue placing your mouse to the next row to be deleted until you will reach
the last row.

Deleting Columns

1. Select the columns you want to delete, the Column Heading D.



GR 9 D&T- COMPUTING U4 84 TOPIC 2 LESSON 9

2. Click the Delete command on the Home tab. Click the Delete Sheet Columns.

Thank you for completing this activity. Go to the end of the lesson to check your
answers.

Summary

You have come to the end of Lesson 9. In this lesson, you have
learnt how to insert rows and columns and delete rows and
columns. You have also learnt about and the importance of
adding and deleting rows and columns in Excel.

NOW DO PRACTICE EXERCISE 9 ON THE NEXT PAGE.
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Practice Exercise: 9

A Identify the following.

B. Explain the importance of adding and deleting rows and columns.

CHECK YOUR WORK. ANSWERS ARE AT THE END OF TOPIC 2.
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Answers to Activity:

Activity 1
1. 2
_
After typing the data
4. 7
After clicking the Insert Sheet Rows After inserting the rows

Inserting Columns

1.

The Column Heading Cell D
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2.
The Inserted Columns
Activity 2
3.
4.
Deleting Rows The Deleted Rows

Deleting Columns

2.

After deleting the column



GR 9 D&T- COMPUTING U4 88 TOPIC 2 LESSON 10

Lesson 10: Editing Data

Welcome to lesson 10 of Unit 2. In Lesson 9, you learnt about
how to insert and delete rows and columns. You have also learnt
about the importance of adding and deleting rows and columns
in Excel.

In this lesson you will identify the importance of editing data. You
will also learn how to edit and change data in a Spreadsheet.

~

Your Aims:

e edit data

e change data

Editing and Changing Data
For correcting a mistake or updating data, you can edit the data in your worksheet.

Meaning of Editing

Editing is changing the data; there is another way of changing the data by changing
its appearance. You can change the font and fill colour of the data.

Steps to remember:

1. Double click on the cell containing the data you want to edit. A flashing
insertion point appears in the cell.

& t=

g Home Insert Page Layout

& Tahoma <11 - A4
_Iéﬂr
B 7 U~ | A
Clipboard Font
B5 - K v Je| 75
A B | C
Marks

Students Computer Science

Lucy /5 81
Edith /9 75

(M= RN, [ N S Y N R
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2. Press the arrow keys on the keyboard to move the insertion point to where
you want to remove or add characters.

3. To remove the character to the left of the flashing insertion point, press the
Backspace key.

To remove the character to the right of the of the flashing insertion point, press
the Delete key.

4. To add data where the insertion point flashes on your screen, type the data.
5. When you finish making changes to the data, press the Enter key.

Deleting Data
You can remove unnecessary data from the cells of your worksheet. You can delete
data from a single cell or from several cells at once.

1. Select the cell or cells containing the data you want to delete.
2. Press the Delete key.
The data disappears from the cells you had selected.

Changing the Font

Many of the commands you will use can be found in the Font, Alignment and the
Number groups on the ribbon. Font commands let you change the style, size and
colour of text. You can also use them to add borders and fill colours to cells. Number
commands let you change selected cells that display numbers and dates.

Let us use our data from the filename ITEM. Open your filename ITEM.

1. Select the cells you want to edit by placing your mouse onto the first row and
click the left button of the mouse.
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2. Click the drop-down arrow next to the font command on the Home tab. The
font drop-down menu appears.

o

Font drop down menu ]

Changing the Font
3. Move your mouse over the various fonts. A live preview of the font will appear
in the worksheet.
4. Select the font you want to use.
Select Algerian as your new font for Row 1 of your worksheet.
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5. Highlight Column A2 to A5 to change for the new font.

O

6. Click the Font drop-down menu again.
]| = = - wos = |=
m Home Insert Page Layout Formulas Data Review Wiew
j 'T" cut Tahoma - A A = = %] AP
Paste LR A . Theme Fonts - e
> ¥ Format Painter B Tahoma Headings)
Clipboard Alignmen|
A | Tahoma (Body)
A All Fonts =
a7 .
0 NO. O 2 i::be Arabic G amel
2 [T-shirts 8 Adets Coslon Pra
3 |short Pantd E Adobe Caslon Pro Bold
4 |Socks B Adobe Fan Heiti 5td B
g > = B Adobe Fangsong Std R
7 B Adobs Garamond Pra
8 B asdobe Garam otad Pro Bold
2 E Adobe Gothic Std B
1? B Adobe Hebrew T T
12 E Adobe Heiti 53td R
13 B Adobe Kaiti Std R
i 2 Adobe Ming Std L
16 B Adobe WMyungio Std IvI
17 B Asdobe Song Std L
18 U hgency FB
ég T Aharoni 1 Taan
21 T A LGEERLAN -
22
23
7. Select the font you want to use.

Select Bradley Hand ITC as your new font for Column 1 of your worksheet.
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3| = = - wox I |=
Home Insert Page Layout Formulas Dat
'_:] ‘*’ cut Bradley Hand ITC = 11 ~ A" a7 3
P_ : =3 Copy ~
aste - -
- ¥ Format Painter B I U |
Clipboard = Font =
Ad - S | Socks
B C D
. OF ITEMS PRICE TOTAL
55 22
30 26
25 12
R 33 15

Bradley Hand ITC ]

After selecting the new font.

8. Highlight the numbers from B2 to C5 to change the font and Bold the data.

X 9 - 100% > |+
Home Insert Page Layout Formulas Data

i

= ¥ Cut

J Tahoma 11 v AT AT
P‘ . E3 Copy - _
o - Format Painter B s U-|H-|{R-A-|E
Clipboard = Font
B2 - J< | 55
A B [ ¢ ] b
1 ITEMS NO. OF ITEMS FRICE TOTAL
2| T-ghire 55 22
S Short Pants 30 26
4 | Socies 25 12
3 | Cops 33 15
b
7
8
9. Click the Font drop-down menu again.

10.  Select Times New Roman as your new font.

FA™ 100% 2 |=

Home Insert Page Layout Formulas

% Cut "
& Cu Times Mew Roman | <€4—=3——l
=3 Copy -

Faste I - 5
» < Format Painter B 7 O He | 2




GR 9 D&T- COMPUTING

U4

93

TOPIC 2 LESSON 10

11.  Next, click Bold to highlight the numbers.
|f' T [l ||z|'flu'!- 0% :|=
Home Insert Page Layout Formulas Data
Home Inzert Fage Layout Farmulas D)
1 o = ¥ oot .
n Tah -1 - u
T}I =3 Copy ~ B 23 Copy - ahoma A a
afe # Format Painte Pafte & Format Painter I u-|HE- A
Clipboard Font Fl Clipboard Font
B2 *| Bold (Ctri+B) 18 M f
A Make the selected text bold. A B c D
| [TEMS NO.OF [TEMS PRICE TOTAL 1 ITEMS NO. OF ITEMS FPRICE TOTAL
1 R 35 77 2 | T-shirts 55 22
P — 30 2% 2 ShorPovs z" ig
b oo 25 12 Soees >
R 5 |cops 33 15
Cops 13 15
&
After selecting the new font click Bold.
12. Compute for the Total.
13.  Place the active cell to D2 and from the Formula Bar type, =B2+C2 and press
Enter.
X9 - 100% = |=
Home Insert Page Layout Formulas Data
= & cut Tahoma ~11 - A A H
P_T!] 53 Copy ~ _|
. - Format Fainter B LU~ i &' 4| =
Clipboard Font
D2 - Je | =B2+C2
A B C D
1 ITEMS NO. OF ITEMS FPRICE TOTAL
2 sl 55 22 77|
3 | Short Panks 30 26
4 | =nchks 25 12
5 |cops 33 15
5]
14. Do the same to D3, D4 and D5 to get the Total.

X d 9 - 100% = |%

h Home Insert Page Layout Formulas Data A
= ‘E' cut Tahoma 11 r Ay B=
P_aste ~acopr B 7 U~ | &Si+ &. A ==
+ < Format Painter = = = = =

Clipboard Font
110 - e
A B C D E

1 ITEMS NO. OF ITEMS FPRICE TOTAL

2 |[Tshivze 55 22 77

3 | ShartPonz 30 26 56

4 | sscke 25 12 37

5 |cope 33 15 48

6 =

The result after typing the formula.
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Since our Total is not bolded, let us highlight the Total with yellow by clicking
the Fill Colour.

Highlight D2 to D5,

] & - 0% = =
Hame Insert Page Layout Farmulas Data
Ao Cut - e =
fa M Tahoma 1l v A4 =
-4 Copy - _
Paste B 5 U - v e A =

# Format Painter = -

D2 - Fe =B2+C2
A B C D

1 ITEMS NOQ, OF ITEMS PRICE TOTAL

2 |Tsrie= 55 22 77

3 |srssEans a0 26 56

4 [S:izs 25 12 37

5 |oomsz 33 15 48

B H

Click Fill Colour and choose Yellow for our Total.

X = 9 - 10W0% |+
Home Insert Page Layout Farmulas Data Review Vie
B g:%cl.lt Tahoma 1l A = 5%
B 55 Copy ~
Paste = < S == =
= 7 Format Painter L o é = = =
Clipboard 4 Font Theme Colors
H EEEEEN
D2 M Fe | =B2+C
A B C F
1 ITEMS NO. OF ITEMS PRICE IIIIIIII
2 |Tehine 55 228
3 | Short Paetc 30 2% Standard Colors
4 =ockes 25
5 |cops 33 5
6 ' More Colors... Yellow
=

While choosing your colour, a live preview will appear in your worksheet.
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X i 9~ 100% * |%
Hame Insert Page Layout Formulas Data
3 ‘%Cm Tahoma 11 - A 4 =
Paste macopy B 7 U~ i ﬁv A~ =
. # Format Painter = = = =
Clipboard ] Font
H7 v Je
A B C D
1 ITEMS NO. OF ITEMS PRICE TOTAL
2 |Tahirz 55
3 | ShotPans 30
4 | Spcks 25
5 |cops 33
b
[ 7

After clicking the Fill Colour
18.  Save our work by naming this as ITEM2.

19. From our File Menu, click Save As.

(] e -~ ™ - 100% I |5
_— Home Insert Page Layout Formy

= Save
—% E‘% Save As

[ Open Permi

(E1=
CEl Close = i; Anyon
protecs

20. As you may have noticed, Book1 was highlighted as a suggested filename for
your work. Press Backspace from the keyboard to change it with your
filename ITEM2.

] Information abc

@ Save As Iﬁ
A |j_| b Libraries » Documents » My Documents » - |¢,|| Search My Documents p|
Organize ~ New folder = - @.

(] Microsoft el  Documents library

Arrange by:  Folder ~
My Documents

S Favorites - — —

| - = ™~ < Il
3 E
[ Libraries g \ é \ é ‘
1% Computer B i | 1] 1]
s Local Disk (C) Avatar BAM CLOUGH Bluetooth Folder Boggle Supreme
s Data (D) PX Documents
e - - "
Media (E9) \
= 2 AN hiil 2
File nameg; -
Save as typw; | Excel Wc&k)book hd
Authors: sOnY Tags: Add atag

[ Save Thumbnail

“ Hide Folders Tools - Save | [ Cancel
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21. Press Save.

(3] Save As =50
it | " ¢ Libraries » Documents » My Documents » V“?H Search My Documents ol
Organize New folder =5~ @

- .
[X] Microsoft Excel Documents library i g
Arrange by:  Folder »
My Documents
4 Favorites - - - - o
1 E E E E
= Libraries t t t
f : m
1% Computer K k
a Local Disk (C) Avatar BAM CLOUGH Bluetooth Folder Boggle Supreme
s Data (D) PX Documents
Media (E: b 5
il Rl KLl ) -
File narke:  TTEM2] / -
Save as type: [Exce\ Workbook -
Authors: sQnY Tags: Add atag
[0 Save Thumbnai
“ Hide Folders Tools = Save ] ’ Cancel

Activity 1: Follow the instructions to complete the activity.

Open a new Excel workbook and type the given data.

List of Groceries Quantity Price Total
Tomato 2 kg. 8.50/kg
Banana 1 kg. 7/kg
Cereals 1 Box 6.70/box
Orange Juice 1 Litre 10.50/litre
Bread 2 Loaves 3.50/loaf
Sugar 3 kg. 5.10/kg

Edit column 1 (A1 to D1) by changing our font to Broadway. Highlight column
1 and click the Font drop down menu to Broadway.

Adjust the title List of Groceries by positioning your mouse in between

columns A and B and use +# to adjust your columns to the right. Do the same
to Quantity.

Change the font A3 to A8 by highlighting A3 to A8 and click again the Font
Drop down menu and select Tahoma.
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5. Bold the List of Groceries.

6. Change the font for B3 to C8. Highlight B3 to C8 and click the Font Drop
down menu to select the font. This time let us use Forte as our font style for

this data.
7. Compute the Total using the Formula Bar.
8. Place the active cell in D3 and type from the Formula Bar =2*3.5, we cannot

make the formula addressing the cell because the given data had a
combination of numbers and letters.

9. Continue multiplying the quantity and price until you will reach D8.

10. It is time for us to highlight the total and use the Text Highlight Colour. Click
the Text Highlight Drop Down menu and select Orange for the Total.

11. Save our work under the filename ITEM3. Click the File Menu and Select
Save As. Type ITEM3.

Thank you for completing this activity. Go to the end of this lesson to check your
answers.

Summary

You have come to the end of Lesson 10. In this lesson, you
have learnt how to identify the importance of editing data and
change data in a Spreadsheet.

NOW DO PRACTICE EXERCISE 10 ON THE NEXT PAGE.
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Practice Exercise: 10

A Identify the following.

D' "9 100% * |%

F|Ie Home Insert Page Layout ;:lrmuI/D{ vigw View
ahoma A a = W = Wrap Text

F'astE £ £ Fad Merge & Center +

o Format Painter

Clipboard m Font Alignment
i T ) )

A B H

I
i (1]

[ T o T e i TR Y R S S T LN

[a—y
]

B Name the steps on how to change the font of a data in Excel.
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CHECK YOUR WORK. ANSWERS ARE AT THE END OF TOPIC 2.

Answer to Activity

Activity 1
I d9-®-100% ;|5
Home Insert Page Layout Formulas Data Review View
=1 &t Tahoma 1l o A= E%] -
P‘t [y~ e
e «/ Format Painter I U-|m= |2-A | EEE|EE
Clipboard P Font P Alignme
8 v £
A B C D E
1 List of Greceries Cuantity Frice  Tetal
2
3 Tomato 2 &g. 560/4g
4 Banana 14g. #lég
5 Cereals 1 box 6.70/6ox
6 Orange Juice 1 bitre 10.50/ itra
7 Bread 2 oaves 3.60/8oaf
8 Sugar 3 Bg 5.10/4g
9

The Final Output

TOPIC 2 LESSON 10
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Lesson 11: Setting up Cells Attributes

) Welcome to Lesson 11 of Unit 2. In Lesson 10, you learnt the
& importance of editing data. You have also learnt to compare data
in cells and compare the changes with the original.

cell attributes and apply the appropriate cell attributes.

@ Your Aims:

= e define cell attributes

o ,
NS E
\ )Q 5 _fﬁ In this lesson you will define cell attributes, identify the different
\ B A%

g

¢ identify different cell attributes
o apply appropriate cell attributes

Cell Attributes

Spreadsheet does not include a variety of text formatting options contained in word
processing software. However, there still exists a need for variety for the easy
comparison of different types of data. For example, the headings on a Spreadsheet
should be distinct from the actual figures. Cell attributes allows a user to define the
appearance of Spreadsheet.

We can apply text attributes and cell borders in Excel. We can also change the text
attribute of a heading which is one way to add contrast. Thus, it is now easy to
differentiate between the types of data. In addition, cell borders can be used to
visually separate data.

The cell reference is the particular cell (or a range) for which the attribute value
need to be returned. If a range is used, the attribute value for the top-left cell is
returned.

The text attribute refers to how a particular font is presented. For instance, we might
use the bold attribute to emphasize our text, or italics might be used to indicate a
term being defined. In Excel it refers to as the font styles. The most common
attributes can be applied with a few of the tools available on the Formatting toolbar.
And there are three text attribute tools provided Bold, Italic and Underline.

The attribute type that you are trying to find can be colour, column/row position,
width, format or a number of other attributes. Only one attribute can be specified in a
single formula.

Editing Cell Contents

Using long labels might cut off some part of the data. When you enter a label wider
than the cell it occupies, the excess text appears to spill into the next cell to the right-
unless there is data in the adjacent cell. If the adjacent cell contains data, the label
will be cut off and see only the portion of the label that fits in the cell’s current width.
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Note: We already discussed this topic in Lesson 10 about cell attributes on Font
styles, colour and fill.

FAI™ 100% = |=

|m Hame Insert Page Layout Formulas Data Review

=1 & Cut Tahoma =11 v A= E%] b
o =3 Copy ~ . - =
o ¥ Format Painter B/ D-|E-@& L& |E=F|F
Clipboard Font A
Al2 - 5| 8
— | b C D E F
1 CTommy Lee's Timetable
2
3 Monday Tuesday ednesda Thursday )riday
4
5 1 N
6 2
7 3
8 4
9 5
10 b
11 7
12| / 8l
4y /
It continqu to the next cell Only the portion of the label that fits in the

cell’'s current width.

Let us type the following data into our new blank worksheet. Type the following data
in the cell specified.

Tommy Lee’s Timetable:

Monday  Tuesday Wednesday Thursday Friday
1 English Biology = Chemistry  History Spanish
2 Maths Sports Religion Computer Studies English
3 History Arts Maths Biology Chemistry
4  Chemistry History  Spanish Maths English
5 Biology English  Library Maths Computer Studies
6 English Art History Religion Maths
7  Music Art English Computer Studies Maths
8 Spanish  Chemistry Biology English Guidance

1. Start typing the data in A1 for the Title.
2. Type in B3 for the Days.

3. Begin in to type the rest of the given data. You will end in F12 after you have
typed the rest of the given data.
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After typing the timetable, this is how it looks like.

| il 7 - 100% = |+
m Home Insert Page Layout Formulas Data Review View
L & cut Tahoma 11 A4 = 5% P~ = Wrap
i t 53 Copy ~ . o
aj : J Format Painter oL - R &T === |55 :'EHEFQE
Clipboard Font Alignment
F13 v Jx
A B C D E F | G
l Tommy Lee's Timetable
)
B Monday Tuesday (WednesdgThursday Friday
il
b 1 English Biology  Chemistry History  Spanish
b 2 Maths Sports Religion  Computer English
7 3 History  Arts Maths Biology  Chemistry
o 4 Chemistry History  Spanish  Maths English
. S Biology  English  Lbrary  Maths
0 6 English  Arts History  Religion  Maths
1 7 Music Arts English Maths
2 8 Spanish  Chemistry Biology  English Guidance

3

1 and 3 are truncated we can only see the portion of the label that fits in the cell's
current width, while 2 appears to spill into the next cell to the right. Lesson 7,
explained how to modify column width and row height. Review the steps below on
how to fit the contents in a cell.

1.

By placing our mouse to the column heading, we can see that the column
heading will change its colour from grey to yellow, to tell us on what column
heading the cursor is pointing at. By placing our cursor in between the column
address will have the double arrow , start dragging your mouse to your
right (to widen your column) and dragging your mouse to your left (to reduce
the column).

2. Place the double arrow “F* in between columns D and E.
3. Press the left button mouse and drag it to your right to widen your column.
4. Do the same for columns E and F, F and G.
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| = o~ w% Ti|=
Home Insert Page Layout Formulas Data Review View
I_dj ;h cut Tahoma 11 r A= E%] P~ = Wrap
i t _lg I:I:Ip'-llll - PRIt A — — — [ — [ —
dsie - il oW - - e — = — = e -
- < Format Painter B £ U — 2- 4 = 5 = | F | EMero
Clipboard Font Alignment
F13 - Je
A B C D E F G
l  Tommy Lee's Timetable 1
"
B Monday Tuesday WWednesda Thursddy Friday
i
b 1 English Biology  Chemistry History  Spanish
b 2 Maths Sports Religion  Computer English
7 3 History  Arts Maths Biology  Chemistry
B 4 Chemistry History  Spanish  Maths nghsh
g 5 Biology  English Library Maths Computer Studie
0 6 English  Arts History  Belet
1 7 Music Arts English
2 8 Spanish  Chemistry Biology  Engls
3 | |
- | |
X J 9 100% = |= Bookl -
Home Insert Page Layout Formulas Data Review View
& cut Tahoma ~11 < AN = E% P = Wrap Text General
- _:Q Cl:lp} T — — — _—— —— -
F'ajte & Format Painter I O~ | i & v é ~ E E E iEIE |34 Merge & Center v '-‘_,‘E -9
Clipboard Font Alignment N
G5 v Jx
A B C D E F |
1 Tommy Lee's Timetable
2
3 Monday Tuesday Wednesday  Thursday Friday
4
5 1 English Biology Chemistry History Spanish
] 2 Maths Sports Religion Computer Studies  English
7 3 History Arts Maths Biology Chemistry
8 4 Chemistry  History Spanish Maths English
9 5 Biology English Library Maths Computer Studies
10 6 English Arts History Religion Maths
11 7 Music Arts English Computer Studies  Maths
12 8 Spanish Chemistry Biology English Guidance
13

After adjusting the columns
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Save your worksheet with the filename Timetable1.

To Set Column Width with a Specific Measurement
Follow the steps on how to set the column width with a specific measurement.

1. Select the columns you want to modify.

2.

(x| 2 - w00% ; |= sample 14.4.1
“ Home Insert Page Layout Formulas Data Review View
L & cut Tahoma 11 Ay = =% P S Wrap Text General
_ _:_1 ch}' T 7t = p—
Pt & Format Painter B I U-~-|#- -A- E = i Merge & Center - | B~ o
Clipboard Font Alignment N|
f= | Monday
D E F
Wednesday  Thursday Friday
English Chemistry History Spanish
Maths Religion Computer Studies  English
History Maths Biology Chemistry
4{Chemistry Spanish Maths English
5|Biology Library Maths Computer Studies
History Religion Maths
English Computer Studies  Maths
Biology English Guidance

appears.

Click the Format command on the Home tab. The format drop-down menu

]| d 9 - 100% 3 (7 sample 14.4.13 - Microsoft Excel =X @
Home | Insert  Pagelayout  Formulas  Data  Review  View c@oE R
= ¥ cut a8 ol = = B ] 1 | B AutoSum T .
Tahoma 11 AN B =9 Wrap Text General - - - 7
e, : = i 1 L 0 77 &4
Past o o - A E & o o 0 . | Conditional Format Cell | Insert Deld Sort & Find &
T Fromatpama | B LU E- 204 BMergeacenter | B~ % 2 | e sy o O Fier select -
Clipboard Font Alignment Number Styles Cel
B3 - J< | Monday *[ Row Height... 2
A C D E F G H 1 ] K AutoFit Row Height N 0 E
Tommy Lee's Timetable £ Column Width...
AutoFit Column Width
Tuesday Wednesday  Thursday Friday derie column
Default Width...
Biology Chemistry History Spanish L
Sports Religion Computer Studies  English Hide & Unhide
Arts Maths Biology Chemistry Organize Sheets
History Spanish Maths English Rename Sheet
English Library Maths Computer Studies Move or Copy Sheet...
Arts History Religion Maths Tab Color
Arts English Computer Studies  Maths =
Chemistry Biology Engiish Guidance Protection
) a -
@y Protect Sheet... =
@) Lockcen
[# Format Cells...
3 Select Column Width
= ¥ AutoSum - :\?
- @] Fin - Z
Insert Delete Sort &
- - &2 Clear ~ Filter =

Cells | Cell Size
' Row Height...
AutoFit Row Height

1 Column Width...

AutoFit Column Width
Default Width...
Visibility
Hide & Unhide
Organize Sheets
Rename Sheet
Move or Copy Sheet...
Tab Color 4
Protection
4y Protect Sheet...

E'\

=

Lock Cell

@ E

Format Cglls...
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4. The Column Width dialog box appears. Enter a specific measurement.

(Xl 9~ ® - 100% = sample 14.4.13 - Microsoft Excel
Home Insert Page Layout Formulas Data Review  View

B % cut Tahoma S Wrap Text General - ;—\ﬁ' 54 ,94 j*
P" B3 Copy ~ 0 oG -dlj I F_ t ZH Inser]
aste o E & . @y . onditional  Forma e nse:
U Fromatpanter B LU = Emergeaicenter - B~ % 0 | 5 Formatting - as Table = Styles~ | -
Clipboard Font Alignment Number Styles
B3 - | Monday
A B c D E F G i I J
Tommy Lee's Timetable
Monday [ Tuesday Wednesday  Thursday Friday
1|English Biology Chemistry History Spanish
2|Maths Sports Religion Computer Studies  Englsh
3|History Arts Maths Biclogy Chemistry Column Width
4|Chemistry  [History Spanish Maths Englsh
5|Biology English Library Maths Computer Studies
6|English Arts History Religion Maths
7|Music Arts English Computer Studies  Maths

IChemistry Biology English Guidance

5. Change the column width (10.25) to 15.
6. Click OK. The width of each selected column will be changed in your
worksheet.

Select AutoFit Column Width from the format drop-down menu and Excel will
automatically adjust each selected column so that all the text will fit.

= 100% 3 |= sample14.413 - Miq
Home Insert Page Layout Formulas Data Review View
== cut Tahoma 11 v Ay = Wrap Text General
o Sacopy~ e _
Pafte  Format Painter B J U~ | &~ - é = a3 Merge & Center ~ ‘;J_g - % e
Clipboard Font Alignment Mumber
B3 - J | Monday
A B C D E F
1 Tommy Lee's Timetable
2
3 Wednesday  Thursday Friday
4
5 Chemistry History Spanish
6 Religion Computer Studies  English
7 Maths Biology Chemistry
8 Spanish Maths English
9 Library Maths Computer Studies
10 History Religion Maths
11 English Computer Studies  Maths
12 Biology English Guidance

7. Adjust columns C, D, E and F. Follow step 1 again and adjust the columns.

X A 9~ 00% ;| sample 14.4.13 - Microsoff
Home Insert Page Layout Farmulas Data Review View
& ot Tahoma 11 v Ay = = Wrap Text General
e 3 COPYT e a i
Faste & Format Painter B 7 U-|EH- QA ES e Merge & Center - | BB - % 5 | 8
Clipboard Font Alignment Humber
G15 - 5
A B C D E F I
1 |Tommy Lee's Timetable
2
3 Monday Tuesday Wednesday Thursday Friday
4
5 1 English Biology Chemistry History Spanish
6 2 Maths Sports Religion Computer Studies English
7 3 History Arts Maths Biology Chemistry
8 4 Chemistry History Spanish Maths English
] 5 Biology English Library Maths Computer Studies
10 6 English Arts History Religion Maths
11 7 Music Arts English Computer Studies Maths
12 8 Spanish Chemistry Biology English Guidance
12

After adjusting the columns.
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To Set Row Height with a Specific Measurement:
There are two ways of setting row height with specific measurements. The first way

consists of 5 steps and the second one is selecting Auto Fit Row Height.
Follow the steps on how to set the row with the specific measurement.

1. Select the rows you want to modify.
2. Click the Format command on the Home tab. The format drop-down menu
appears.

3. Select Row Height.

(X 9 - - 00% L= sample14.413 - Microsoft Excel
Home | Insert  Pagelayout  Formulas  Data  Review  View
B X cut . Tas v = . = | -"E| ] | &, X AutoSum A
Tahoma 1 ; A A % » S5 Wrap Text General 54% B Z?
Paste .| . A 5 Merge & - 8 0 | Conditional Format Cell Sort &
2 Fromatpainter B 7 U LA = = EMegeaCenter - B3 - % 0 | 88 Formatting = as Table - Styles = Fiter -
Clipboard Font Alignment Number styles
Al h J= | Tommy Lee's Timetable N
A B c E F G H L J AutoFit Row Height
[ —
P Lee's |imetatre 1 5 Column width...
AutoFit Column Width
4 Monday Wedn Thursday Friday I _——
5 1 English Biology Chemistry History Spanish Visibility .
6 2 Maths Sports Religion Computer Studies English Hide & Unhide
7 3 History Arts Maths Biology Chemistry Organize Sheets
8 4 Chemistry History Spanish Maths Engish Rename Sheet
9 5 Biology Englsh Library Maths Computer Studies Move or Copy Sheet...
10 6 English Arts History Religion Maths Tab Color
11 7 Music Arts English Computer Studies Maths ka:dmn
12 8 Spanish Chemistry Biology English Guidance -
3 &y Protect Sheet...
14 &) Lockcen
15 A Format Cells.
4 The Row Height dialog box appears. Enter a specific measurement. Change

it to 30.
5. Click OK. The selected row heights will be changed in your Spreadsheet.
Do the same for the rest of the rows by changing B3 to F3 to 25.

Change A5 to F12 to 20.

@‘ = - 100% = |= sample14.4.13 - Microsoff
Home Insert Page Layout Formulas Data Review View
1 & cu Tahoma = Wrap Text General
N 53 Copy -
Pavste  Format Painter B I U- a4 Merge & Center = ﬁ'_§ v % v | %8
Clipboard Font Alignment Number
G13 - k&
A B C D E F |
1 Tommy Lee's Timetable
2
3 Monday Tuesday Wednesday Thursday Friday
4
5 1 English Biology Chemistry History Spanish
6 2 Maths Sports Religion Computer Studies Englsh
7 3 History Arts Maths Biology Chemistry
8 4 Chemistry History Spanish Maths English
] 5 Biology English Library Maths Computer Studies
10 6 English Arts History Religion Maths
11 7 Music Arts English Computer Studies Maths
12 8 Spanish Chemistry Biology English Guidance
2 [l

After adjusting all the rows
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Select AutoFit Row Height from the format drop-down menu and Excel will
automatically adjust each selected row so that all the text will fit.

E AutoSum - QL? _]I

B Fill -
Sort & Find
<2 Clear ~ Filter = Sele
Cells | cen size
{[l Row Height...
L AutoFit Row Height <

1 Column Width...
AutoFit Column Width
Default Width..,

Visibility
Hide & Unhide

Organize Sheets
Eename Sheet
Move or Copy Sheet...
Tab Color

Protection

iy Proted Sheet..

Lock Cell

=
'ﬁi Format Cells...

/ Activity 1.  Fill-in the blanks to answer the items below.

1. Changing the text attribute of a heading is one way to add contrast. Thus, you
can easily differentiate the types of data. In addition, can be
used to visually separate data.

2. The is the particular cell (or a range) for which the
attribute value need to be returned. If a range is used, the
value for the top-left cell is returned.

3. The refers to how a particular font is presented. For
instance, we might use the bold attribute to emphasize our
or might be used to indicate a term being defined. In Excel it |s

referred to as the

4, The most common attributes can be applied with a few of the tools available
on the Formatting toolbar. And there are three text attribute tools provided
, and ,
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5. The attribute that you are trying to find. It can be
position, width, format or a number of other
attributes. OnIy one attribute can be specified in a single formula.

Thank you for completing this activity. Now, you may go to the end of this lesson to
check your answers. Make sure you do the necessary corrections before moving on
to the next part of this lesson.

Summary

You have come to the end of Lesson 11. In this lesson you defined
cell attributes, identified different cell attributes and applied
appropriate cell attributes.

NOW DO PRACTICE EXERCISE 11 ON THE NEXT PAGE.
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Practice Exercise: 11

A.

2.
3.
4.

Follow the given instructions.

Open the Timetable 2.

IE. H - 100% 3 [% sample14413 - Microsoff
Home Insert Page Layout Formulas Data Review View
= & o Tahoma “lu A= E%] P = Wrap Text General
52 Copy ~ f = = = = =
Pajte  Format Painter B J U- i~ &-A- EE = EE EHMergeacenters T~ % v | %
Clipboard Font Alignment Mumber
G13 - I
A B C D E F |
1 Tommy Lee's Timetable
2
3 Monday Tuesday Wednesday Thursday Friday
4
5 1 English Biology Chemistry History Spanish
6 2 Maths Sports Religion Computer Studies English
7 3 History Arts Maths Biology Chemistry
8 4 Chemistry History Spanish Maths English
9 5 Biology English Library Maths Computer Studies
10 6 English Arts History Religion Maths
11 7 Music Arts English Computer Studies Maths
12 8 Spanish Chemistry Biology English Guidance
13 I

Modify the row height of A1 from 30 to 40.
Modify the row height of B3 to F3 from 25 to 38.

Modify the row height of A5 to F12 from 20 to 30.

CHECK YOUR WORK. ANSWERS ARE AT THE END OF TOPIC 2.

Answers to Activity 1

1.

> W DN

cell borders

Cell reference, attribute

text attribute, text, italics, font styles
Bold, Italic, Underline

attribute type, colour, column/row
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TOPIC 2 LESSON 12

Welcome to Lesson 12 of Unit 4. In Lesson 11, you defined cell

guidelines.

N e apply skills in sorting data

Your Aims:

- attributes, identified applied different attributes.

In this lesson you will learn the definition of sorting, identify how
it is done and apply it properly using the given rubrics or

identify and define what sorting is

Sorting

Sorting is reordering of data. It is a common task in Spreadsheet. The most common
type of sorting is alphabetical ordering, which you can do in ascending or descending

order.

To Sort in Alphabetical Order
Follow the steps in sorting in alphabetical order.

1. Select a cell in the column you want to sort (In this example, we choose a cell
in column B).
X d 9~ 100% = |
Home Insert Page Layout
B ":!'1 cut Tahoma
N =3 Copy ~
F‘ajte - Format Painter £ 0~
Clipboard Font
B2 - Je | N
A | B |
1 No. MNames
2 1|Mary
3 2|Bob
4 3|Samantha
5 4James
v] 5|Romeo
7 6JAndrew
8 7|Zephaniah
9 8lYolanda
10 9lRoberto
11 10)Ezekiel
i
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2. Click the Sort & Filter command in the Editing group on the Home tab.

o @ == =
im ™ :

27 &

Sort & Find &

Filter = Select -

Editing
W
P Q R <
3. Select Sort A to Z. Now the information in the Category column is organised

in alphabetical order.

|
o @ oP =B
utosu
I~
Sort & | Firgd &
EE T Filter = |Slect ~
Sort Ato Z
2l seriztea <€ "
] #f Custom Sort... R
W= Filter

4. After selecting Sort A to Z this dialogue box will appear. Click Sort.

[= |
a @ = 2
B | B CE EEEh X AutoSum v :V L?a
=T, ! [ = £ !
¥ B & e gen- 2
Format Cell Insert Delete Format - Sort & Find &
Table ~ Styles ~ = = = 4 Clear ~ Filter = Select -
jles Cells Editing
v
L M N 0 P Q R ;
Sort Warning P S

Microsoft Excel found data next to your selection. Since you have not
selected this data, it will not be sorted.

What do you want to do?

() Continue with the current selection
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x| 9 - 100% 2 |%
Home Insert Page Layout Form
ja & Cut Tahoma |11 -
P‘% 523 Copy ~
e & Format Painter B 7 U-| -
Clipboard Font
B2 - Fe | Andrew
A B C
1 No. Names
2 &|Andrew
3 2|Bob
4 10|Ezekiel
5 4James
5] 1{Mary
7 9|Roberto
8 5|Romeo
9 3|Samantha
10 8|¥olanda
11 7|Zephaniah
12
After clicking Sort A to Z.
5. You can Sort in reverse alphabetical order by choosing Sort Z to A in the list.
J = Autosum T, W ‘ [?a
§] Fill -
hat Sort & | Find &
&2 Clear~ | |Filter = | Select ~
Edil 8] sortAtez
\ 2] sonztea
O P
“= Filter
X = = - 100% :|=
Home Insert Page Layout Formulas
& cut Tahoma 11 A
] 523 Copy -
Pafte 7 Format Painter B L U- H- Q-
Clipboard Font
B2 - Jx | Zephaniah
A C D)

= [ [
eyt = =R A ENT = R (LN R [N

After clicking Sort Z to A.

7. Save your work with the filename Sort1.

TOPIC 2 LESSON 12
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To Sort from Smallest to Largest
Follow the steps on how to sort from smallest to largest.

1. Select a cell in the column you want to sort (a column with numbers).

Let us consider our sample worksheet Sort1.

X 9 - 100% 2 |+
Home Insert Pagdg
i ’t Cut Tahoma
i) 53 Copy -
Pajte ¥ Format Painter AL
Clipboard
A2 -
A B
1 No.
2 7
3 8]Yolanda
4 3|Samanth
3 S|Romeo
b 9lRoberto
7 1{Mary
8 HJames
9 10|Ezekiel
10 2|Bob
11 Andrey
12

2. Click the Sort & Filter command in the Editing group on the Home tab.

[ = | (TS
@ @) = =B ==

AutoSum - ‘%,? }}

Fill =
Sort & | Find &
Clear ~ Filter = |select ~

Edif ‘EJ, Sort Smallest to Largest

£ | rt | armack & mallact b

|
O Sort Smallest to Largest

Sort the selection so that the
lowest values are at the top of the
column.

J Press F1 for more help.

3. Select From Smallest to Largest. Now the information is organised from the
smallest to largest amount.

4. Click Sort.
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X 9~ W00% 3 |=
Home Insert Page
B % Cut Tahoma
Paﬂ ma ey B 7 Ul
+ < Format Painter =
Clipboard
A2 hd
A B
1 No. Names
2 1|Mary
3 2|Bob
4 3|Samantha
5 4James
5] 5|Romeo
7 BlAndrew
8 7|Zephaniah
9 8lYolanda
10 9lRoberto
11 101Ezekiel
12

After clicking From Smallest to Largest.

5. You can sort in reverse numerical order by choosing From Largest to
Smallest in the list.

o @ o @ =

[ AutoSum - W }}

] Fill -
i Sort & | Find &
/ Clear ~ Filter = | Select

5 El Sort Smallest to Largest
il Sort Largest to Smallest &

0 Sort Largest to Smallest

Sort the selection so that the
highest values are at the top of the
column,

O Press F1 for more help.

6. Click Sort. (X i 9 - 1o0% - iy
Home Insert Page L
= '*' AT Tahoma
- - Format Painter =
Clipboard
A2 -
A B
1 [Mo. Names
2 10|Ezekiel
3 9|Roberto
4 8|Yolanda
5 7|Zephaniah
6 B6|Andrew
7 5|Romeo
8 4lJames
9 3|Samantha
10 2|Bob
11 1lMary
12 |
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7. Save your work with the filename Sort2.

/ Activity 1  Answer the given questions.

1. Discuss the steps on how to sort text from A to Z using sort
command.
2. Discuss the steps on how to sort numbers from Largest to Smallest.

Thank you for completing this activity. Now, you may go to the end of this lesson to
check your answers. Make sure you do the necessary corrections before moving on
to the next part of this lesson.

Summary

You have come to the end of Lesson 12. In this lesson you learnt
the definition of sorting and how to sort data from Ato Zand Z to A
and from smallest to largest and from largest to smallest.

NOW DO PRACTICE EXERCISE 12 ON THE NEXT PAGE.




GR 9 D&T- COMPUTING u4 116 TOPIC 2 LESSON 12

Practice Exercise: 12

A. Sort the given data in Excel.

No. Employee’s Name Annual Salary (Kina)
1. Rodillas, Raymart 45250
2. Pua, John Jeremy 55630
3. Pei, EImerson David 88230
4. Randol, Robert 71019
5. Amari, Albert Mark 35050
6. Bonbon, Neil Johnny 56450
1. Sort the Employee’s Name from A to Z. Sort the numbers from largest to
smallest.
2. Sort the Annual Salary from Largest to Smallest.

CHECK YOUR WORK. ANSWERS ARE AT THE END OF TOPIC 2.

Answers to Activity 1

Sort from Ato Z
a. Select a cell in the column you want to sort.

b. Click the Sort & Filter command in the Editing group on the Home tab.

C. Select Sort A to Z. Now the information in the Category column is organised

in alphabetical order.

d. Click Sort.

e. Save your work.

2. Sort from Largest to Smallest

a. Select a cell in the column you want to sort (a column with numbers).

b. Click the Sort & Filter command in the Editing group on the Home tab.

C. Select From Largest to Smallest. Now the information is organised from the

largest to smallest amount.
d. Click Sort.

e. Save your work.
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Answers to Practice Exercises in Topic 2

Practice Exercise 7

1.
a.

b.

Rows — the horizontal lines of cells that runs from side to side
Columns — the vertical lines of cells that runs up and down
Cell Address — based on which column and row it intersects

Active Cell — a cell is selected you will notice that the borders of the cell
appear bold

Name Box - displays the cell reference of the active cell. It will also show the
name assigned to a cell or range of cells. The Name Box can also be used to
assign names to cells or ranges of cells.

o &~ 0Dbdh -~
o o ® 0 o
= © ® N O
o O ® O O

Practice Exercise 8

A.
a.

Q

PO =D

Formula Bar — the content appears in the cell and in the formula bar. You can
also enter or edit cell content from the formula bar.

Cell Reference — one of the most useful features of Excel is its ability to
calculate using the cell address to represent the value in a cell

Text — Cells can contain letters, numbers, and dates

Formula — is an equation that performs a calculation. Like calculator, Excel
can execute formulas that add, subtract, multiply, and divide.

Comment - cells can contain comments from multiple reviewers

o O Qo o
«


http://spreadsheets.about.com/od/c/g/cell_ref_def.htm
http://spreadsheets.about.com/od/a/g/active_cell.htm
http://spreadsheets.about.com/od/r/g/range_def.htm
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Practice Exercise 9

A. b. column
a. row C. Insert command
d. Delete command
B. Any of the following answers will do.
a. Adding or deleting a row is important to reflect the change in a
worksheet.
b. Adding or deleting columns can help keep your worksheet organised.
C. There are times when you need to alter the appearance of a worksheet

by inserting additional rows or columns of data.

Practice Exercise 10

A.

Drop down arrow menu for font style
Font Style

Fill Colours

Drop down arrow for Fill colour

a bk~ w0 DN~

Formula Bar

1. Select the cells you want to edit by placing your cursor onto the first row
and click the left button of the mouse.

2. Click the drop down arrow next to the font command on the Home tab.
The font drop down menu appears.

3. A little preview of the font will appear, select the font you want to use.

Practice Exercise 11

A B C D E F
1 Tommy Lee's Timetable
2
3 Monday Tuesday Wednesday Thursday Friday
4
5 1 English Biology Chemistry History Spanish
6 2 Maths Sports Religion Computer Studies English
7 3 History Arts Maths Biology Chemistry
8 4 Chemistry History Spanish Maths Englsh
9 5 Biology English Library Maths Computer Studies
10 & English Arts History Religion Maths
11 7 Music Arts English Computer Studies Maths
12 8 Spanish Chemistry Biology English Guidance
4



http://spreadsheets.about.com/od/uvw/g/worksheet_def.htm
http://spreadsheets.about.com/od/c/g/Column_defined.htm
http://spreadsheets.about.com/od/d/g/data_definition.htm
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Practice Exercise 12

A. X]| A = ~ 1w0% = |=
Home Insert Page Layout Formulas Data
= 5 Cut Tahoma -~ 11 - A AT =
5] == Copy ~ * _
F"ajte ¥ Format Painter B £ U -~ S R R - W =
Clipboard Font
B2 - S | Amari, Albert Mark
A B C
1 MNo. Emphroyee's Name  Annual Salary(Kina)
2 5 Amari, Albert Mark 35050
3 6 Bonbon, Nei Johnmy 56450
4 3 Pei, Elmerson Dawvid 88230
5 2 Pua, John Jeremy 55630
& 4 Randol, Robert 71019
7 1 Rodilas, Raymart 45250
8
g
B.
c2 - fe | 88230
A B C

1 No. Emplyoyee's Name Annual Salary(Kina)

2 3 Pei, Emerson David 88230

3 4 Randol, Robert 71019

4 6 Bonbon, Neil Johnny 56450

5 2 Pua, John Jeremy 55630

6 1 Rodilas, Raymart 45250

7 5 Amari, Abert Mark 350501

Q

End of Topic 2

Now Do Exercise 2 in Assignment Book 2 Then Go to Topic 3.
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TOPIC 3

MAKING SIMPLE CALCULATIONS

Lesson 13 : Adding Numbers in Various Cells

Lesson 14 : Subtracting Numbers in Various
Cells

Lesson 15 : Multiplying Numbers in Various
Cells

Lesson 16 : Dividing Two Numbers

Lesson 17 : Using Auto Sum

Lesson 18 : Copying Data or Formula
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TOPIC 3: MAKING SIMPLE CALCULATIONS

In this topic you will learn about adding, subtracting, multiplying and dividing numbers
in various cells.

Excel includes powerful mathematical formulas to display trends using specified
equation from large data sets. These formulas can become extremely complex and
by default an Excel formula is not easy to read.

The reader of a spreadsheet generally trusts the author to complete spreadsheet
calculations accurately. An unethical Excel practice is to allow calculation errors to go
unfixed if their displayed results are more favourable, or to deliberately hide such
errors in calculations deep within formulas to make them difficult to find.

Ethical practices require fixing all mathematical errors as they are discovered and
naming cell ranges in Excel so that formulas are as easy to read as possible by all
people using the spreadsheet.

Lesson 13 focuses on adding numbers in various cells. You will learn how to add
and calculate the sum of given numbers in various cells.

Lesson 14 discusses on subtracting numbers in various cells. You will learn how to
subtract and calculate the difference of given numbers in various cells.

Lesson 15 elaborates on multiplying numbers in various cells. You will learn how to
multiply and identify the benefits gained in multiplying numbers using MS Excel.

Lesson 16 gives explanations about dividing two numbers from the formula in Excel.
You will learn how to divide numbers in various cells and identify the benefits gained
in dividing numbers using MS Excel.

Lesson 17 explains the use of Auto sum. You will learn what is Auto Sum and its
purpose, enumerate the steps for using Auto Sum, use Auto Sum to add numbers in
various cells and identify the benefits gained in using Auto Sum in a Spreadsheet.

Lesson 18 emphasises on copying data or formula. You will learn how to copy data
or formula, perform Copying Data or Formula from various cells and identify the
benefits gained in using Copying Data or Formula operation in a Spreadsheet.

By the end of Topic 3, you should be able to compute and use various formulas for
the given data.
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Lesson 13: Adding Numbers in Various Cells

Welcome to lesson 13 of Unit 4. In Lesson 12, you identified the

—<

i steps of sorting data and sorted data using the given rubrics or
guidelines.

N F
Qﬁ\jp In this lesson you will be able to describe the steps of adding
-

numbers to calculate the sum in numbers in various cells.

@ ¢ identify the process of adding numbers in various
=N cells

e add numbers in various cells

Your Aims:

Calculations in Excel

A formula is an equation that performs a calculation. Like a calculator, Excel can
execute formulas that add, subtract, multiply and divide.

One of the most useful features of Excel is its ability to calculate using a cell address
to represent the value in a cell. This is called using a cell reference.

In order to maximize the capabilities of Excel, it is important to understand how to
create simple formulas and use cell reference.

Excel uses standard operators for equations, such as a plus sign for addition (+), a
minus sign for subtraction (-), an asterisk for multiplication (*), a forward slash for
division (/), and a carat (*) for exponents.

The key thing to remember when writing formulas for Excel is that all formulas must
begin with an equal sign (=). This is because the cell contains, or is equal to, the
formula and its value.

Addition of Numbers in various cells
Follow the instructions below on how to add numbers in various cells.

1. Enter the information in a Spreadsheet. Be sure that the information is entered
in the same cells as the given sample next page, or the formulas will not work.
Make sure to adjust the column width to fit the text in each cell.
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| = - 100% 2 |= B
Home Insert Page Layout Formulas Data Review View

o1 & cut Tahoma 11 - Ny = E%] =9 Wrap Text
" 2 copy - o -
Pajte ¥ Format Painter B I U~|u-|ad é TIE =S =85 Merge & Center ©
Clipboard Font Alignment
F1g - I
A B C D E F G H
1
2 My Chocolate Addiction
3 Monday Tuesday Wednesda Thursday Friday Saturday Sunday
4 | Hershey's 5 6 3 4 2 3 3
5 Cadbury 4 3 7 3 2 5 2
6 Twix 3 2 8 7 4 4 1
/ M&M 1 0 5 6 3 7 0
8 |Kisses 2 3 2 5 5 7} 8
9 | Bounty 3 4 2 3 7 5 5
10 Days Total
Your screen should look like this after entering the information.
2. Adjust the column size as we have learnt in Lesson 7 by adjusting the column
width. Compute for the Days Total for each day.
3. The first thing we will do is to add up all those numbers, the ones going down

under the days of the week headings. The total for each day of the week will
be placed on Row 10. So Monday's total will go in cell B10, Tuesday's total will
go in cell C10, and so on.

Xl - 00% L |+ Bookl - Microsoff
Home Insert Page Layout Formulas Data Review View

= T

’ Tahoma 11 A= E%] B =) Wrap Text General
P_aste ma ey e | My AL = = = | IE 5= | R B ~ | E - o
- ¥ Format Painter = v R} E = = £ E HMerged Center - % o
Clipboard Font Alignment MNumber
F1g - fe
A B C D E F G H I
1
2 My Chocolate Addiction
3 Monday  Tuesday Wednesday Thursday Friday Saturday  Sunday
4 |Hershey's 5 6 3 4 2 3 3
5 |Cadbury 4 3 7 3 2 5 2
6 Twix 3 2 8 7 4 4 1
7 M&m 1 0 5 7] 3 7 0
8 Kisses 2 3 2 5 5 6 8
3 4 2 3 7 5 5

;

Qoaptd ) C D > >C >C > > D

Your screen should look like this.

4. Ouir first total will go in cell B10. Excel needs to know which cells you want to
add up. Look at the numbers for the Monday column. We have a 5 in cell B4,
a4dincell B5 and 3incell B6, 1in cell B7, 2 in cell B9, and 3 in cell B9. So
we want the answer to this:

=B4 + B5 + B6 + B7+ B8 + B9
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To let Excel know that this is what we want, try this:

1. Click inside cell B10, which is where we want the answer to appear.
2. Once you have clicked on cell B10, click into the formula bar on top.

% = Bookl - Micrd

nsert Fage Layout Formulas Data Review View

Tahoma S11or A = = - = Wrap Text General
. B 7 U- v - AL E = EE EMergeacenter - T o5
Font Alignment Mumbd
- o
B C D E F G H I

3. Type this: B4 + B5 + B6 + B7+B8+B9

When you have entered the formula in the formula bar, press the enter key on
your keyboard. Your spreadsheet should look like the one below:

X a9 - w00% X = Bookl - Mi
Hame Insert Page Layout Farmulas Data Review View
= & Cut Tahoma 5 = ;‘.’\"rap Text General
= 53 Copy - o _
F'avste 7 Format Painter B U = IEIF i Merge & Center -~ .3-5 T %
Clipboard Alignment MNurr
B11 - b3
A B C D E F G H
1
2 My Chocolate Addiction
3 Monday  Tuesday Wednesday Thursday Friday Saturday  Sunday
4 |Hershey's 5 6 3 4 2 3 3
5 Cadbury 4 3 7 3 2 5 2
6 Twix 3 2 8 7 4 4 1
7 M&M 1 0 5 6 3 7 0
8 Kisses 2 3 2 3 ) 6 8
9 Bounty 2 3 7 5 5
10 Days TotalB4+B5+B6+B7+B8+B9 <

Something has gone wrong! This is not quite what we were expecting. We
wanted Excel to add up the numbers for us, but it has not done anything
except enter the cells we typed.

What went wrong was that we did not "tell" excel to add up. Excel needs you
to type an equal (=) sign first, and then those cell references. If you do not
include the equals sign, Excel thinks it is just plain text, and so does not do
any calculating.

4. So enter this inside of your formula bar instead: = B4 + B5 + B6 + B7 + B8
+B9

In other words, put an equal sign (=) before B4. Press your enter key and you
should have the correct answer in cell B10 as shown in the following diagram.
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sumM - X ¢ f | =BA+BS+BE+BTHBE+EY
A B C D E F G H
1
2 My Chocolate Addiction
3 Monday  Tuesday Wednesday Thursday Friday Saturday  Sunday
4  Hershey's 5 3] 3 4 2 3 3
5 Cadbury 3 7 3 2 5 2
b | Twix 3 2 8 7 4 4 1
;7 M&M 0 5 b 3 7 0
8 Kisses 3 2 5 5 b 8
9  Bounty 3 4 2 3 7 5 5
7107 | Days Total fBﬁ5+B§+B?@

5. Move your mouse to the next cell which is C10, do the same steps for step 4
but change column B to C, and so on until you will reach column H.
A B C D E F G H
1
2 My Chocolate Addiction
3 Monday  Tuesday Wednesday Thursday Friday Saturday  Sunday
4 Hershey's 5 6 3 4 2 3 3
5 Cadbury 4 3 7 3 2 5 2
6 Twix 3 2 8 7 4 4 1
7 M&M 1 0 5 6 3 7 0
8 Kisses 2 3 2 5 5 6 8
9 Bounty 3 4 2 3 7 5 5
<10 Days Total 18—
41 ;I
Your screen should look like this after clicking Enter for cell B10.
6. Save your worksheet with the filename Addition1.
7. Let us also add one column to the right to get the TOTAL for the whole week
for every brand of chocolates.
A B C D E F G H
1
2 My Chocolate Addiction
3 Monday  Tuesday Wednesday Thursday Friday Saturday  Sunday
4 Hershey's 5 6 3 4 2 3 3
5 Cadbury 4 3 7 3 2 5 2
6 Twix 3 2 8 / 4 4 |
/ M&M 1 0 5 i} 3 7 0
8 Kisses 2 3 2 5 5 b 8
9 Boun 3 4 2 3 Z 5 5
10 Days Total 18 18 27 28 B 30 1
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8. Place our active cell to 14 and type =B4 + C4 + D4 + E4 + F4 + G4 + H4 + |4

SUM - Xv k& =3i+C4+D4+E4+F4+54+H4|
A B C D E F G H I

1

2 My Chocolate Addiction

3 Monday  Tuesday Wednesday Thursday Friday Saturday  Sunday TOTAL

4 |Hershey's | 5] 6 3] 4] 2| 3] 31+He |
5 Cadbury 4 3 7 3 2 5 2

b | Twix 3 2 8 7 4 4 1

7 M&M | 0 5 6 3 7 0

8 |Kisses 2 3 2 5 5 b 8

9 |Bounty 3 4 2 3 7 5 5

10 |Days Total 18 18 27 28 23 30 19

9. Click Enter.
I5 M 2
A B C D E F G H I

1

2 My Chocolate Addiction

3 Monday  Tuesday Wednesday Thursday Friday Saturday  Sunday TOTAL

4 Hershey's 5 3] 3 4 2 3 3 26
5 |Cadbury 4 3 7 3 2 5 ZI !
b Twix 3 2 8 7 4 4 1

7 M&M 1 0 5 ] 3 7 0

8 Kisses 2 3 2 5 5 b 8

9 Bounty 3 4 2 3 7 5 5
10 |Days Total 18 18 27 28 23 30 19

Your screen should look like this after clicking Enter.

10.  Continue to add the TOTAL for cells |5 to 19 by following step 8.

A B C D E F G H I

1

2 My Chocolate Addiction

3 Monday  Tuesday Wednesday Thursday Friday  Saturday Sunday TOTAL

4 Hershey's 5 6 3 4 2 3 3 26
5 Cadbury 4 3 7 3 2 5 2 26
6 Twix 3 2 8 7 4 4 1 29
/ M&M 1 0 5 6 3 7 0 22
8 Kises 2 3 2 5 5 6 8 £}
9 Bounty 3 4 2 3 7 5 5 29
10 Days Total 18 18 27 28 23 30 19 163

11.  Save your worksheet with the filename Addition2.
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Activity 1. Refer to the following information then answer question
: / that follow.

A B C D
1
2 <Cast of Going to the Movie>
3 Saturday Monday
4 | Tickets 45 30
5 Pop Corn 15 10
& | Drinks 5 5
/ Bus Fare 3 3
8
9 |Total
1. A cell in a Spreadsheet has a cell reference B2. What is the column and what

is the row in the reference?

2. Write down what is contained in the following cells of the sample
Spreadsheet.
a. A4
b. A6
C. B7
d. C6
e. A9
3. Write down the cell reference for:
a. Saturday
b. Pop Corn
C. 45
d. 15
e. 10

4. Write the formula for the Total for Saturday.
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5. Write the formula for the Total for Monday.

6. Solve for the Total by typing the data into your Excel and apply the formula
you wrote for 4 and 5.

Thank you for completing this activity. Now, you may go to the end of this lesson to
check your answer. Make sure you do the necessary corrections before moving on to
the next part of this lesson.

Summary

You have come to the end of Lesson 13. In this lesson you
learnt how to add numbers in various cells using the formula bar.

NOW DO PRACTICE EXERCISE 13 ON THE NEXT PAGE.
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Practice Exercise: 13

A. Follow the given instructions below to complete the exercise.
1. Open an Excel workbook and type the given data.

B2 Grade 10 Class A, Term2 Marks

A4 Name

B4  Science BS 20

C4  Maths C5 20

D4  English D5 20

E4 IT ES5 20

F4 Buss. Studies FS5 20

G4 TOTAL G5 100

A6 1 B6  Abby, Bobby
A7 2 B7 Bobo, John

A8 3 B8 Cad, David

A9 4 B9 Dove, Mark
A10 5 B10 Fumi, Michaelyn
A11 6 B11 Farrah, Debra
A12 7 B12 Gomez, Natalie
A13 8 B13 Heinz, Lucy
A14 9 B14 Jazz, Mary
A15 10 B15 Komah, Beth

2. Compute for the TOTAL by adding all the subjects.

3. Save your work with the filename Students’ Marks.

CHECK YOUR WORK. ANSWERS ARE AT THE END OF TOPIC 3.
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Column

GR 9 D&T- COMPUTING U4 130
Answers to Activity 1
A B C 2
1
2 Cost of Going to the Movie
3 Saturday Monday
4 Tickets 45 30
5 Pop Comn 15 10
& |Drinks 5 5
7 |Bus Fare 3 3
8
1 & Total
Row
2. a. Tickets
b. Drinks
C. 3
d. 5
e. Total
3. a B3
b. A5
C. B4
d. B5
e. C5
4. =B4+B5+B6+B7
5. =C4+C5+C6+C7
G10 - S
A B C
1
2 Cost of Going to the M
3 Saturday Monday
4 Tickets 45 30
5 Pop Corn 15 10
6 Drinks 5 5
7 Bus Fare 3 3
8
6 9 Total 68 48
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Lesson 14: Subtracting Numbers in Various Cells
":I Welcome to lesson 14 of Unit 4. In Lesson 13 you learnt how to

add numbers in various cell references using the formula bar.

references.

L4
AN E
- Bj 5% In this lesson you will be able to subtract numbers in various cell
\ 7
-

Your Aims:

@

""i‘}ﬁ_’o identify the process of subtracting numbers in
various cells

e subtract numbers in various cells

Writing the Formula

The key thing to remember when writing formulas for Excel is that all formulas must
begin with an equal sign (=). This is because the cell contains, or is equal to, the
formula and its value. Remember to always place your cursor in the cell where you
want to place your answer.

Remember this rule as we take the next step in using Excel in calculating.

Subtraction of Numbers in Various Cells
Follow the instructions on how to subtract number in various cells.

First let us type the given data into our Excel.

A Headmaster of a school asked one of the teachers to count the number of the
students who are present today at school, and deduct it from the number of students
who are absent.

1. Type this data into your Excel.

Cell References Data

A2 Attendance for Today
C4 No. of Students

D4 Absent for Today

E4 No. Of Present

A5 Grade 9 Class A

A6 Grade 9 Class B

A7 Grade 9 Class C

A8 Grade 10 Class A

A9 Grade 10 Class B
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A10

Grade 10 Class C

C5 50

C6 51

C7 52

C8 50

C9 50

C10 45

D5

D6

D7

D9

7
8
5
D8 4
3
6

D10

2. Modify the title to font type ALGERIAN.

X d 9 - 100% ° |+
Home | Insert  Pagelayout  Formulas  Data  Review  View

3 % cu Arial E|11 FAN = %] B
—— Eacopy - B Adobe Casion F1o Bold k-
_\/F”ma' Fainter | B pdobe Fan Heiti 5td B
Seboad & Adobe Fangsong Std R
A2 | B Adobe Garamond Pro

Paste

Alignment

=1 Wrap Text Ge}

5 Merge & Center - | 5

E B Adobe Garam ond Pro Bold L
:: E Adobe Gothic 5td B

B Adobe Hebrew

R ocEs & Adobe Heiti Std R

rade 9 Class "
Grade 9 Class B & Adobe Kalt'l SR
Grade 9 Class C |8 Adobe Ming Std L
Grade 10 Class A B Adobe Myungjo Std M
9 |Grade 10Class Bl g 4 4phe Song $td L
10 |Grade 10 Class C|
1 T Ageney B
" ALGERIAN

N

T D
for Today

@~ |

T 71N

o
iyl

- Jaad
16 T amgrana Mew afad
17 T sngsanatPo atad
18 B Aparajita ErEEice
T frabic Typesetting gy

21 B Anal -

[= TR T, - RN

No. of Present

3. Adjust the column width to fit into your data into the cell.

A B £

Grade 9 Class A
Grade 9 Class B
Grade 9 Class C
Grade 10 Class A
Grade 10 Class B
Grade 10 Class C

(=T I RS - 0 R S Y SO [

[y
o

50
51
52
50
50
45

| E

ATTENDANCE TALLY FOR TODAY

No. of Sindents Absent for Today

No. of Present

[~ B~ T | N < B |
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4. Compute for the number of present students by deducting the number of
students to the absent for today. From the formula function, type, = C5 — D5

A B C D E
ATTENDANCE TALLY FOR TODAY

—

W M

4 No. of Student Absent for Today No. of Present
| 5 |Grade 9 Class A ! 50] 7|=C5D5
6 Grade 9 Class B 51 8
7 Grade9Class C 52 5
8 Grade10Class A 50 4
9 Grade 10 Class B 50 3
6

10 | Grade 10 Class C 45

5. Click Enter.
6. Do the same to E6, E7, E8, E9 and E10.

A B C D E [
1
2 ATTENDANCE TALLY FOR TODAY
‘31- No. of Stundents Absent for Today No. of Present
5 |Grade 9 Class A 50 7 43
6 Grade 9 Class B 51 8 43
7 |Grade 9 Class C 52 5 47
8 Grade 10 Class A 50 4 46
9 Grade 10 Class B 50 3 47
Grade 10 Class C 45 6 39

b | =
k=

After subtracting the No. of Students to Absent for Today.

7. Save your work with the filename Subtraction1.

Activity 1. Using the given data, solve for the following.

The Manager of Hideaway Hotel asked for a report for the number of confirmed
guests for the next week’s big holiday. This is in order to know the number of rooms
available for that week.

1. Type the data into your Excel.

A1 Hideaway Port Moresby
B3 No. of Rooms

C3 Confirmed Guests

D3 No. of Available Rooms
A4 Twin Share Room
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A5 Deluxe Room
A6 Standard Room
A7 Superior Room
B4 120

B5 80

B6 70

B7 20

C4 85

C5 50

C6 32

C7 8

2. Modify the text and adjust the column width.
3. Compute for the No. of Available Rooms using subtraction.

4. Save your work with the filename subtration2.

Thank you for completing this activity. Now, you may go to the end of this lesson to
check your answers. Make sure you do the necessary corrections before moving on
to the next part of this lesson.

Summary

You have come to the end of Lesson 14. In this lesson you learnt how
to subtract numbers in various cells.

NOW DO PRACTICE EXERCISE 14 ON THE NEXT PAGE.
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Practice Exercise: 14

A.
1.

2.

Make a table using Excel to compute for the following given data:

Cell reference C2, Title: Subtraction
B3, Data1
C3, Data2

D3, Answer

Cell references A5to A11  type atog

B5, 185 C5, 89

B6 10788 C6, 9854
B7 1256 C7, 995
B8, 89562 C8, 75210
B9, 45221 C9, 36000
B10, 2354 C10, 1896
B11, 895 C11, 788

CHECK YOUR WORK. ANSWERS ARE AT THE END OF TOPIC 3.

Answers to Activity

Lo TR [ I A [N S VRS R L I )

35
30
38

A B C D
HIDEAWAY PORT MORESBY
No. of Rooms  Confirmed Guesis No. of Available Rooms
Twin Share Ecoem 120 85
Deluxe Ecom 80 50
standard Ecom 10 32
supericr Ecom 20 8

12
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Lesson 15: Multiplying Numbers in Various Cells

- Welcome to lesson 15 of Unit 4. In Lesson 14 you learnt how to
subtract numbers in various cell references.

e

/x.:f
: \ »g/ Z In this lesson you will be able to multiply numbers in various cell
Az
—~

Q :} references.

Your Aims:

¢ identify the process of multiplying numbers in
various cells

e multiply numbers in various cells

Multiplication of Numbers in Various Cells

Formulas are the heart of Excel. With huge list of built-in formula and functions, Excel
stands out from other datasheet handling applications. Formulas are used for
calculating and analysing data based on values in designated cells. It supports
trigonometric, statistical and other functions. You can also create a new rule, or
constraint to apply over your datasheet. This post covers writing formulas and
applying conditional formatting on a basic level.

You learnt from Lesson 13 that the symbol for our multiplication is an asterisk ( * ).
You can find it on top of number keys on your keyboard by pressing the Shift key and
at the same time the number 8 key.

As we already learnt the addition and the subtraction we will also follow the same
approach for multiplication. Remember to always put your cursor in the cell where
you want to put your answer.

1. Type the following given data into your Excel.

Mrs Jones asked her housemaid to buy some groceries for dinner tonight.
Here is the list of groceries for Mrs Jones.

Grocery Lists

ITEMS Pieces Price per Item (Kina) Total
1. Whole Chicken 3 12
2. Loaves of Bread 4 6
3. Soft drinks 4 10
4. Ice Cream 2 20
5. Butter 2 8
6. Thick Cream 3 6
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2. Modify the text, and adjust the column width.

3. Compute for the Total using multiplication process.
SUM *(© % ¢ fe| =c5*D|
A B C D E
1
2 Grocery List
3 ITEMS Pieces Priece per ltem(Kina) Total
4
5 i WHOLE CHICKEN | 3/ 12| =c5*D5|
¥ 2 LoAVES OF BREAD 4 =]
7 2 SOFT DRINKS 4 |
8 4 IcE CREAM 2 2
a9 5 BUTTER 2 2
10 6 THICK CREAM 3 3

This is how your screen should look like after multiplying columns C and D.

A B C D E

1

2 Grocery List

3 ITEMS Pieces Priece per ltem(Kina) Total

q.

5 i WHOLE CHICKEN 3 iz 36

b 2 LoaAavEs oF BREAD 4 =1 24

7 3 SOFT DRINKS 4 a4 is

8 4 IcE CREAM 2 2 4

9 5 BUTTER 2 2 4

10 & THICK CREAM 3 3 =]
4. Save your work with the filename Multiplication1.

Activity 1. Refer to the information below to complete this activity.

The BIG BOSS Company computed for the number of hours for the following student
trainees in order for them to issue their training allowances complying for the number
of hours for their on-the-job training.

The BIG BOSS Company

Name of Trainees Rate per hour Number of Hours  Total
1. Den More 3 20
2. Alvin Mamaki 2 18

3. Mary Bob 3 25
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4. Elizabeth Dondon 2 30
5. Elisa Ninimo 2 22
1. Open an Excel workbook and type the given data.

2. Modify the text and adjust the column width.

A B C D E
1 THE BIG BOSS COMBPANY
2 Name of Trainees Rate per Hour Number of Hours Total
3 1 Den More 3 20
4 2 Alvin Mamaki 2 18
5 3 Mary Bob 3 25
3] 4 Elizabeth Dondon z 30
7 5 Elisa Ninimo 2z 22
3. Solve for the Total by multiplying the number of hours by the rate per hour per
trainee.
=C3*D3
A B C D E
1 THE BIG BOSS COMPANY
2 Name of Trainees Rate per Hour Number of Hours Total
3 1 Den More L 3, 20| =C3*D3] |
4 2 Alvin Mamaki 2 i8
5 3 Mary Bob 3 25
¥ 4 Elizabeth Dondon z 30
7 5 Elisa Ninimeo 2 22,
8
4. Press Enter.
A B C D E
1 THE BIG B0OSS COMBANY
2 Name of Trainees Rate per Hour Number of Hours Total
3 1 Den More 3 20 60
4 2 Alvin Mamaki ] :sl _|
] 3 Mary Bob 3 25
b 4 Elizabeth Dondon z 30
7 5 Elisa Ninimo 2 22
5. Do the same computations for C4 to C7 by multiplying to column D.

6. Save your work with the filename Multiply1.
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s T, [ N T N

A B C D E
THE BIG BOSS COMPANY
Name of Trainees Rate per Hour Number of Hours Total
1 Den More 3 Z0 60
2 Alvin Mamaki 2 18 36
3 Mary Bob 3 25 75
4 Elzabeth Dondon z 30 b0
& Elisa Ninimo z 22 44

After multiplying columns C to D.

Activity 2. Complete the following exercise.

The TWEEN PRINTING Co. counted the number of hours per department to
compute for their allowances for last week’s over time to be distributed for each

department.
TWEEN PRINTING Co.

Department Number of Employees Number of Hours Total
A-1 30 15

A-2 32 22

B-1 32 15

B-2 31 20

C-1 30 21

Open an Excel workbook and type the data.
Modify the data and the column width.
Multiply columns C to D.

Show your formula on how to compute for the Total by multiplying the Number
of Employees to the Number of Hours.

Formula

Show the rest of the formula to compute for the Total by multiplying the
Number of Employees to the Number of Hours.

Formula
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Formula
Formula

Formula

5. Write your formula for the Total.

Total

Total

Total

Total

Total

6. Save your work with the filename Multiply2.

Thank you for completing this activity. Now, you may go to the end of this lesson to
check your answer. Make sure you do the necessary corrections before moving on to
the next part of this lesson.

Summary

You have come to the end of Lesson 15. In this lesson you learnt
how to multiply numbers in various cells.

NOW DO PRACTICE EXERCISE 15 ON THE NEXT PAGE.
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A. Follow the instructions below.

1. Open an Excel workbook and type the given data.

Make a Multiplication Table Using Excel for the given numbers.

1*6
2*6
3*6
4*6
5*6

2. Create your own Title for the given problem.

6*6
7*6
8*6
9*6
10* 6

3. Use ROCKWELL EXTRA BOLD for the text and with the font size of 13.

4. Save your work with the filename Multiplication3.

CHECK YOUR WORK. ANSWERS ARE AT THE END OF TOPIC 3.

Answers to the Activity:

3. Formula =C3*D3 5. Answers to the Total 450
4. Formula =C4*D4 704
=C5*D5 480
=C6*D6 620
=C7*D* 630
A E C D E |
. TWEEN PRINTING CO.
2 Department  Number oi Employees  Number oi Hours TOTAL
3 A- 30 15 430
4 A3 a2 22 704
5 B-1 32 15 430
6 B2 3l 20 620
7 C-1 30 i | 630
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Lesson 16: Dividing Numbers in Various Cells
@ Welcome to lesson 16 of Unit 4. In Lesson 15, you learnt how to

o multiply numbers in various cell references.

g ' =

A ﬁ/ ¢ In this lesson you will be able to divide two numbers in various cell
hY e

. \ \/‘/ references.

_-/’/

Q

Your Aims:

¢ identify the process of dividing two numbers in
=% various cells

e divide two numbers in various cells

Division of two Numbers in Various Cells

Microsoft Office Excel is a very popular application for spreadsheet management.
One of its strength lies in Formulas and Functions. They let you perform basic
calculations within Excel spreadsheets.

Remember that the symbol for our division in Excel is a forward slash (/) symbol.
First let us recall our division terms.

In the expression a /b = c, a is called the dividend or numerator, b the divisor or
denominator and the result ¢ is called the quotient.

Division describes two distinct but related settings. Partitioning involves taking a set
of size a and forming b groups that are equal in size. The size of each group formed,
c, is the quotient of a and b.

Quantitative division involves taking a set of size a and forming groups of size c.
The number of groups of this size that can be formed, b, is the quotient of a and c.

Even though you can use numbers directly in your division formula, it is much better
to use the references or addresses of the cells containing your data. If you use the
cell references rather than the actual data later or if you need to change the data in
either cell, the results of the formula will update automatically without you having to
rewrite the formula.

Let us divide the two numbers:

C=25/5
1. Let us use our Excel to type these two numbers.
A1 Dividend
B1 Divisor

C1 Quotient



http://en.wikipedia.org/wiki/Quotient
http://spreadsheets.about.com/od/c/g/cell_ref_def.htm
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A2 25
B2 5
2. Place our active cell in C2 to write our answer (quotient).
3. Write your formula for dividing two numbers in division.
= A2 /B2
4. Type our formula in our formula bar.

SUM v K v & =82/B2

A B C
1 Dividend Divisor Quotient
2 [ 25] 5/ =A2/8B2 |
3

5. Press Enter.

A B C
1 Dividend Divisor Quotient
25 5 5

[

]

Your screen should look like this after typing the formula for division.

6. Save your work with the filename Division1.

/ Activity 1. Follow the given instructions below.

A. Melissa made 324 cupcakes. She packed 4 cupcakes into each box.
How many boxes of cupcakes did she pack?
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1. Make a table in Excel on how to get the quotient to this problem.
2. Modify the text and the column.

3. Save your work with the filename Division 2.

B. In July, a construction company built a 360 mile road. In February the same
company laid down 60 miles of road. How many times more roads did the
company complete in July?

1. Make a table in Excel on how to get the quotient to this problem.
2. Modify the text and the column.

3. Save your work with the filename Division 3.

Thank you for completing this activity. Now, you may go to the end of this lesson to
check your answer. Make sure you do the necessary corrections before moving on to
the next part of this lesson.

Summary

You have come to the end of Lesson 16. In this lesson you learnt
to divide two numbers in various cells.

NOW DO PRACTICE EXERCISE 16 ON THE NEXT PAGE.




GR 9 D&T- COMPUTING u4 145

TOPIC 3 LESSON 16

Practice Exercise: 16

Follow the given instructions to complete the exercise.

The National Capital District Commission (NCDC) decided to give new rubbish
bins to every school in NCD. The Director of the District Commission
requested every school to write a request letter for this.

The National Capital District Commission will give out 50 rubbish bins to
distribute equally to schools.

Here is the list of school that replied to the NCDC'’s request.

1. Gordon Secondary School 6. Port Moresby Grammar

School
2. Kila Kila Secondary School

7. St. Joseph School
3. Gerehu Secondary School

8. Wardstrip School
4. Coronation Primary School

9. Paradise School
5. Koroboro School

Compute for the number of rubbish bins each school will receive.
A private sector group decided to help the country that was affected by the

natural disasters last month. They decided to give sacks of rice to the six
areas that were affected by the floods.

Areas Affected Sacks of Rice per Area Villages in a District
1 84 2
2 90 5
3 60 10
4 36 6
5 100 5
6 49 7

Compute for the number of sacks of rice to be distributed per village.

CHECK YOUR WORK. ANSWERS ARE AT THE END OF TOPIC 3.
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Answer to Activity 1

A.
A B C D
1
2 CUPCAKES PROBLEM
3 Cupcakes InaBox Box
4 324 4 S1
B.
A B | C | D B
1
2 AAA Construction Co.
3
4 July February Completion
5 (in miles) (in miles) (times)
6
7 360 60 6
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Lesson 17: Using Auto Sum

Welcome to lesson 17 of Unit 4. In Lesson 16, you learnt how to
divide two numbers in various cell references.

In this lesson you will be able to define Auto Sum, identify its
purpose, identify the steps for using Auto Sum, use Auto Sum to
add numbers in various cells and state the benefits gained in
using Auto Sum in a Spreadsheet.

Your Aims:
\‘?ﬁ" e define Auto Sum
¢ identify how to use Auto Sum

e add consecutive list of numbers

AutoSum

First, let us define Auto Sum. AutoSum 2 is a shortcut for the SUM Function.

A function in a Spreadsheet program which inserts a formula in the selected cell that
adds the numbers in the column above it. It sets the range of cells by looking for
numeric data above the selected cell.

The Auto Sum button, located on the Standard Toolbar in Excel 2010, is a shortcut
provided for using the SUM function. When you click on the Auto Sum button, the
SUM function is entered into the active cell.

[ [ @ |-t
o @ o =
| ] ] - | e ; =z
| o I AutoSum|~| A }}
e o o 5™ o = - zV
Conditional Format Cell Insert Delete Format Sort & Find &
ormatting = as Table = Styles = - < Clear - Filter ~ Select~
Styles Cells Editing
Sum (Alt+=)
K L M /N | Display the sum of the selected
3 cells directly after the selected cells.
[ Auto Sum B
5
| 5
=SUMY

Let us consider our sample worksheet in Lesson 13 with the filename Addition2.


http://spreadsheets.about.com/od/f/g/function_def.htm
http://spreadsheets.about.com/od/a/g/active_cell.htm
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A B C D E F G H |

1

2 My Chocolate Addiction

3 Monday  Tuesday Wednesday Thursday Friday Saturday  Sunday TOTAL

4 |Hershey's 5 b 3 4 2 3 3 26
5 Cadbury 4 3 7 3 2 5 2 26
b | Twix 3 2 8 7 4 4 1 29
7 M&Mm 1 0 5 6 3 7 0 22
8 Kisses 2 3 2 5 5 b 8 3
9 Bounty 3 4 2 3 7 5 5 29
10 Days Total 18 18 27 28 23 30 19 163

Let us delete the answers for the TOTAL (14 to 110) and Days Total (B10 to B9).
1. Highlight the cell references that we wanted to delete.

2. Click the Delete button located at the Standard Toolbar and click the down
arrow to show you more of the delete commands.

| 9~ 100% 5 |= Bookl - Microsoft Excel
Home Insert Page Layout Formulas Data Review View
= % cut s = = E | ] ] = === ST R
Tahoma 11 A == f§}" = Wrap Text General =4 = L
0. Jav ==W o & B M2 Cilba
Paste v | D Ay EE = EE M & v By oo +0 .00 Conditional Format  Cell sert |Delete |Format Sol
o Fromatpaner| B4 LTl LT AT SSEE Bl Merge e Center - | B+ %+ | h % Formatting ~ asTable - Styles= | /= |+ | - | @Cear~ \fit
Clipboard Font Alignment Number Styles Delete Cells... ng
" v £ RSUM(M:HEI} 7 Delete Sheet Rows
A B c D E F G H [ J K L Delete Sheet Columns
1
2 My Chocolate Addiction A Delete Sheel
3 Monday  Tuesday Wednesday Thursday Friday Saturday  Sunday TOTAL
4 |Hershey's 5 6 3 4 2 3 3 26|
5 |Cadbury 4 3 i) 3 2 5 2) 26
6 | Twix 3 2 8 7l 4 4 1 29
7 M&M 1 0 5 b 3 7 0) 22
8 Kisses 2 3 2 5 5 6 8] 31
9 |Bounty 3 4 2 3 7 5 5 29
10 |Days Total 18 18 27 28 23 30 19 163,
1

3. Choose Delete Sheet Columns to delete the highlighted columns.

E=E
c@oc 5 =
== === Z AutoSum ~ f
+ Il ey
! ﬂ—l . zrl S
B Fill = EL
Insert |Delete |Format Sort & Find &
- - 2 Clear~  Filter~ Select~
5% Delete Cells... ting
v

= Delete Sheet Rows

C ' Delete Sheetgolumns) B Q -

[ Delete Sheet
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4. Do the same for cell references B10 to H10 (go back to step 1). As you notice
when we deleted the columns the titles for Column | were deleted as well
(Total), the same with the row (Days Total).

5. Create another title for A11 which is Daily Total and for cell reference J3 type
Weekly Total.
™ R w00% 3 |% Bookl - Microsoft Excel
Home Insert Page Layout Formulas Data Review View
=% cut Tahoma AN == Par =W 2 B
= P =1¢ Wrap Text General 2
F‘_% AV a = =%] 5 I 5 . o 0 o0 ¢ ulj_,'téJ |
avs € # Format Painter B 7 U~ i+ 24 év E==Etee :gMergE & Center ~ ;J_§ v % 9 50 .0 FDDI_rljﬂalt_l\ionngav ,
Clipboard Font Alignment Mumber Sy
J24 - Jx
A B C D E F G H I J
1
2 My Chocolate Addiction
3 Monday  Tuesday Wednesday Thursday Friday Saturday  Sunday Weekly Total
4 |Hershey's 5 6 3 4 2 3 3
5 Cadbury 4 3 7 3 2 5 2
6 | Twix 3 2 8 7 4 4 1
7 M&M 1 0 5 6 3 7 0
8 Kisses 2 3 2 5 5 6 8
9 Bounty 3 4 2 3 7 5 5
10
IK Eairy Total >
1 — —

To use the Auto Sum Button
Follow the instructions below on how to use the Auto Sum button.

1. Click on the cell where you want the answer to appear.
PR B A 100%  |% Bookl - Microsoft Excel
Home Insert Page Layout Formulas Data Review View
= % cut Tahoma 11 v A A = 20 =" Wrap Text General - E _|
p_% = Copy ¥ i ==%] = = . 7 o 0.0 ¢ -dlj_%j |
avs £  Format Painter B 7 U- MK R é TEEE= = 2= b Merge & Center ~ ;'_§ % 9 50 40 Foorrll’lalttlionngav
Clipboard Font Alignment Mumber
4 - I’
A B C D E F G H I J
1
2 My Chocolate Addiction
3 Monday  Tuesday Wednesday Thursday Friday Saturday  Sunday Weekly Total
4 |Hershey's 5 6 3 4 2 3 3 1
5 Cadbury 4 3 7 3 2 5 2
6 Twix 3 2 8 7 4 4 1
7 M&m 1 0 5 6 3 7 0
8 Kisses 2 3 2 5 5 6 8
9 Bounty 3 4 2 3 7 5 5
10
11 |Dally Total

2. Click on the Auto Sum button | = |.



http://spreadsheets.about.com/od/c/g/cell_definition.htm
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3.

4.

5.

6.

\E‘ a9 0% |+ Bookl - Microsoft Excel ‘ = 6 e
Home Insert Page Layout Formulas Data Review  View [A] \) og B
~ . Ty 7| =2 s (= 5 L ] 1 T B .
7J By Tahoma U - A =[%] ¥ = Wrap Text General g‘g 7‘4 _‘d J"JJ _r‘ L / }}
e B 0B @0 A7 S E | F | Eveneacmar| B0 |G ) oo fomt G| o O ot Tt
Clipboard Font Alignment Number Styles Cells Editing
n v Je ‘Sum (Alts=)
A B C D E F G H I ] K L M Display the sum of the selected
1 3 cells directly after the selected cells,
2 My Chocolate Addiction §
3 Monday  Tuesday Wednesday Thursday Fridey  Saturday  Sunday Weekly Total 5
[ 4 |Hershey's 5 6 3 4 2 3 3 ] 5
5 (Cadbury 4 3 7 3 2 5 2
6 |Twix 3 2 8 7 4 4 1
7 M&M 1 0 5 ] 3 7 0
8 Kisses 1 3 2 5 5 ] 8
9 Bounty 3 4 2 3 7 3 3
10
11 Daiy Total

The function will auto select the closest range of data cells. The selected cells
are surrounded by the -marching ants”.

F= 100% - |+ Bookl - Microsoft Excel
Home Insert Page Layout Formulas Data Review View

& Cut

= - A A = . - =
53 Copy ~ £
B I U e . = = | ? - =
Clipboard Font Alignment M MarChlng antS
SUM - ® ¥ f | =suM(Ba:M) =

A B C D E F G 1 J K L
1
2 My Chocolate Addiction
Monday  Tuesday Wednesday Thursday Friday aturday  Sunday Weekly Total

3
|4 |Hershey's | 5 & 3 4 2 3 3 T=5uM(]

5 |Cadbury 4 3 7 3 2 5 2 [SUM(number?, frumbei2], - |
6 |Twix 3 2 8 7 4 4 1

7 M&M 1 0 5 6 3 7 0

8 |Kisses 2 3 2 5 5 6 8

9 Bounty 3 4 2 3 7 5 5

10

11 Daly Total

Check to make sure that the selected range for the function is correct. We are
trying to add the Weekly Total from B4 to H4.

If it is correct, press Enter on the keyboard. Cell reference 14 is not included in
our Weekly Total.

lz" = R 100% = |+ Bookl - Microsoft Excel
Home Insert Page Layout Formulas Data Review View
,\1, Cut e . <o ) e . =
53 Copy ~ =
B I U-|H I~ % | %3 5%
Clipboard Font Alignment Mumber Styles
SUM - X ¥ K =sum(ea:4)
A B C D E F G H I J K L
1
2 My Chocolate Addiction
3 Monday  Tuesday Wednesday Thursday Friday Saturday  Sunday Weekly Total
4 |Hershey's | 5 & 3 3 7 3 3 = umEEl
5 |Cadbury 4 3 7 3 2 5 2 SUM(numberl, [numbe;
6 |Twix 3 2 8 7 4 4 1
7 M&aMm 1 0 5 6 3 7 0
8 |Kisses 2 3 2 5 5 6 8
9 Bounty 3 4 2 3 Z 5 5
10
11 Daly Total

If it is incorrect, drag select with the mouse the correct range and then press
Enter on the keyboard.


http://spreadsheets.about.com/od/r/g/range_def.htm
http://spreadsheets.about.com/od/m/g/ants_def.htm
http://spreadsheets.about.com/od/d/g/drag_select_def.htm
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Clipboard Font Alignment Murr
Sum - v i =SUM(B4)
A B C D E F G H
1
2 My Chocolate Addiction
3 Monda Tuesday Wednesday Thursday Fr( ay
4 |Hershey's & 3 . Drag your mouse 3
5 Cadbury 4 3 7 3 L to your right. 2
6 | Twix 3 2 8 7 1
J MR M i 0 L b 3 i 0
(x| = = - 1 B Bookl - Microsoft Excel
Home Insert Page Layout Formulas Data Review View
¥ cut . YA A o B
52 Copy ~ » =
B 7 U EH 3] 7]
:hp’bgs\d Font Alignment Number Styles
SUM - X « | =sum(Ba:n4)
A B 5 D E F G H I J K
1
2 My Chocolate Addiction
i Hershey's Monday < Tuesday = Wednesda\; Thursday4 Friday 5 Saturday 5 Sunday 5 \:'\I:SM(BE?':aI
5 |Cadbury 4 3 7 3 2 5 2 SUM(numberl, [number2], ...}
6 | Twix 3 2 8 7 4 4 1
7 M&M 1 Q 5 6 3 7 ]
8 |Kisses 2 3 2 5 5 (5] 8
9 Bounty 3 4 2 3 7 3 3
10
11 |Daly Total

Press Enter.

Do the same for columns J5, J6, J7, J8 and J9.

@. FICE 100% ° |= Bookd - Microsoft Excel
Home Insert Page Layout Formulas Data Review Wiew

=& Tahoma 11 As == P =W B

& 2 = 7 = Wrap Text General 2 =
B Ba Copy - A % = ]

- = 5 - | E® - o <0 .00 iti
Pavste  Format Painter I u e :‘E L e FCDDrrll‘ldaltt'tI;nga"
Clipboard Font Alignment Humber
L15 M Fx
A B C D E F G H I J

1
2 My Chocolate Addiction
3 Monday  Tuesday Wednesday Thursday Friday Saturday  Sunday Weekly Total
4 Hershey's 5 6 3 4 2 3 3 26
5 Cadbury 4 3 7 3 2 5 2 26
6 Twix 3 2 8 7 4 4 1 29
7 M&M 1 0 5 b 3 7 1] 22
8 Kisses 2 3 2 5 5 5] 8 3
9 Bounty 3 4 2 3 7 5 5 29
10
11 Daily Total

your screen should look like after using the Auto Sum.

Compute for the Daily Total using the Auto Sum (Refer to Step 1). This is how

lzl- FICE 100 % = Bookl - Microsoft Excel
Home Insert Page Layout Formulas Data
LA cut Tahoma = =i Wrap Text General - B
— 3 Copy - = _'I%g
Pa'ste # Format Painter B IO = ﬁ ~Ses Y EIE v ‘.'0'8 ;0'8 lfnor:f‘altt'tllonngal'
Clipboard Alignment Number
116 - I
A B C D E F G H I J
1
2 My Chocolate Addiction
3 Monday Tuesday Wednesday Thursday Friday Saturday  Sunday Weekly Total
4 |Hershey's 5 6 3 4 2 3 3 26
5 |Cadbury 4 3 7 3 2 5 2 26
6 Twix 3 2 8 7 4 4 1 29
7 Ma&M 1 o 5 6 3 & o 22
8 |Kisses 2 3 2 5 5 6 8 31
9 Bounbty 3 4 2 3 7 5 5 29
10
11 Daity Total 18 18 27 28 23 30 19 163
12
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10.  Save your work with the filename AutoSum1.

Auto Sum'’s Rules for Selecting a Range
The order that Auto Sum follows in suggesting a range of data for the function is:

1. The uninterrupted group of cells containing data above the active cell.
2. The uninterrupted group of cells containing data to the left of the active cell.

3. If there is no data in the cells above or to the left, Auto Sum does not select a
range, but waits for you to do so.

Do not assume that the range Auto Sum selection is always correct.

/ Activity 1  Follow the given instructions to complete this activity.

1. Open an Excel workbook and type the data below.
No. Name Term1(100) | Term2(100) | Term3(100) | Term4(100) | Total(400)
101 | Ang, Robert 50 67 82 78
102 | Anton, Joel 65 78 80 45
103 | Babao, Joey 75 68 84 50
104 | Mabao, Neil 51 77 87 65
105 | Nanais, Nathan | 89 66 a0 68
106 | Opal, Mark 78 90 81 78
107 | Papa, Raymond | 66 85 85 75
2. Compute for the Total which is 400 for the seven students.

3. Write the steps in using the Auto Sum.
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4. Save your work with the filename AutoSuma2.

Thank you for completing this activity. Now, you may go to the end of this lesson to
check your answer. Make sure you do the necessary corrections before moving on to
the next part of this lesson.

Summary

You have come to the end of Lesson 17. In this lesson you learnt
how to use the Auto Sum and to add consecutive list of numbers
using the Auto Sum.

NOW DO PRACTICAL EXERCISE 17 ON THE NEXT PAGE.
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Practice Exercise 17

Follow the given instructions to complete this exercise.

Planning a Holiday (title)

Draw up a budget for a family holiday to Madang. Use a Spreadsheet to work
out costs for a family of 4 including:

a. Travel d Shopping Expenses

b. Accommodation e. Cost of trips and excursions,
' e.g. Water falls, Beaches,

C. Car Hire Madang Light House

Grocery Allowances (title), you may use your own figures.

Gather all your family’s spending receipts for groceries, electric bills, water
bills, petrol at home and show up a plan to see the costs of all the spending for
one month.

CHECK YOUR WORK. ANSWERS ARE AT THE END OF TOPIC 3.

Answers to Activity 1:

1.

| B | C D E F G

1 Name Term 1(100) Term 2(100) Term 3(100) Term 4(100) Total(400)

2 Ang, Robert 50 67 82 78 277
3 Anton, Robert 65 78 80 45 268
4 |Babao, Joey 75 08 84 50 277
5 |Mabao, Nei 51 77 87 65 280
& Nanais, Nathan 89 oo a0 68 313
7 | Opal, Mark 78 90 81 78 327
& Papa, Raymond 66 85 85 75 31
9

277, 268, 277, 280, 313, 327, 311
a. Click on the cell where you want the answer to appear.
b. Click on the Auto Sum button.

C. The function will auto select the closest range of data cells. The
selected cells are surrounded by the marching ants.

d. Check to make sure that the selected range for the function is correct.

e. If it is correct, press Enter on the keyboard.


http://spreadsheets.about.com/od/c/g/cell_definition.htm
http://spreadsheets.about.com/od/r/g/range_def.htm
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f. If it is incorrect, drag select with the mouse the correct range and then
press Enter on the keyboard.

g. Press Enter.
h. Do the same for the rest of the columns.


http://spreadsheets.about.com/od/d/g/drag_select_def.htm
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Lesson 18: Copying Data or Formula

Welcome to lesson 18 of Unit 4. In Lesson 17 you learnt how to

-: use the Auto Sum to add numbers.

%/ ~'In this lesson you will learn how to copy data or formula from
¢ various cells and identify the benefits gained in using copying data

Q {/ or formula operation in a Spreadsheet.

Your Aims:

identify the steps in copying data or formula

copy and paste text, numbers or formulas

Copying Formula

When setting up a Spreadsheet it is useful to be able to copy formulas from one
place in the sheet to another. With newer Spreadsheet like Excel, the formula may
need to be copied to a different page of the workbook. Sometimes the formula needs
to refer to different field ranges based on the page that it is on.

Copy with the Ribbon

Follow the steps below on how to copy formula using the Ribbon.

1. Type the given data in your worksheet.

Cell References Data
A1 Gina’s Profit Report 2013
A5 Revenue
A6 Costs
A7 Profit
B3 1%t Qtr
C3 2" Qtr
D3 3" Qtr
E3 4™ Qtr
F3 Total
B5 11,589
B6 8655
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B7 3501

C5 14500

C6 9620

C7 3562

D5 11600

D6 9621

D7 3057

E5 13333

E6 10555

E7 2336

A B C D E F

1 Gina's Profit Report 2013
% 1stQr  2nd Qtr  3rd Qtr  4th Qtr  Total
fjl Revenue 11,589 14500 11600 13333
6 Costs 8655 9620 9621 10555
7 Profit 3501 3562 3057 2336
8

This is how your data will look like in Excel.

2. Compute for the Total using the Auto Sum (Refer to Lesson 17).

A B C D E F |

1 Gina's Profit Report 2013

2

3 1stQtr  2nd Qtr  3rd Qtr  4th Qtr  Total

4

5 Revenue 11,589 14500 11600 13333 51,022
6 Costs 8655 9620 9621 10555 38,451
7 Profit 3501 3562 3057 2336 12,456

After computing the Total
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3. Place your active cell to F5 (the cell reference or formula) that we want to
copy.
Choose Home Tab.

5. Click the Copy button Elé in the Clipboard group, the Excel copies the
formula in cell F5.

6. As soon you click the Copy button for the cell reference F5, the cell will have
marching ants’ border.

7. Press the right arrow key of your mouse once to move to cell G5 (where we
will copy the formula).

A B C D E F G H I J
i Gina's Profit Report 2013
- 1stQr  2nd Qr  3rd Qtr  4th Qtr  Total Tohom 71t v|A 4% - &
: st Qtr nd Qtr rd Qtr Qtr ota BIEH-A-ii-wad
5 |Revenue 11,589 14500 11600 13333 51,022
6 Costs 8655 9620 9621 10555 38,451 | & Cut
7 Profit 3501 3562 3057 23360 12,456 |5a Copy
8 [, Paste Options:
g . : : = : :
2| 123 | | |20 %y =
10 . <
11 Paste Special... | -
12 Insert Copied Cells...
13 Delete...
14 Clear Contents
15
16 Filter
17 Sort
18 @ Insert Comment
19 -
20 j‘ Format Cells...
21 Pick From Drop-down List...
22 Define Mame...
23 ':?_.J Hyperlink...
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8.

Click the left button of your mouse to remove the Context Menu and the Mini
toolbar.

As you will notice the marching ants are in F5 and the active cell is in G5.

Click the Paste ﬂ button. Excel pastes the formula in cell F5 into cell
G5.

G5 - S | =SUM({C5:F5)

A B C D E F G H

1 Gina's Profit Report 2013

2

3 1stQtr  2nd Qo  3rd Qur  4th Qur  Total

4

5 |Revenue 11,589 14500 11600 13333  51,022[ 90.455]

6 Costs 8655 9620 9621 10555 38,451 B (o) -
7 |Profic 3501 3562 3057 2336 12,456

8

Compare the formula in cell F5 with the formula in cell G5 (while in the
respective cell, look at the Formula bar). The formulas are the same except
that the formula in cell F5 sums the entries in Column F and the formula in cell
G5 sums the entries in column G. The formula was copied in a relative
fashion.

Before proceeding with the next part of the exercise, you must copy the
information in cells F6 to G6 to cells F7 to G7.

A B C D E F G |
1 Gina's Profit Report 2013
2
3 1stQr  2nd Qtr 3rd Qtr 4th Qor  Total
4
5 Revenue 11,589 14500 11600 13333 51,022 90,455
6 Costs 8655 9620 9621 10555 38,451 68,247
7 Proft 3501 3562 3057 2336 12,456 21,411

This is how your sheet should look like after copying the formula.

Copy with the Mini Toolbar
This time you will copy using the Mini toolbar. Follow the steps below on how to copy
formula using the Mini Toolbar.

1.
2.

Select cells B5 to G5.
Move to cell B5.

Press the Shift Key. While holding down the Shift Key, press the arrow right
key five times (from columns C, D, E, F,G).

Press the right arrow key once. Excel highlights B5 to Gb5.
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B5 - Jfe | 11589
A | B | ¢ | bp | E | F | 6 |
1 Gina's Proft Report 2013
2
3 1stQtr  2nd Qtr  3rd Qr  4th Qtr  Total
4
5 Revenue | 11,589 14500 11600 13333 51,022 9'[1',455!
& Costs 8655 9620 9621 10555 38,451 68,247
7 Profic 3501 3562 3057 2336 12,456 21,411

5. Right click your mouse. A Context Menu and a Mini toolbar will appear.
6. Click Copy, which is located on the context menu. Excel copies the
information in cells G5 to H5.
B3 - F | 11589
A [ B [ ¢ [ o | E 1T T & ] H I i
1 Gina's Profit Report 2013
2 Tahoma ~ 11 - A" 47 B - 9 o+
i 1stQr  2nd Qtr 3rdQr  4thQuwr  Total BI=GH-Am-%8d
[ 5 |Revenue [ 11580 14500 11600 _ 13333 _ 51022 80 A==l
6 Costs 8655 9620 9621 10555 38,451 68 @
7 Profi 3501 3562 3057 2336 12,456  21=3 Coey
8 i Paste Options:
9 E)
12 Paste Special...
12 Insert...
13 Delete...
14 Clear Contents
12 Filter
17 sort
18 @ Insert Comment
;3 & Format Cells...
21 Pick From Drop-down List...
22 Define Name...
23 'g_l Hyperlink...
7. After clicking the Copy button, cell references B5 to G5 aside from being
highlighted it will have marching ants, place your active cell to B9 to copy.
8. Right click your mouse to appear the context menu. Select Paste button to

copy the selected cell refences to B9
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1 Gina's Profit Report 2013
2
3 1stQr  2nd Qr 3rd Qtr  4th Qtr  Total
4
5 Revenue 11,589 14500 11600 13333 51,022 90,455
6 |Costs 86/ Tahoma - 11 - A A" B3 - v, » aF| 38451 68,247
7 |Profi S s Em- Ay 12 24
8 = = S i B [
EN 1
10 @ Cut
11 53 copy
12 [, Paste Options:
1‘3‘ 3| 123 [ 28] (%] [==
15 Paste Special... ‘ 3
16 Insert Copied Cells...
17 Delete...
18 Clear Contents
;?) Filter
21 sort
22 il Insert Comment
%3 " Format Cells...
25 Pick From Drop-down List...
26 Define Name...
T Sheet1 sth?” penn
. ic aste. £xce Copies e contents or cells (0} O cells (0] .
9 Click Paste. Excel th tents of cells B5 to G5 t lIs B9 to G9
10.  Press Esc to exit Copy mode.
BS - Je | 11589
A B [ ¢ | b [ E | F [ 6 |
1 Gina's Profit Report 2013
2
3 1st Qtr  2nd Qtr  3rd Qtr  4th Qtr  Total
4
5 Revenue 11,589 14500 11600 13323 51,022 90,455
b Costs 8655 Q620 2621 10555 38,451 68,247
7 Proft 3501 3562 3057 2336 12,456 21,411
8
2] | 11,589 14500 11600 13333 51,022 90,455l
10 G

11. Do the same to Costs to cell references B10 to G10 and Profit to cell
references to B11 to G11. This is how your worksheet should look like after
after copying using the Mini toolbar.

A B C D E F G
1 Gina's Profit Report 2013
2
3 1stQr  2nd Qr  3rd Qr  4th Qr  Total
4
5 |Revenue 11,589 14500 11600 13333 51,022 90,455
&6 |Costs 8655 9620 9621 10555 38,451 68,247
7 Proftt 3501 3562 3057 2336 12,456 21,411
8
9 11,589 14500 11600 13333 51,022 90,455
10 8655 9620 9621 10555 38,451 68,247
i1 3501 3562 3057 2336 12,456 21,411
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12.  Save yourwork with the filename Minitoolbar1.

/ Activity 1. Answer the following.

A. Discuss the steps on how to copy formula using the Ribbon.

B. Discuss the steps on how to copy/paste using the Mini tool bar menu.

Thank you for completing this activity. Now, you may go to the end of this lesson to
check your answer. Make sure you do the necessary corrections before moving on to
the next part of this lesson.

Summary

You have come to the end of Lesson 18. In this lesson you
learnt how to use the Ribbon and the Mini toolbar to Copy and
Paste certain formulas and contents.

NOW DO PRACTICE EXERCISE 18 ON THE NEXT PAGE.
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A.
1.

2.

Follow the given instructions.

Open an Excel workbook and type the following data.

Cell References Data
B1 Market Items
A3 Stock Item
A4 ltem N
A5 ltem M
A6 Item O
A7 Item P
A8 ltem Q
B3 Old Price
B4 50
B5 123
B6 89
B7 35
B8 80
C3 New Price
A B c |
1 Market Items
2
3 Stock Item Old Price New Price
4 Item N o0
2 Item M 123
6 Item O 89
/ Item P 35
8 Item Q 80

This is how your worksheet should look like after typing the data in Excel.

Use the Copy and Paste from the Ribbon to cell reference C4 to C8.
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B. From Practice Exercise 18.1.

1. Add another cell which is in D3 and type Price 2013.

2. Use addition method to add Old Price and the New Price to cell references D4
to D8 (Price 2013).

3. Type Price 2014 to E3.

4. Use Mini toolbar to compute for Price 2014 by adding cell references C3 and
D3.

CHECK YOUR WORK. ANSWERS ARE AT THE END OF TOPIC 3.

Answers to the Activity:

1. Steps on how to copy formula using the Ribbon.

a. Place your active cell to a cell (the cell reference or formula) that we
want to copy.

b. Choose Home Tab.

C. Click the Copy button Eﬁ in the Clipboard group, the Excel copies
the formula in the cell.

d. As soon you click the Copy button Eﬁ for the cell reference, the
cell will have marching ants’ border.

e. Press the right arrow key of your mouse once to move to cell (where we
will copy the formula).

f. Click the left button of your mouse to remove the Context Menu and the
Mini toolbar.
g. As you will notice the marching ants are in old cell and the active cell is

in the target cell to copy.

h. Click the Paste [B button in the Clipboard group.
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2. Steps on how to copy/paste using the Mini tool bar menu

a.

b.

Select cells to copy.

Press the Shift Key. While holding down the Shift Key, press the arrow
right key depending on how many cells you will copy.

Right click your mouse. A Context Menu and a Mini toolbar will appear.

Click Copy, which is located on the context menu. Excel copies the
information in the cells.

After clicking the Copy button, cell references will be highlighted and it
will have marching ants. Place your active cell to the cell you want to
copy the content.

Right click your mouse to appear the context menu. Select Paste
button to copy the selected cell refences.

Press Esc to exit Copy mode.

Do the same to other cell references that need to be copied.
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Answers to Practice Exercises Topic 3

Practical Exercise 13

A B C D E F G |
1
2 Grade 10 Class A Term2 Marks
3
4 Name Science  Maths English IT Buss. Studies TOTAL
5 20 20 20 20 20 100
6 Abby, Bobby 15 16 20 14 12 77
7 Bobo, John 15 18 19 12 12 76
8 Cad, David 2 12 14 9 14 o1
9 Dove, Mark 8 13 13 8 15 a7
10 Fumi, Michaelyn 4 10 12 7 17 50
11 Farrah, Debra b 15 12 15 16 64
12 Gomez, Natalie 10 11 8 13 12 54
Heinz, Lucy 12 10 15 10 9 56
EJaR Mary 11 9 14 8 8 50]
15 Konah, Beth 9 14 12 12 5 52
12

Practice Exercise 14

A B C D E
1

2 Title: Subtraction
3 Catal L[ata? Answer

4

2 |a 185 59 96

6 b 10788 9854 034

I |c 1256 0995 261

8 d 50562 75210 14352

9 e 45221 36000 9221

10 2354 15906 458

11 g 895 788 107

!
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Practice Exercise 15

A B C D E F ]
1 MULTIPLICATION TABLE
2
3 1 & 6 = 6
5 3 * 6 = 18
6 4 * 6 = 24
7 5 %* 6 = 30
8 6 * 6 = 36
9 7 * 6 = 42
10 8 * 6 = 48
1 9 * 6 = 54
12 10 * 6 = 60
Practice Exercise 16
a.
A B C ]
1
2 Free Rubbish Bins
3
4 NCDC Bins NCD School Bins Receive
5 45 9 5
6
b.
A B C D E F
1
) Flood Victims
3 Areas Affected Sacks of rice  No. of Villages No. of rice to be distributed
q.
5 1 84 2 42
6 2 90 5 18
7 3 60 10 6
g 4 36 6 6
g 5 100 5 20
10 6 49 7 7
-
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Practice Exercise 17
Possible answers to the practice:

1.

A B C D E

1 Madang Trip

2

3 No. of Person One (1) Four (4)

4 Travel by Air (2 way ticket) 400 1600

5 Accomodation per day 200 800

6 Renta car 120 480

7 | Shopping Expenses 300 1200

8 Cost Trips 300 1200

9

10 TOTAL COST 1320 5280

2.
A B C D E F

i MY FAMILY'S MONTHLY EXPENSES
2 Jan-13
3 Groceries Electricty Wate Bils Petrol  Miscelaneous
4 Weeki 300 50 100 30 0
5 Week2 300 50 0 30 0
6 Week3 250 50 0 20 40
7 Weekd 480 50 0 35 150
g TOTAL 1330 200 100 115 190
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Practice Exercise 18

1.
D13 - Jx
A Z c |
1 Market Items
2
3 Stock Item Old Price New Price
4 Item N 50 50
5 ItemM 123 123
6 Item O 89 89
/ Item P 35 35
8 ItemQ 80 80
2.

]| 9 - 00% > |+
Home Insert Page Layout Formulas Data Review

f —
# Cut Tahoma 11 Ay == %]
3 Copy~ o A —
¥ Format Painter B J O~ i~ sa-fL- EEE
Clipboard Fant
El4 - £

A B C D E

1 Market Items

2

3 Stock Item Old Price  New Price Price 2013 Price 2014

4 Ttem N 50 50 100 150
5 Item M 123 123 246 369
6 Item O 89 89 178 267
7 Ttem P 35 35 70 105
8 ItemQ 80 80 160 240
0

End of Topic 3

Now Do Exercise 3 in Assignment Book 3 Then Go to Topic 4.
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TOPIC 4

DOING MORE WITH SPREADSHEET

Lesson 19 : Creating a More Complex or Unusual
Formula

Lesson 20 : Formatting a Worksheet

Lesson 21 : Using Print Preview

Lesson 22 : Printing A Worksheet

Lesson 23 : Creating A Graph with Chart Wizard

Lesson 24 : Incorporating Graphs in Word
Processing
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TOPIC 4: DOING MORE WITH SPREADSHEET

In this topic you will learn about creating a more complex or unusual formula,
formatting a worksheet, using print preview, printing a worksheet, creating a graph
with chart wizard and incorporating graphs in word processing.

With Excel you can analyse, manage and share information quickly and easily to
make more informed decisions. With the new user interface, rich data visualization,
and PivotTable views, professional-looking charts are easier to create and use than
ever before.

In this topic you will study the following:

Lesson 19 discusses on creating a more complex or unusual formula. You will
learn how to create it and the benefits of creating a more complex or
unusual formula.

Lesson 20 explains how to format a worksheet. You will learn the meaning of
worksheets, how to format a worksheet and the benefits of using a
worksheet.

Lesson 21 focuses on the uses of print preview. You will learn about print preview,
how to use print preview before printing.

Lesson 22 discusses on printing a worksheet. You will learn the things to consider
before printing a worksheet; explain the benefits of printing a worksheet
and how to print a worksheet.

Lesson 23 explains creating a graph with chart wizard. You will learn about the
chart wizard and its purpose, locate chart wizard from the computer
menu, enumerate and explain its features, decide the appropriate graph
for a given data and how to create a graph using the chart wizard.

Lesson 24 focuses on incorporating graphs in word processing. You will learn how
to transfer, add, combine or incorporate Excel graphs in word document
and enumerate specific items to consider in incorporating Excel graphs
in word document.

By the end of Topic 4, you should be able to use the complex formula, format a
worksheet, use the print preview, print a worksheet, create graphs using a chart
wizard and incorporate graphs into word processing.
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Lesson 19: Creating a More Complex or Unusual Formula

Welcome to Lesson 19 of Unit 4. In Lesson 18, you learnt how to
R copy data or formula.

/‘~ ' #Z In this lesson you will learn about complex or unusual formula,
)’\ j/" ¥ how to create it and its benefits.

\ o e Your Aims:
—

e define complex or unusual formula

\‘.F_ e identify the steps on how to create complex or
A unusual formula

e create a formula that contains a function

Complex Formula

First let us define complex formula: Simple formulas have one mathematical
operation. Complex formulas involve more than one mathematical operation.

Simple Formula: =2+2
Complex Formula: =2+2*8

To calculate complex formulas correctly, you must perform certain operations before
others. This is defined in the order of operations.

Complex formula allows the Excel user to manipulate more numbers for data
interpretation. It provides the user flexibility to manipulate operations as needed in
any data evaluation done in Excel.
The Order of Operations
The order of mathematical operations is very important. If you enter a formula that
contains several operations, Excel knows how to work those operations in a specific
order. The order of operations is:

e Operations enclosed in parenthesis ( )

e Exponential calculations (to the power of)

e Multiplication and division, whichever comes first

e Addition and subtraction, whichever comes first

e A mnemonic that can help you remember this is Please Excuse My Dear Aunt
Sally (P.E.M.D.A.S).

e P for parenthesis
e E for exponential
e M for multiplication

e D for division
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e A for addition
e S for subtraction
Example 1
4+4*3="

Is the answer 16 or 24?7 Well, if you calculated in the order in which the numbers
appear, 4+4*3, you'd get the wrong answer, 24. You must follow the order of
operations to get the correct answer.

To Calculate the Correct Answer
Calculate 4*3 first because multiplication comes before addition in the order of
operations. The answer is 16.

Add the answer obtained in step #1, which is 12, to the number 4 that opened the
equation. In other words, add 4 + 12.

The answer is 16.
Example 2
30/(6-3)*6-3

Using this order, let us see how the formula 30/(6-3)*6-3 is calculated in the following
breakdown:

30/(6-3)*6-3 Perform the operations in parenthesis first
(6-3)=3
30/3*6-3 Because the division comes first before the

multiplication, divide 30 /3 =10

10*6-3 Next is, multiplication takes place before the
subtraction 10 * 6 = 60

10-3 Formula becomes, 60 — 3, and the final
answer is 57

Other Complex Formulas
Excel automatically follows a standard order of operations in a complex formula. If
you want a certain portion of the formula to be calculated first, put it in parentheses.

Let us have more sample formulas to make sure you understand the order of
operations by which Excel calculates the answer.

4*2/4 ——> (4*2)/4

Multiply 4*2 before performing the division operation because the multiplication sign
comes before the division sign. The answer is 2.

4/2*4 ——> (4/2)*4
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Divide 4 by 2 before performing the multiplication operation because the division sign
comes before the multiplication sign. The answer is 8.

4-2*4 ——> 4-(2*4)

Multiply 2*4 before performing the subtraction operation because the multiplication
sign is of a higher order than the subtraction sign. The answer is -4.

4/(2*4)

But if the given complex formula is with the parenthesis, perform the operation in
parentheses (2*4) first and divide 4 by this result. The answer is 0.5.

/ Activity 1: Follow the given instructions.

A. Compute using the order of Mathematical Operations
1. 81/9-7*3+20

2. 100-5*20/2+6

3. 70-2*6/2+4

4. 92+2*5/10

5. 6*3/2+2-6

B. What is the importance of using complex formula?

Thank you for completing this activity. Now, you may go to the end of this lesson to
check your answer. Make sure you do the necessary corrections before moving on to
the next part of this lesson.
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Let us work on this given worksheet for the complex formula:

L8, [ S S L

A B C D | E | F
Department Day 1 Day 2 Total Rate per hour Pay
(No. of Hours) (No. of Hours) (No. of hours)
AA-1 250 310 2.5
BB-2 510 240 3.2
CC3 223 102 2.3

N

o &~

Click the cell reference where you want the formula result to appear, in this
given, F3.

Type the equal sign = to let the Excel know formula is being defined.
Type an open parenthesis (.

Click the first cell to be included in the formula B3.

Type the plus sign + for our addition operation.

Click the second cell in the formula, to be added to B3, which is C3.

Type a close parenthesis).

= (B3 + C3)
SUM - K v | =(B3+C3)
A B C D E F
1 Department Day 1 Day 2 Total Rate per hour Pay
2 (No. of Hours) (No. of Hours) (No. of hours)
3 AA1 [ 250/ 310] 2.5|=EE:3+C3§_|
4 BB-2 510 240 3.2
5 |CCG3 223 102 2.3

Type the next mathematical operator, or the multiplication symbol * to let the
Excel know that a multiplication operation is to be performed.

Type the cell to be multiplied, E3.

SUM - K " fe | =(B3+C3)*E3
A B C D E F
1 Department Day 1 Day 2 Total Rate per hour Pay
2 (No. of Hours) (No. of Hours) (No. of hours)
3 |AA-1 [ 250( 310] [ 2.5|=(B3+C3)*E3|
4 |BB-2 510 240 3.2
5 |CC3 223 102 2.3

Press Enter or click the Enter button on the Formula bar. This step ends the formula.
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A B C D E F
1 Department Day 1 Day 2 Total Rate per hour Pay
2 (No. of Hours) (No. of Hours) (No. of hours)
3 AA-1 250 310 2.5 1400
| 4 [BB-2 510 240 3.2
5 |CC3 223 102 2.3

10.  Now continue for F4 and F5 by going back to our step 1.

A B C D E F
1 Department Day 1 Day 2 Total Rate per hour Pay
2 (No. of Hours) (No. of Hours) (No. of hours)
3 AA1 250 310 2.5 1400
4 BB-Z2 510 240 3.2 2400
5 |CC3 223 102 2.3 747.5

After following the steps 1 to 9.

/ Activity 2. Follow the given instructions.

1. Give the order of operations in complex or unusual formula.
a. d.
b. e.
C. f.
2. List the mnemonic to help you remember the order of operations.
a. d.
b. e.
C. f.
3. Write the order of operations from the given complex formula.

100-6*3/9*2-10

Write your final answer here
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Thank you for completing this activity. Now, you may go to the end of this lesson to
check your answer. Make sure you do the necessary corrections before moving on to
the next part of this lesson.

Summary

You have come to the end of Lesson 19. In this lesson you learnt
how to compute using the complex or unusual formula

NOW DO PRACTICE EXERCISE 19 ON THE NEXT PAGE.
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Practice Exercise: 19

A. Follow the given instructions.

1. Type and solve for the answers using complex or unusual formula.

When you create your formula, write the cell references for each number.
(e.g.=A1+B1)

Given: A1-3 B1-5 C1-12 D1-2 E1-4
a. 3+5+12/2*4 your answer in cell A3

b. (3+5+12)/2*4 your answer in cell A5

C. 3+(5+(12/2))*4 your answer in cell A7

d. 3+5+(12/2%4) your answer in cell A9

e. 3+(5+(12/2*4)) your answer in cell A11

CHECK YOUR WORK. ANSWERS ARE AT THE END OF TOPIC 4.

Answers to Activities

A.

1. 81/9-7*3+20 70-(12/2)+4
(81/9)— (7 *3) + 20 70 — (6 + 4)
(81/9)—21+20 60
9 — (21 + 20) 92+2*5/10
91 92 +(2*5)/10
8 92 + (10 / 10)

2. 100-5*20/2+6 93
100 - (5*20)/2 +6 6*3/2+2-6
100 — (100 / 2) + 6 (6%3)/2+2-6
100 — (50 + 6) (18/2)+2 -6
100 — 56 (9 +2) -6
44 11-6

3. 70-2*6/2+4 5

70— (2*6)/2+4



GR 9 D&T- COMPUTING u4 179 TOPIC 4 LESSON 19

Complex formula allows the Excel user to manipulate more numbers for data
interpretation. It provides the user flexibility to manipulate operations as needed in
any data evaluation done in Excel.

Activity 2
1. The Order of Operations
a. Operations enclosed in parenthesis ( )
b. Exponential calculations (to the power of)
C. Multiplication
d. Division
e. Addition
f. Subtraction
2. That mnemonic that can help you remember the complex operation Please

Excuse My Dear Aunt Sally (P.E.M.D.A.S).

a. P for parenthesis d. D for division
b. E for exponential e. A for addition
C. M for multiplication f. S for subtraction

3. 100-6*3/9*2-10

100- (6*3)/9*2-10......... 100- 18/9*2-10
100- (18/9)*2-10............. 100- 2*2-10
100- (2%2)—10.ccceieiennnnnnn. 100- 4-10
96 - 10

Final answer is 86.
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Lesson 20: Formatting a Worksheet

Welcome to Lesson 20 of Unit 4. In Lesson 19 you learnt how to
_ 'J create a more complex or unusual formula.

%” // In this lesson you will be learn about worksheets, their importance

Q'\ j:"/f and how to format them.
@_ Your Aims:

“N\ e define a worksheet

e identify the steps on how to format a worksheet

e format a worksheet

Excel Worksheet

Excel allows you to define a meaningful name for each worksheet in a workbook-
cheque book, Reports and Accounts so you can quickly locate information.

Let us recall the meaning of the following words:

A cell in Excel is simply an individual container for data (like a box or pigeonhole). An
array of cells is called a sheet or worksheet. Technically, a worksheet is a single
document inside a workbook, but the terms workbook, worksheet and Spreadsheet
are often used interchangeably.

A Spreadsheet or worksheet holds information presented in tabular row and column
format, whereas a workbook is a Microsoft Office document that contains one or
more worksheets. Worksheets are important as these will contain the information
needed to be identified and evaluated in any Spreadsheet.

When you open an Excel workbook, there are three sheets by default and the default
names on the tabs are Sheet1, Sheet2 and Sheet3. These are not very informative
names. Excel 2010 allows you to define a meaningful name for each worksheet in a
workbook so you can quickly locate information.

Each new workbook created in Excel has 3 worksheets by default and you can make
each of them active by clicking on its tab at the bottom left.

Py

25

26 Work/sieets

27 - o

M 4 » M| Sheetl ~Sheet? . Sheet3 . #1
Ready |

OIc 5 0 & 3
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To Name a Worksheet
Follow the steps on how to name a worksheet.

1.

o &

7.
8.

To rename it, choose Sheet1 and right-click the button of your mouse to select
it.

Choose Rename from the menu that appears. The text is highlighted by a
black box.

16 Insert...

17 J Delete
18

19
20 Move or Copy...

Rename

21 Q,J View Code

22 iy Protect Sheet...
El Tab Colaor

24

25

26

Hide

27 Select All Sheets
H 4+ M| Sheetx STTCTT DTCTL

Ready |

O =5 o

After clicking the right button of your mouse a menu opens.

Type a new name for the worksheet. Click off the tab or press Enter.
The worksheet now assumes the descriptive name defined. OR
Click the Format command in the Cells group on the Home tab.
Select Rename Sheet. The text is highlighted by a black box.

Type a new name for the worksheet and press Enter.

The worksheet now assumes the descriptive name defined.

There is still another way to name a worksheet. Follow the step below on how to
rename a worksheet in another way.

o By pointing the mouse to the worksheet that you want to name and
double click the left button of your mouse.

23
24

25
26
27

M4 F M Sheet? . Sheet3 . ¥
Ready |

e 5 0 ¥ 5

After double clicking the mouse the current name is selected and ready to be renamed or
selecting Rename.
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9. Suppose our first worksheet will be named Sample 1.
24
25
26
27 N\
M4 4 » M| Samplel|  Sheet2 . Sheet3d . %]
Ready |
© : - o & -
After naming worksheet as Sample1.
10.  Continue to name the other two worksheets as Sample2 and Sample3.
24
25
26 \ /
27
M 4 » v | Samplel . Sample2 | Sample3| ¥
Ready |
O S5 0 & ¢
After naming the three worksheets.
Activity 1. Change the 6 worksheet names.
[ 24 |
25
26
77
4 4 b M| Sheetl . Sheet? Sheet3  Sheet4 . Sheet5 | Sheet6 ¥
Beady |
a. From Sheet1 to Activity1 f. From Sheet6 to Sample3
b. From Sheet2 to Activity2
C. From Sheet3 to Activity3
d. From Sheet4 to Sample1
e. From Sheet5 to Sample2
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Thank you for completing this activity. Now, you may go to the end of this lesson to

check your answer. Make sure you do the necessary corrections before moving on to
the next part of this lesson.

Inserting Worksheets
You also have the ability to insert new worksheets if needed, while you are working.
Follow the steps on how to insert a new worksheet.

1. Left-click the Insert Worksheet icon. A new sheet will appear. It will be name
Sample4, Sample5 or whatever the next sequential sheet number may be in
the workbook.

23
24

25

26 /
X7

M 4 » M| Samplel . Sample2 Sampleé ¥ )

Ready | —ﬁnseﬁ Worksheet (Shift+ F11]|
O S5 o0 ¥ 3 @ @
OR
Press the Shift and the F11 keys on your keyboard.
2. Continue and create Sample4 and Sample5.
25
26
27
4 4 » M| Samplel Sample? . Sample3 . Sample4 | Sample5 - ¥J
Ready |
” — — = 4

©Zc S5 0 § 7 @ »

After creating two more worksheets.

Deleting Worksheets
Any worksheet can be deleted from a workbook, including those that have data in it.

A workbook must contain at least one worksheet.

Follow the steps on how to delete a worksheet.
1. Click on the sheet(s) you want to delete.
2. Right-click the sheet(s) and a menu appear.

3. Select Delete.
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16 Insert...
17 w\! Delete
18
19 Eename
20 Move or Copy...
21 Gl View Code
22 [y Protect Sheet...
23 Tab Color
24 _
25 Hide
26
27 Select All Sheets
H 4 M| Samplel Sample2 . Sample3 . Sampled4 | Samplee———
Ready |
OR
4. Select the sheet you want to remove.
5. Click the drop-down arrow next to Delete in the Cells group on the Home
tab.
6. From the menu that appears, select Delete Sheet.

|@ g9 0w s Bookd - Microsof Excel lo B il

Home | Insed  Pagelayout  Formulas  Data  Review  View &'JD@ by

B o - I | ) T |BRE IAtim Ay &
® T Ez A 2] .
Tahoma oA =E] B SWapTet General Y o 7 }}
'j 3 Copy v ’ﬂ "’j _Ad‘ - B il 1
Paste BIU-|G- &-A EEZ EF HMegeacenter-| J- oy | 400 Condtional Fomat (ol Inset Sort& Find &
v f Fomet Painter Ie-faa F 's PR Formating * as Table » Styles * QOar  Fifg Select
Clipboard Font Alignment Number Styles F Delete Cels.. ting
AL ’ k = Delete Sheet Rows !
_
A B C D E F G H l ] K L i lﬁ Delete Sheet Columns Q R i
1 |
) L Delete Sheet
gl

Activity 2. Follow the instructions.

A. Write the steps to name a worksheet.
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3.

B. Write three steps to delete a worksheet

C. Give the importance of worksheets in a Spreadsheet.
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Thank you for completing this activity. Now, you may go to the end of this lesson to
check your answers. Make sure you do the necessary corrections before moving on
to the next part of this lesson.

Summary

You have come to the end of Lesson 20. In this lesson you learnt
the meaning and importance of a worksheet and steps on how to
format it.

NOW DO PRACTICAL EXERCISE 20 ON THE NEXT PAGE.
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Practice Exercise: 20

A. Follow the instructions.

The Initial Steps:
1. Format worksheet/worksheets to the following worksheet names;

From Sheet1 to Practice
From Sheet2 to Practice2
From Sheet3 to Practice3

2. Add two more worksheets.

3. Change Sheet4 to Worksheet1.

Change Sheet5 to Yearly.

CHECK YOUR WORK. ANSWERS ARE AT THE END OF TOPIC 4.

Answers to Activity

1. Change the 6 worksheet names.
24
25
26
pyi
M4 M| ATy Aty 2 Activity3 Samplel Sample2 | Sample3 ¥J

A. To Name a Worksheet
1. Right-click the sheet tab to select it.

2. Choose Rename from the menu that appears. The text is highlighted
by a black box.

3. Click off the tab.
4. The worksheet now assumes the descriptive name defined.
OR

5. Click the Format command in the Cells group on the Home tab.
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6. Select Rename Sheet. The text is highlighted by a black box.

7. Type a new name for the worksheet.

8. Click off the tab. The worksheet now assumes the descriptive name
defined.

B. To Delete One or More Worksheets

1. Click on the sheet(s) you want to delete.

2. Right-click the sheet(s) and a menu appears.

3. Select Delete.
OR

1. Select the sheet you want to remove.

2. Click the drop-down arrow next to Delete in the Cells group on the
Home tab.

3. From the menu that appears, select Delete Sheet.

Importance of worksheet in a Spreadsheet.

Worksheets contain all the information needed to be identified and evaluated
in any Spreadsheet program.
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Lesson 21: Using Print Preview

Welcome to Lesson 21 of Unit 4. In Lesson 20, you learnt about

::-4 worksheets, the steps on how to format it and its importance.
S\ ' ;éln t_his lesson you will learn about Print Preview, how to do it and
| )‘\ \j:ar/ its importance.
\/ __

Your Aims:

» e define Print Preview

e use the Print Preview to set up the worksheet to
be printed

Exploring Print Preview

The Print Preview feature in Excel is used to view a worksheet before printing it, to
check that is looks alright. Page setup and margin settings can be altered in this view
if required.

Before printing a worksheet, you can preview it to see how each page will look when
printed. This allows you to do further editing if necessary which in turn avoid
misprints. Print Preview automatically displays on the Print tab in the Backstage
View. Whenever you make a change to a print-related setting, the Preview is
automatically updated.

Once you are in Print Preview, you can access many of the same features that you
can from the Ribbon; however, in Print Preview you can see how the Spreadsheet
will appear in printed format.

1. Let us try to get out file Addition1 from Lesson 13 and follow the given steps
on how to use Print Preview. Click File from the Ribbon, and choose Open to
open our Addition1.

A B C D E F G H

1

2 My Chocolate Addiction

3 Monday  Tuesday Wednesday Thursday Friday Saturday  Sunday

4 |Hershey's 5 3

5 Cadbury 4

b Twix 3

7 M&M 1

8 Kisses 2

9 Bounty 3
8

10 Days Total 1

S SN R R R N R PR -
P P LA 0D =

(== R FS N5 o B« ST I S R
Ll =] L L s e e
=N, R R R SR T
WOOLA 00 O e d L

1 2 2 2 3 1

2. Click the File Menu again and choose Print to preview the file the worksheet.
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ﬂ Home Insert Page Layout Farmulas Data

‘=l Save

,_;_\g Save As

Information about Book2

[& Open - Permissions
= -
Bf Close t Anyone can open, copy, 4

A Protect
Info Workbook -

Recent

Prepare for Sharing
MNew - . _
T Before sharing this file, bg

' Printer path, author'y
« Check for
Jesues + Content that people

(ETTN]

Save & Send
Help = Versions
-_': ) %) There are no previou
] Options P
EJ] Exit Versions -

3. Click Print tab.

= Book? - Microsoft Excel

“ Home  Insert  Pagelayout  Formulas  Data  Review  View

i save

Print
[ save As HE':E
B 1 Copies: |1 =
&5 Open
Print My Chocste Addiction
&5 Close ¢ Tumlay Wadnesday Twrdiay Fidy | Sudsy Sndsy
L3
Ifo Printer 0
/ HP Deskjet F2400 series .
Recent ) Offline
N Printer Properties
ew

Settings

Print.
Print Active Sheets -

Only print the active sheets

Save & Send
Pages: s to z
e Collated
BE, ., 12 <
8 options 123 123 123
B3 Exit j Portrait Orientation -
Letter 8.5x11in. -
2159 cmx27.94 cm
Mormal Margins .
i— Left: 1.78 cm Right 1.78 cm
(][] No Scaling .
[100] Print sheets at their actual size
Page Setup
4. But as you noticed from our worksheet Addition1, the gridlines will not be

printed.

We need to set the gridlines so that when we print our worksheet the lines will
also be printed in our worksheet.
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Printing Gridlines

Gridlines are the light grey lines appear around cells. They make worksheets easier
to read. By default, gridlines do not print. But you can always print them following the
steps below.

1. Choose Page Layout from the Ribbon.

2. Tick (v ) Print from the Gridlines from the Sheet Options tab.

x| i 9 -
Home

ﬂﬁj n Colors =
""" Fonts =

Book2 - Microsoft Excel

eadings I:ll_'l ’1

ormulas Data Review View

‘j 74 ':Ijl o4 Width:  Automati Gridlines
| 5

%J Height: Automatf ~ View

el View
Themes Print Breaks Background Print " Ering Send
- Effects = = e Titles | i Seale: 100 %\ 2 Print Print | Forward ~ Backwa

Themes Page Setup Scale to Fit Sheet Opgfons
I’ {2 Print Gridlines
A Nt C D E F H Frint the lines between rows and
1 columns in the sheet to make
di ier.
2 My Chocolate Addiction __rea o easer
3 Monday Tuesday Wednesday Thursday Friday Saturday Sunday @ Press F1 for more help.
4 |Hershey's 5 6 3 4 2 3 3
5 Cadbury 4 3 7 3 2 5 2
6 Twix 3 2 8 7 4 4 1
7 M&M 1 0 5 7] 3 7 0
8 Kisses 2 3 2 5 5 7] 8
9 Bounty 3 4 2 3 7 5 5
10 Days Tota 18 18 27 28 23 30 19
11
3. Now click File Menu and choose Print.
4, To view each page, click the Next Page or Previous Page arrow at the

bottom part of the Print Preview Pane.

Previous Paae | | Next |

l l

1 ofl

© &
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/ Activity 1:  Follow the given instructions.

1. Write the Steps on how to have gridlines and to open the Print Preview.
a.
b.
C.
d.
2. Explain what Print Preview is and its importance.

Thank you for completing this activity. Now, you may go to the end of this lesson to
check your answers. Make sure you do the necessary corrections before moving on
to the next part of this lesson.

Summary

You have come to the end of Lesson 21. In this lesson you have
learnt to use the Print Preview and to set up the worksheet to be
printed in a worksheet and use the Print Preview.

NOW DO PRACTICAL EXERCISE 21 ON THE NEXT PAGE.
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Practice Exercise: 21

A. Follow the instructions.

1. From our document files, let us use the filename Subtraction1 from Lesson 18.
If you lost the file, type the data below in a blank Spreadsheet.

A £ C D E |
1
2 ATTENDANCE TALLY FOR TODAY
3
s No. of Sindents Absent for Today No. of Present
5 Grade 9 Class A 50 7 43
6 Grade 9 Class B 51 8 43
7 |Grade 9 Class C 52 5 47
8 |Grade 10 Class A 50 4 46
9 |Grade 10 Class B 50 3 47
10 Grade 10 Class C 45 6 39
2. Apply gridlines to this worksheet and open it using the Print Preview.
3. Encircle the command that will apply the gridlines from the Page Layout.
A= % ;= Book2 - Microsoft Excel
Home Insert Page Layout Farmulas Data Review View
ECUIors - Ly = ] r_I F=L, 5] Width: Automatic +| Gridlines Headings I =
Fontsv : _'J_ lj "’_3] | “:'J ___j ;_J Height: | Automatic = [V/| View | V| View J‘—-l _‘EI Ll_q QJ
The‘mes |:|Ef1ects . Mar‘glns 0r|envtat|0n SI-ZE :rrelr;tv Brevaks Background 'E?lre]ts .~_i] e 0% * |:| ~— — FoBr::r:rgd' Bacskisadrdv SeLeaﬁleon Allvgn
Themes Page Setup Scale to Fit Sheet Options Arrange

CHECK YOUR WORK. ANSWERS ARE AT THE END OF TOPIC 4.

Answer to Activity

1.
a. Choose Page Layout from the Ribbon.
b. Tick (v ) Print from the Gridlines from the Sheet Options tab
C. Click File Menu and choose Print.
d. To view each page, click the Next Page or Previous Page arrow at the
bottom part of the Print Preview Pane.
2. Once you are in Print Preview, you can access many of the same features that

you can from the Ribbon; however, in Print Preview you can see how the
Spreadsheet will appear in printed format. Print view enables you to look once
more at your document for any further editing necessary to avoid misprints.
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Lesson 22: Printing a Worksheet

Welcome to Lesson 22 of Unit 4. In Lesson 21, you learnt about
Print Preview, how to use it and its importance.

_~ In this lesson you will learn about the things you need to

i 3,\ - >ﬁ/ : & consider before printing a worksheet, how print a worksheet and
U o
g

explain the benefits of it.

Your Aim:

e print a worksheet

Printing a Worksheet

Small worksheets are easily printed on one page of paper. However, large
worksheets may take several sheets of paper and care must be taken to ensure that
they are printed out in the correct order, and that page breaks are in appropriate
places.

Excel allows a lot of flexibility in printing. The page can be printed in either portrait or
landscape mode. Other options include printing with or without gridlines and with or
without column or row headings. Headers and footers displaying page numbers,
date, time, document title and other information may also be included. Top, bottom,
and left and right margins maybe adjusted. These dialogue boxes are all accessed
from the Page Setup, the command on the File Menu.

¥ Bookl - Microsoft Excel
me  Insert  Pagelayout  Formulas  Data R vi
[ save . Page Setup B>
Print
[El save As L
" U=t Copies: 1 {"Page” | Margins | Header/Footer | Sheet |
.7 Open
Print Orientation
N
f Close @ Portrait Landscape
Info Printer
Scal
7 HP Deskjet F2400 series . ceine
Recent 9 peady @ Adjustto: | 100 |5 % normal size
Fitto: 1 | page(s) wide by |1 = tall
New
Settings
Papersize: | A4210x297mm [
Print Active Sheets . Ml
Only print the active sheets Print guality: | 300 doi
Save & send
Pages: I to First page number: | Auto
ey [ Cotated .
123 123 12
] Options E
B et j Portrait Orientati -
Gt
J A4 .
210 Cancel
9] Mo Scaling .
[100] Print sheets at their actual
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Print Area
Print area is the specific cells you want to print in a worksheet. Follow the steps on
how to print specific cells from the worksheet.

1. Left-click and drag your mouse to select the cells you wish to print.

Suppose we will only print from Monday to Wednesday, click and highlight the
cells we want to print.

Print Area
AL v e

A | B | ¢ |\, _—TF F G H
1y
4 My Chocolate Addiction \

Monday Tuesday Wednesday\Thursday Friday Saturday Sunday

4 |Hershey's 5 6 3 4 2 3 3
5 |Cadbury 4 3 2 5 2

Twix 3 2 7 4 4 1
\ M&Mm 1 0 & 3 7 0
8 \Kisses 2 3 5 5 6 8
9 nty 3 4 3 7 5 5
10 |DaysNgLa 18 18 28 23 30 19
11

2. Click Page Layout from the Ribbon.

3. Choose Print Area from the Page Set Up.

Book]
= et 3 Data Review View

HCEHUFS' By \4 _:;_'” ;T}‘.’\."idth: Automatic - Gri
==l [A]Fonts - _'j_ : < —~- NN [P Gl )
The‘mes I:‘Effects . Marvgms Orlenvtatlon Slf 7evaks Background :?I:ts o] scale 100% -

Themes FING et Print Area Scale to Fit S|

Al - I Clear Print Area

~" | B | ¢ E F G -
2 My Chocolate Addiction
3 Monday Tuesday Wednesday[TNrsday Friday Saturday Sunday
4 [Hershey's 5 6 3 4 2 3 3
5 |Cadbury 4 3 7 2 5 2
6 |Twix 3 2 8| 7 4 4 1
7 M&M 1 0 6 3 7 0

is5e5 2 3 2 5 5 6 8
9 |Bo 3 2 3 7 5 5
10 |Days Tota 18 18 27| 28 23 30 19
11

4, Click the File Menu from the Ribbon.
5. Choose the Print Area command.
| j
Print
Area -

6. Choose Set Print Area.
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Now, only the selected cells will print. You can confirm this by viewing the
Spreadsheet in Print Preview.

ﬁ Home Insert Page Layout Formulas Data
nCnlors - Ly [ j
1 i
T [a]Fonts - Margi 0'-ﬁ' lsj :E;J E :
EvI'I'IES IZ‘Eﬁects . W arvglns rlen'a 1on If_E Arr;:v K|
Eles Page Setup
I
| ¢ ] D E
1
2 My Chocolate Addiction
3 Monday Tuesday Wednesday|Thursda
4 |Hershey's 5 6 3
5 |Cadbury 4 3 7
6 [Twix 3 2 8
7 Mam 1 0 5
8 |Kisses 2 3 2|
9 |Bounty 3 4 2|
10 |Days Tota 18 18 27 y
7. Click the File Menu from the Ribbon.
8. Choose Print to see the selected cells you did for printing.
9. Click Enter.
+I'-'ler Choooiate SAooection
iMooy i Tuesnay  AWeonesaay
......... presesggeeseennn e LT R L L ST,
Hersheys ! - & 3
-------- je==- mnmn -------------------?-------------------:------------------------
Laodry o O E 7
TVEL i A 2 e ol
M ik & 7
i 2} s S 2|
Bomby i ... L s 2
Deys Tots 18: 18 27
The screen should look like this after selecting cells to be printed
10. To return to the default setting, which is the entire worksheet, click the Print

Area command and select Clear Print Area.

[—
n Colors = B3 = g
Fonts = J 'J Ij -"'—1 —
Themes Margins Orientation Size Print Backgr:
~  [O]Effes ~ - - «  [Area~
Themes Pag __} Set Print Area
Print_Area - I Clear Print
A | B | ¢ ] E
1 —
2 My Chocolate Addiction
3 Monday Tuesday Wednesday[Thursday
4 |Hershey's 5 6 3 4
5 |Cadbury 4 3 7|
6 |Twix 3 2 8 7
7 M&M 1 0 5 f
8 |Kisses 2 3 2| 9
9 |Bounty 3 4 2| 3
10 |Days Tota 18 18 27 28
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This is to specify where a new page will begin in the printed copy. Page breaks are
inserted above and to the left of the selection. Follow the steps on how to insert a

your screen.

break.
1. Click Page Layout from the Ribbon.
2. Select the Breaks command.
3. Click the drop down arrow to select.
& 100% *|= Bl
Home Inse ormula ta Review View
ncmorsv XY T 7 r# E od Width: Automatic v |
.Fonts' J —J lj = | —Z'—J _J 4] Height: Automatic ~
Themes Margins Orientation Size Pri Ereaks Eafkground Print .
.Effect S = e o Titles | i Seale: 100% 3
Theme Page Setu Scale to Fit
17 - fe Breaks |
A B C D Specify where a new page will H I
1 t;eginbint:e prin.tedrctosy.b
2 My Chocolate Addiction aramgdetortiae Ise?treomfe seeleactioo\:.
3 Monday Tuesday Wednesq _ ay Sunday
4 Hershe\_.-r's 5 6 \) Press F1 for more help. 3 3
5 Cadbury 4 3 7 3 2 5 2
6 | Twix 3 2 8 7 4 4 1
7 Mmam 1 0 5 6 3 7 ol
8 Kisses 2 3 2 5 5 5] 8
9 Bounty 3 4 2 3 7 5 5
10 Days Total 18 18 27 28 23 30 19
4. Click Insert Page Break.
@‘ = W00% 5 |+ Book? - Microsoft Excel
Home Insert Page Layout Formulas Data Review View
nCo\ors' By N / rJ Width: Automatic ~ Gridlines Headings
ﬂ .ans' - _'J_ IJ "*'—"j'g I LEJ _J A_J Height: Automatic ~ . View . View lz“—“
Themes IZ‘Effects Marvgms Onenvtatlon Slfe :rrelr;t' Bre‘aks Background E;l‘r;ts 0] scale: 100% = || @ pint | [ prnt Fn?-\l;\lngsdv
Theme Page Setup Scale to Fit Sheet Options
17 - b
A B C D E F G H I ]
1
2 My Chocolate Addiction
3 Monday Tuesday Wednesday Thursday Friday Saturday Sunday
4 |Hershey's 5 6 3 4 2 3 3
5 | Cadbury 4 3 7 3 2 5 2
6 | Twix 3 2 8 7 4 4 1
/S M&M 1 0 5 ] 3 7 0)
g Kisses 2 3 2 5 5 6 8
9 |Bounty 3 4 2 3 7 5 5
10 |Days Total 18 18 27 28 23 30 19
The screen should look like this after selecting Insert Page Break
This is to show where to begin your printing for the first page of your
worksheet. And since we only have one page, adjust the horizontal and
vertical lines according to the size of our given data.
5. Click the Page Break Preview, you can find it at the bottom right corner of
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B (% 8 [ age Break Preview 3:10

28/4/2556 |

After clicking the Page break preview.

(X = 9 - - w00% 2w Book2 - Microsoft Excel
Home  Inset | Pagelayout | Formulas  Data  Review  View
Hcmors @ ‘ @ j 54 Width: Automatic - Gridlines Headings I% EI Iﬁ ‘ N
@F nts lj “' 4[] Height: Automatic = view | [@] View | . J‘_\‘

Themes @Eﬂeds Marging Orientation  Size Frmt Ereaks Background rrmt G sale  [100% * print | [ print F?‘m?ﬂ BE(SEnd smmmn Align  Group Rotate
Themes | Page SetuD | Scale to Fit G| SheetOptions ) Anange

K11 - |
A | B | € [ b [ E ] F ] & | Hu

My Chocolate Addiction
Monday  Tuesday Wuihn‘l;,“‘xhvﬁdav Saturday Sunday

E
2
0|
E
5|

7
g
5
Paded
Page2
27

Welcome to Page Break Preview

Youmnad;pstwher  the page bressare by cickng and

B

izl

i e o e o

6. Click OK to confirm.

XY~ &-w00% 2=

Home Insert Page Layout Formulas Data
Colors = '-
o B 0 &5

@ Fonts -

Themes Margins Drlentatlun Size Print Breah:s Baq
@ Effects - - - Area~ -*
Themes Fage Setup

The screen will look like this after clicking OK from the Page break preview.

7. As you notice it was divided into two pages. It means that when we print it, it
will be printed into two pages. Adjust the page break into one, by positioning

the mouse to the horizontal line, the Up-down arrow ¢ wil appear click it
downward.
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TaORITE S LTSI aLTU T TS
L32 - S
& B C L E F G H
1
2 My Chocolate Addiction
3 Mondayw | Tuesdaw W 2 mday Friday Saturday  Sundan
4 |Hershey's 5 & - 2 3 3
5 | Cadbury 4 3 2 5 2z
6 | Twi 3 z 4 4 1
7 |MEM 1 1] [ 3 i 1]
B |Kisses 2 / 2 z 5 [ g
9 | Bounity 3 4 2 3 7 5 5
10 ST Z 22 23w 9

The screen will look like this after has been changed into one page.

The Print Titles Command

This is an important command to be familiar with if you intend to print your
worksheets. It allows you to select specific rows and/or columns to appear on each
printed sheet. Imagine how difficult it would be to read Page 48 of a printed
Spreadsheet if the column and row headings only appeared on the first page. Follow
the steps on how to use the Print Titles command. Follow the steps below on how to

print titles.

1.
2.

-

X 9~ 00% |+ Boo
Home Insert Page Layout Formulas Data Revie View
ECDIDrs' J Ly sy lj 3 ’_| -_=lj| oJ Width: Automatic = Gr
----- | [A] Fonts - =) | /| Height: Automatic = [
Themes Margins Orientation Size Print Breaks Backgrougd | Print .
- [O]Effects - - - -~  Ameav - Titles | i) Scale: wo% = | @
Themes Page Setup Scale to Fit
N
E19 - Je Print Titles
A B C D E Specify rows and columns to
4 HEI’ShEV'S 5 6 3 4 repeat on each printed page.
5 Cadbuw 4 3 7 3 \3 Press F1 for more help.
6 Twix 3 2 8 7 T T I
/7 M&M 1 0 5 7] 3 7 0
8 |Kisses 2 3 2 5 5 ] 8
9 Bounty 3 4 2 3 7 5 5
10 |Days Total 18 18 27 28 23 30 19

Select the Page Layout tab.

Click the Print Titles command. The Page Setup dialog box appears.
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Page Setup l P |t
Print area: =

Print titles
Rows to repeat at top: =
Columns to repeat at left: Rz
Print
Gridiines Comments: (Mone) E|
[ Black and white -
Cell errors as: | displayed E|
[ oraft quality
[7] row and column headings
Page order
@ D th E=g= =3==
: Down, then over B EIE o
) Over, then down  |==lz=l==
EE .2jE 3B
[ Print... ] l Print Preview ] l Options... l

[

oK ]l Cancel l

Page Setup Dialogue Box

3. Click the icon at the end of the field.
Page Setup - Rows to repeat at top: I. & |ﬁj
[ =]
4, Select rows 2 and 3 in the Spreadsheet that you want to appear on each
printed page.
Themes
| L]
) Y Y Y
] I b o
4 Heshey’ T I I

5.

By left clicking rows 2 and 3 to select, you indicate that you want these rows to
appear at the top of each page. Repeat for the column, if necessary.

Click Enter and OK.



GR 9 D&T- COMPUTING u4 201 TOPIC 4 LESSON 22

Print a Worksheet
Follow the steps on how to print a worksheet.

1. Click File Menu from the Ribbon.

2. Select Print.

(X! =
“ Home Insert Page Layout Formulas Data Review View |_—
= Save
Print
L" ave As II 4 / 5
_\S * u’;ﬂd Copies: 1 é = O
&5 Open .
Print
J Close
Info Printer . L
/ HP Deskjet F2400 series>
Recent %Reacl; T
Printer Properties
MNew
Settings
e
. Print Active Sheets .
S E Only print the active sheets
Pages: 2 to =
T v Collated
) IJIJI_:_E‘ 123 123 v
] Options
6 4 Exit —> j Portrait Orientation -
Letter 8.5x11in. .
21.59 cm x 27.94 cm
.| Last Custom Margins Setting .
+— Left: 1.8cm  Right: 1.8 cm
jj No Scaling .
[190] Print sheets at their actual size
Page Setup
3. If your computer has been connected to more than one printer, select Printer,
if you wish to use a printer than the default setting.
4. Type the number of pages for printing.
5. Type how many copies you want to print.
6. Select if you want a Portrait Orientation or a Landscape Orientation.
L - - -
Portrait Orientation b

| Landscape Crientation

7. Click Print @ to print your worksheet.

Print
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/ Activity 1: Answer the following.

A. Write the seven steps on how to print a worksheet.

B. Explain the following words.

a. Print area

b. Insert break
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C. Print titles

Thank you for completing this activity. Now, you may go to the end of this lesson to
check your answers. Make sure you do the necessary corrections before moving on
to the next part of this lesson.

Summary

You have come to the end of Lesson 22. In this lesson you learnt
on how to use the print area, to insert a break, to use print titles and
to print a worksheet.

NOW DO PRACTICAL EXERCISE 22 ON THE NEXT PAGE
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Practice Exercise: 22

Follow the instructions.

1. Let us use the filename Subtraction1 for Printing. Open the file with the
filename Subtraction1. If you lost the file, type the data below in a blank
Spreadsheet.

(V=T = < T N = L R, QS SR TS R |

[y
=

ATTENDANCE TALLY FOR TODAY

No. of Stundents Absent for Today Neo. of Present
43

43
47
46
47
39

Grade 9 Class A
Grade 9 Class B
Grade 9 Class C
Grade 10 Class A
Grade 10 Class B
Grade 10 Class C

- 2

S (I~ I |
S N
W oA wm N

i
n

o & 0D

Make sure your worksheet has gridlines before printing.

Print only cell references A2 to D10.

Print only cell references A2 to E7.

Print cell references A2 to E7 and A8 to E10. Use the Print Titles command.

CHECK YOUR WORK. ANSWERS ARE AT THE END OF TOPIC 4.

Answers to Activity

A.

1.

2.

Click File Menu from the Ribbon.
Select Print.

If your computer has been connected to more than one printer, select
Printer, if you wish to use a printer than the default setting.

Type the number of pages for printing.
Type how many copies you want to print.

Select if you want a Portrait Orientation or a Landscape Orientation.

Click Print = to print your worksheet.

Print

Print Area
Print Area is the specific cells you want to print in a worksheet.
Insert a Break.
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This is to specify where a new page will begin in the printed copy. Page
breaks are inserted above and to the left of the selection.

C. Print Titles

This is an important command to be familiar with if you intend to print
your worksheets. It allows you to select specific rows and/or columns to
appear on each printed sheet.
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Lesson 23: Creating a Graph with Chart Wizard

Welcome to Lesson 23 of Unit 4. In Lesson 22 you learnt how to
open an excel worksheet from a given location and print a
worksheet.

In this lesson you will learn the meaning, purpose and
importance of creating graph with the Chart Wizard. You will also
learn to identify and select appropriate chart for a given data and
create graph using Chart Wizard.

Your Aims:

e define chart wizard and identify its functions and
input

e identify the location of the Chart Wizard
e explore the Chart Wizard

e identify the steps on how to use the Chart
Wizard

e use the Chart Wizard

Chart Wizard

The Chart Wizard feature allows you to build a chart from cells selected within your
worksheet.

Charts can be embedded into your current worksheet or added as new worksheets to
your workbook file. Chart worksheets are displayed full screen and when printed do
not include any worksheet data.

Creating Charts
Once a table has been set up, the information in the table can easily be turned into
one of several different chart types. These include column and bar graphs, line
graphs and pie charts. We can find these charts in Insert tab of the Ribbon

Z

100% > |3 Book2 - M|

Insert Page Layout Formulas Data Feyimue g =]

=g =) ; } bas |. 0.

| &y ) = fai+ w @ M
Picture | Clip |Shapes SmartArt Screenshot Line Pie Bar Area Scatter Other
_.I!,_rt' - - * * * - - chart

Illustrations Charts

Column

The Charts
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The Different Kinds of Charts in Excel

There are different kinds of charts in Excel that you can use depending on the type of
data you have and the purpose of the chart you want to create. Study the pictures of
the given charts in Excel and notice how they are different from each other.

3 @ B & |

2-D I.Tn-:= ) Mﬁ |\E_a_ ||_H_ﬂ_
2| |22 (2] | (@) /e8] B3] 30
|/.’{) |/”"~.f | % |Jlﬂlﬁ |L@H— |M]H— ﬁjﬂ

3-D Line

-
S

illi A chart Types...

Cone

|M 4 |L*i |1Mr |M

) a8 (8]

illi AN chart Types...

The Line Chart

The Column Chart

TOPIC 4 LESSON 23

- - - -

Qﬂﬂﬂ

| EQ;EJ_ |€3\K4

illi  An Chart Types...

The Pie Chart

- O

Bar Area Scatter Other

a 5

W D =
Area | Scatter Other Line
' *  Charts~

2-D Area

W N
) VY|
3-D Area

AN

il

All Chart Types...

= = Charts
2-D Bar_ . .
===
3-D Bar_ . .
=4l
Cylinder
o | cm0 | |cEmD
| | | .
Cone . . .
= || ||cm=—
= = =
Pyramid
. ] : ] Ei'_
= &=

glli 20 chart Types...

The Bar Chart

The Area Chart

N

Line

il An chart Types...

The Scatter Chart



GR 9 D&T- COMPUTING u4 208 TOPIC 4 LESSON 23

] S S —
U ap DR L =
Other Line Column Win/Loss | Slic
Charts =
Stock
! b
}}H q*ﬂ by ¢¢H'
Surface
7| B |
Doughnut
%
@)

®, 9
S | || e

i Anchart Types..

And Other Charts

Creating a Chart in Excel
Follow the steps on how to create a chart in Excel.

1.
2.

3.
4.
5.

Select the data to be included in the chart.

The selection should include table headings. Excel can use headings as labels
on the chart.

The selection generally should not include totals.
Begin the chart wizard which will prompt you for details about the chart.

Customize the completed chart.

Create a Column Chart
Let us recall again our data from Lesson 13 which is the Addition1. Follow the steps
on how to create a column chart.

1.

Select cells A3 to H9. You must select all the cells containing the data you
want in your chart. You should also include the data labels.

Choose the Insert tab.

Click the Column button in the Charts group. A list of column chart sub-types
types appears.
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FIFCEEE e Bq
Home Insert fé., o Fammte ok Fomi 2
i EHEED ™ &l il e
PivotTable Table Picture Clip Shapes SmartArt Screenshot | [ColumnAi i a Scatter O
- At o< - - *  Ch
Tables Tllustrations 2-D Column
A3 - 5
e Al 24 | (A1 H
1 o Clustered Column
2 My ChDCDEtE Addiction Compare values across categories
3 Monday Tuesday Wednesday Ti by using vertical rectangles.
4 _|Hershey's 5 6 3 Use it when the order of categories | 3
5 Cadbury 4 3 7 Cylin ?s not important orfort_:lisplaying 2
6 |Twix 3 2 8 item counts such_ai a hlstu?ram. 1
7 Mam 1 0 5 ml hiﬂ M |fﬂm 0
8 |Kisses 2 3 > ||[in B0 80 OO 8
9 |Bounty 3 &) 2 cone 3
10 Days Total 18 18 27 19
L hh) [JuA] JAA] |98
12 | ) |8 | B |’_- £,
13 Pyramid
14
15 m J A JAA | &
16 (AR VA0 B |f—‘&—'
17 gk _anchart Types..
4. Click the Clustered Column chart sub-type. Excel creates a Clustered
Column chart and the Chart Tools context tabs appear.
]| = * ~ ™ - j100% I ||+ B
Home Insert Page Layout Formulas Data Review View
Fi} 3& Cut Tahoma 11 v A AT = E% B =F Wrap Text
= Ea copy -~ | = =
HEE F Format painter | B £ U - | fE - = | EE 2= [ Merge & Center -
Clipboard 5 Font = Alignment 5
K13 - |
A B C D E F G H
1
2 My Chocolate Addiction
3 Monday Tuesday Wednesday Thursday Friday Saturday Sunday
4  |Hershey's 5 6 3 4 2 3 3
5 Cadbury 1 3 7 3 2 5 2|
6 | Twix 3 2 8 7 4 4 1
7 M&M 1 (] 5 (5] 3 7 ]
8 Kisses 2 3 2 5 5 (5] 8
9 Bounty 3 4 2 3 7 5 5
10 Days Total i8 18 27 28 23 30 19
11
12 =
13 8
14 7
15 -
16 : = Hershey's
17 ™ Cadbury
18 * - Twix
19 = m-ME M
20 2 - Ki
21 a isses
22 o . = Bounty
= ey #55\ d_;;o‘\ (155\ ol el &Y
oF oy <5
%‘5‘ o5 o ‘9@6 S « & o
26

The screen will look like this after clicking the Clustered Column chart sub-type.

Apply a Chart Layout
The Chart Layout changes the overall layout of the chart. Follow the steps on how to
apply a chart layout.
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1. Click your chart. The Chart Tools become available.
2. Choose the Design tab.

3. Click the Quick Layout drop down arrow in the Chart Layouts group. A list of
chart layouts appears.

4. Click Layout 5. Excel applies the layout to your chart.

it Page Lajout Formilat Cita EENE 418 TEEgn Laryoourt
r 1 M

22 - i

wilch Saelect | ] i 8 —— I l l

il i
Chocolate Add | 28 | [ B

pday  Tuesday Jany Saturday  Sunday

05 G Pod == b B LS
Bk

B n o LA
W LA OO D e B g
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A B 5 D E F G H

My Chocolate Addiction

Monday Tuesday Wednesday Thursday Friday Saturday Sunday
Hershey's 3
Cadbury
Twix
M&M
Kisses
Bounty
10 Days Total 1 )
11 = 3

12 Chart Title

(=Rl M= JE¥, R Ve R S R

0O WM = W

-

QWO N WO

b RN S R = - RN

]

WL O N W

WS Wb NN

[=REYa = RN R, R OS]

[ae)
[9%)

b |k |
[= RS,
Axis Title
CFrLapLTTL00
.
.

18 Monday | Tuesday predres) fhurda Friday Sat:rda Sunday

20 M Hershey's
21 M Cad bury
22 W Twix

23 WM& M
24 W Kisses

Wwiwm o e

W =W e,
B lw oM |w @
[EREERET RN RN
~ W E
W@ |~ &
wlo | O

M Bounty

The screen will look like this after the Chart Layout was changed to Layout 5.

Add labels
Adding labels determine the specific information about the data in your chart. Follow
the steps below on how to add labels to your chart.

1. Select Chart Title. Click on Chart Title and then place your cursor before the
C in Chart and hold down the Shift key while you use the right arrow key to
highlight the words Chart Title.

B —___ 9 !
aar_ |
'Chart Title
e e ?
2
=
[
8
i
Wednes | Thursda Saturda
Monday | Tuesda Frid Sunda
¥ ¥ day v gy v ¥
W Hershey's 5 6 3 4 2 3 3
W Cadbury 4 3 7 3 2 5 2
B Twix 3 2 2 7 4 4 1
H &M 1 0 5 6 3 7 0
B Kisses 2 3 2 5 5 6 3
M Bounty 3 4 2 3 7 5 5
L, A
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2. Type My Chocolate Addiction. Excel adds your title.

TOPIC 4 LESSON 23

F—————— —— — —— —————————— )
| . g |
My Chocolate Addiction|< @
@ P :E
>4 Ba
-
k-4
Monday | Tuesday WE[;:ES Thu‘;sda Friday Sat:rda Sunday
M Hershey's 5 6 3 4 2 3 3
W Cadbury 4 3 7 3 2 5 2
B Twix 3 2 8 7 4 4 1
EME&M 1 o 5 B 3 7 o
M Kisses 2 3 2 5 5 G 8
M Bounty 3 4 2 3 7 5 5
3. Select Axis Title and click it. Place your cursor before the A in Axis. Hold

down the Shift key while you use the right arrow key to highlight the words

Axis Title.

4. Type Days. Excel labels the axis.

18 18 27 28 23 30 19
My Chocolate Addiction
)
Meonday | Tuesday ch;:es Thu‘;sda Friday Satirda Sunday

M Hershey's 5 ] 3 4 2 3 3

M Cadbury 4 3 7 3 2 5 2

B Twix 3 2 8 7 4 4 1

M E M 1 o] 5 6 3 7 o

M Kisses 2 3 2 5 5 G 8

M Bounty 3 4 2 3 7 5 5

After changing the Axis Title.

5. Click anywhere on the chart to end your entry.
Change the Style of a Chart

This command changes the overall style of the chart. Follow the steps on how to

change the style of a chart.

1. Click your chart. The Chart Tools become available.

2. Choose the Design tab.

3. Click the drop down arrow for more designs

chart styles appear.

" in the Chart Styles group. The
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aaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaaa

& B
i
Switch  Select -‘ﬂ-‘ﬂ-Jﬂu—‘h lll ‘i ‘ ‘i ‘ ‘i ‘
Row/Column Data
Data

aaaaaaaaaaaaaaaaaaaaa

£

- |

B C D E F G H
My Chocolate Addiction
Monday Tuesday Wednesday Thursday Friday Saturday Sunday

View Design | Layout Format

bt (k| bd bl bbbl b (b
T TN T
btk hd bhd hd hd kd kd ki
b hid bl hd hd hd hd ki

hih b bd bt ki bt ki kb
4. Click Style 41. Excel applies the style to your chart. Repeat the process to
master it.

After selecting Style 41.
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Change the Size and Position of a Chart
The following steps will guide you on how to change the size and position of a chart.

1. Use the handles to adjust the size of your chart. Handles are located in
different sides of the chart. Refer to the illustration below for the location of the
handles.

2. Click an unused portion of the chart and drag to position the chart beside the

data.
A B C D E F G H
My Chocolate Addiction
onday Tuesday Wednesday Thursday Friday Saturday Sunday
Hershey's 5 6 3 4 2 3 3
Cadbury 4 3 3 2 5 2
Wi 3 2 7 4 4 1
1 &M 1 0 B 3 7 0 1

Isses 2 3 2 5 5 6 8
unty 3 4 2 3 7 5 A

Daps Jotal 18 18 \1,2? 28 23 30 Klg

My Chocolate Addiction

e | s | s f
* 1l = |' il ' |"|| =
Wednes Thursda

Monday Tuesday day
o

Friday Saturday Sunday

W Hershey's
m Cadbury

® Twix

¥ Kisses

5
a
3
EMEM 1
2
3

® Bounty
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/ Activity 1: Answer the following.

1. Give the six different types of a chart.

1 4.
2 5
3 6.
B. State the five steps on how to create a chart.

Thank you for completing this activity. Now, you may go to the end of this lesson to
check your answer. Make sure you do the necessary corrections before moving on to
the next part of this lesson.



GR 9 D&T- COMPUTING u4 216 TOPIC 4 LESSON 23

Summary

You have come to the end of Lesson 23. In this lesson you learnt
how to create different graph using the Chart Wizard.

NOW DO PRACTICE EXERCISE 23 ON THE NEXT PAGE.
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Practice Exercise: 23

> WD

Perform the following.

Open the file with the filename Subtraction1.Let us now apply Graph for our
filename Subtraction1.

Use the Bar Chart.
Select 100% Stacked Bar.
Select No. 2 from the Chart Layouts

Apply the Chart Title by typing Attendance Tally for Today.

CHECK YOUR WORK. ANSWERS ARE AT THE END OF TOPIC 4.

Answers to Activity

A.
1.

w

The Column Chart 4. The Bar Chart
The Line Chart 5. The Area Chart
The Pie Chart 6. The Scatter Chart

Select the data to be included in the chart.

The selection should include table headings. Excel can use headings as labels
on the chart.

The selection generally should not include totals.
Begin the chart wizard which will prompt you for details about the chart.

Customize the completed chart.
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Lesson 24: Incorporating Excel Graphs in Word Processing

Welcome to Lesson 24 of Unit 4. In Lesson 23, you learnt about

=

=y

the meaning and the function of chart wizard. You identified and
explored its location and learnt how to use it.

In this lesson, you will identify the process of incorporating Excel

/_.1_;__._5 L

LS ?45‘;

\ : \// graphs in Word document.
"

Your Aims:

e Add graphs in a word document

e |dentify the process of incorporating Excel
graphs in Word Processing

Copy Excel charts to Word Processing

Sometimes, it is a lot easier to create your initial tables and charts in Microsoft Excel,
and then insert the results into your Microsoft Word document. We will walk through

on how to perform such a data import in this step-by-step guide.

Even though Microsoft Word 2010 has a number of outstanding features for table
creation, it will never be a match for Excel when it comes to handling data. As such,
it's often a good idea to input your data and create your table or chart in Excel, and

then import that information into your Word document.

Steps on how to Insert Excel Data into Word

Follow the steps below on how to insert Excel data into Word.

1. Open the Excel Spreadsheet that contains your data, or create a new
Spreadsheet and enter your information. In this example, we will use the same

filename Subtration1.

ATTENDANCE TALLY FOR TODAY

No. of Sindents Absent for Today No. of Present B
Grade 9 Class A 50 7 43
Grade 9 Class B 51 8 43
Grade 9 Class C 52 5 47
Grade 10 Class A 50 4 46
Grade 10 Class B 50 3 47
Grade 10 Class C 45 6 39
Attendance Tally for Today
No. of Students M Absent for Today Mo. of Present
Grade 10.. 45 | = | L]
Grade 10... 50 3 47
Grade 10 50 a 46
Grade 9... 52 3 47
Grade 9... 51 B 43
Grade 9. 50 El 43
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2. Select all of the cells in your Excel Spreadsheet that you want to insert into
your Word document, and press Ctrl + C on your keyboard to copy the entire

selection or click Copy = from the Clipboard .

ATTENDANGE TALLY FOR TODAY -
X i 100 %
No. of Stundents  Absent for Today No. of Present |j | ﬂ

Grade 9 Class A 50 43

! Home Inse
Grade 9 Class B 51 8 43
Grade 9 Class C 52 5 47
Grade 10 Class A 50 4 46
Grade 10 Class B 50 3 47
Grade 10 Class C 45 6 39

Attendance Tally for Today

M No. of Students B Absent for Today H No. of Present

Clipboard u

Grade 10...

Grade 10

Grade 10...
Grade 9.
Grade 9.

Grade 9

3. Open a blank MS Word document.

Document2 - Microsoft Word

E b nasbcene | asebeene AaBbC AaBbee AAB 4azb
T T Normal T Mo Spaci... Heading1 Heading 2 Title Subtitl
B

Styles

[ CRRNICE S ERCIS * RIS E RN C KRS CRRNICY. SO IS A -1

5 @ 8 0 » ne[wx] rEEaE:

4. Place the cursor at the point in the document where you want to insert the
data.
5. Open the Home tab on the Word ribbon, and click on the drop down arrow

underneath Paste. Select the Paste Special option.
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X d 9o w00 [T
-.I'-I-' ol
Home Inse )
F o
' "H' cut S—ramat lainter
/ .3 Copy ~
I_'j o Paste Options:
J’ ormat Painter - = = = tﬂ
Clipboard = S I =T
Paste Special...
. e e AQB o Set Default Paste...

TNeormal || 7MNo Spaci.. Headingl —Heading 2 Title Subtit]

Styles

ATTENDANCE TALLY FOR TODAY
No. of Stundents Absent for Today No. of Present
Grade 9 Class A 50 7 43
Grade 9 Class B 51 8 43
Grade 9 Class C 52 5 417
Grade 10 Class A 50 4 46
Grade 10 Class B 50 3 417
Grade 10 Class C 45 6 39

Attendance Tally for Today
M No. of Students M Absent for Today B No. of Present

Grade 10.

Grade 10.

Grade 10...
Grade 9.
Grade 9.

Grade 9.

Ir=wer|

The screen will look like this after clicking
the Paste command in a Microsoft Word.

6. After clicking the Paste in a Microsoft Word you move the graph within our MS
Word document. You can also enlarge it or reduce the size of the graph.
Modifying the text font’s sizes, colours and styles can also be done.

ATTENDANCE TALLY FOR TODAY
No. of Sind Absent for Today | No. of Present

Grade 9
Class A 50 7 43
Grade 9
Class B 51 8 43
Grade 9 |
Class C 52 5 47
Grade 10 Class
A 50 4 46
Grade 10 Class
B 50 3 47
Grade 10 Class
c 45 & 39

Attendance Tally for Today

M No. of Students B Absent for Today B No. of Present
Grade 10 Class C
Grade 10 Class B
Grade 10 Class A
Grade 9 ClassC
Grade 9 Class B
Grade 9 Class A
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/ Activity 1:  Follow the instructions.

A. Give the short cut keys of the keyboard for the following commands.
1. Paste
2. Cut
3. Copy
B. Give three steps on how to Copy / Paste a graph from an Excel to Word
Processing.
1.
2.
3.

Thank you for completing this activity. Now, you may go to the end of this lesson to
check your answer. Make sure you do the necessary corrections before moving on to
the next part of this lesson.

Summary

You have come to the end of Lesson 24. In this lesson you learnt on
how to incorporate the Excel graph in Word processing.

NOW DO PRACTICE EXERCISE 24 ON THE NEXT PAGE.
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Practice Exercise: 24

A. Follow the instructions.

1. Open the file with the filename Addition1. If you lost the file, type the following
data in a blank Spreadsheet and make a chart out of it.

My Chocolate Addiction
Monday Tuesday Woednesday Thursday Friday Saturday Sunday
Hershey's
Cadbury
Twix
M&M
Kisses
Bounty
Days Total 1

00 Ld B L) s LA

Wednes Thursda

Friday Saturday Sunday
day

Monday Tuesday

® Hershey's

® Cadbury

5

4

= Twix 3
M E M 1
2

3

¥ Kisses

[ o R R el i e e el e e e
G |E W (NS |5 [eo |~ o o | N | S (L (%[~ (60 | L N

® Bounty

2. Copy / Paste the chart graph into the Microsoft Word first and followed by the
table below the chart graph.

CHECK YOUR WORK. ANSWERS ARE AT THE END OF TOPIC 4.

Answers to Activity

A.
1. Ctrl+V 3. Ctrl+C
2. Ctrl + X
B. Three steps on how to Copy / Paste a graph from an Excel to Word
Processing.
1. Select all of the cells in your Excel Spreadsheet that you want to insert

into your Word document, and press Ctrl + C to copy the entire
selection or click Copy from the Clipboard . Open you MS Word
document.
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2. Place the cursor at the point in the document where you want to insert
the data.

3. Open the Home tab on the Word ribbon, and click on the drop down
arrow underneath Paste.
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Answers to Practice Exercises Topic 4

Practice Exercise 19

a.

SUM * (© % « J=| JA1+B1+C1/DI*EL
A B C D E
1, 3 S 1] o 4
2
3 [=A1+B1+l
A B C D E
1 3 5 12 2 4
2
3 32
L.!
b.
SUM - K v S| =(A1+B1+C1)/D1*E1
A B C D E
1, 3 ST R
2
3 32
4
5 |[=(A1+B1+C1)/D1*E1
A B C D E
1 3 5 12 2 4
2
3 32
4
5 40
6 1
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C.

SUM - K « J | =A1+{B1+(C1/D1))*El
A B C D E
1, 3 R N S
2
3 32
4
5 40
b
7 |=A1+(B1+(C1/D1))*E1|
A B C D E
1 3 5 12 2 4
2
3 32
4
9 40
6
7 47
d.
SUM A X « fe| =A1+B1+(C1/D1*E1)
A B C D E
1. 3 S 1] 4
2
3 32
4
5 40
b
7 47
8
9 |=A1+B1+(C1/D1*E1)
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A B C D E
1 3 5 12 2 4
2
3 32
4
5 40
b
7 47
8
9 32
e.
SUM » (X « f| =p1+(B1+{C1/D1%E1))
A B C D E
T R S SR
2
3 32
4
5 40
b
Fi 47
8
9 32
10
11 |—A1+(B1+(C1/D1*E1))
A B C D E F
1 3 5 12 2 4
2
3 32
.t'l.
5 40
6
7 47
8
9 32
10
11 32
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Practice Exercise 20

M| Practicel . Practice? . Sheet3 . Worksheetl | Sheet5 /%]

Practice Exercise 21

T

A saveas @
] Copies: 1 -

c - ——
& Open Print ——
@ #”  ATTENDANCE TALLY FOR TODAY
ose ; i
. N o e Ao or Tudey (o of Braam
Info Printer ! |Grade 5 Class A T 43|
(Grade 9 Class B & 43
/ HP Deskjet F2400 series - Grade 5 Class & 52 5 41|
Recent =) Offline 10 Class & 50 4 g
Giass B B 3
Printer Properties e o 54l
New
Settings
Print L
Print Active Sheets -
Only print the active sheets
Save & Send
Pages: It -
HEr g ot .
123 123 123
] Options - - -

B et j Portrait Orientation - Wlth gridlines

Letter 8.5:11in.

2159 cmx 2

4 cm

Normal Margins
H—1 Left: 178cm Right: 178 cm

[0 No Scaling .

[190] Print sheets at their actual size

Page Setup

2.

|| = 9 - 100% - |+ Book2 - Microsoft Excel
Home Insert Page Layout Formulas Data Review View

j n Colors ~ 3 Ij 3 'J < _:'j' o4 Width:  Automatic - Headings l:l IE L_"_Ij\; .EID
[A]Fonts - = I 4] Height: Automatic View View = o
Themes Margins Orientation Size Print Breaks Background Print Bring Send Selection Align

- [O]emeats - = ~  Areav - Titles | el Seale: 100 % [ print | Forward - Backward=  Pane >
Themes Page Setup Scale to Fit Sheet Options  1a Arrange
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Practice Exercise 22

3.
RTIEED:&H CE TﬂLL’f ¥FOR TODAY
'''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''''' u&rdutﬂﬂmmm-r
Grade 9 Class A i T
Grade 9 Class H 51 8
Grade 9 Class L':
Grade 10 Class .lq_ : :
Grade 10 Class B 50 3
Eﬁgﬁgu‘ilﬁuﬁigﬁlﬁ ...................................................... e -
4.
............ & ;S;ECE‘[' Yfﬂﬂ‘fﬂnﬂf
............................................. :r.nu e e m:. B
Grade 9 Class A 50 7 43
Grade 8 CiassB: R R A
Grade 39 Class E o 5 47
5.

PR T T .E. O S _1. ............. e
e T Ot s - OO SO =
Grade 10 Class C 45 ] 9
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Attendance Tally for Today

Ma. of Students Ahsent for Today

Grade 10 Class C 45 6
_ Grade 10 Class B 50 3
Grade 10 Class & 50 4
Grade 9 Class 52 5
Grade 9 Class B 51 B
Grade 9 Class & 50 7

Mo, of Present

39

47

46

47

43

43

Practice Exercise 24

Hershey's
Cadbury
Twix
M&M
Kisses
Bounty
Days
Total

Chart Area

My Chocolate Addiction

3
-]

m Hershey's

® Cadbury

My Chocolate Addiction
Monday | Tuesday | Wednesday | Thursday | Friday
5 6 3 4 2
4 3 7 3 2
3 2 8 7 4
1 0 5 6 3
2 3 2 5 5
3 4 2 3 7
18 18 27 28 23

Saturday | Sunday

3

LA i) s en

End of Topic 4

Now Do Exercise 4 in Assignment Book 4.
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3-D reference
A reference to a range that spans two or more worksheets in a workbook.

3-D walls and floor
The areas surrounding many 3-D chart types that give dimension and boundaries to
the chart. Two walls and one floor are displayed within the plot area.

Activate

To make a chart sheet or worksheet the active, or selected, sheet. The sheet that
you activate determines which tabs are displayed. To activate a sheet, click the tab
for the sheet in the workbook.

Active Cell. Is an intersection of a column and row. It receives the data or the
command given to it.

Active Sheet
The sheet that you're working on in a workbook. The name on the tab of the active
sheet is bold.

Address

The path to an object, document, file, page, or other destination. An address can be
a URL (Web address) or a UNC path (network address), and can include a specific
location within a file, such as a Word bookmark or an Excel cell range.

Argument

The values that a function uses to perform operations or calculations. The type of
argument a function uses is specific to the function. Common arguments that are
used within functions include numbers, text, cell references, and names.

Array

Used to build single formulas that produce multiple results or that operate on a group
of arguments that are arranged in rows and columns. An array range shares a
common formula; an array constant is a group of constants used as an argument.

Attribute. See also field.

Axis

A line bordering the chart plot area used as a frame of reference for measurement.
The y axis is usually the vertical axis and contains data. The x-axis is usually the
horizontal axis and contains categories.

Base Address

The relative path that Excel uses for the destination address when you insert a
hyperlink. This can be an Internet address (URL), a path to a folder on your hard
drive, or a path to a folder on a network.

Border
A decorative line that can be applied to worksheet cells or objects, such as charts,
pictures, or text boxes. Borders distinguish, emphasize, or group items.

Chart. |s a graphic representation of data. It allows the user to see what the results
of data to better understand and predict current and future data.

Cell. Is the intersection between a row and a column on a spreadsheet that starts
with cell A1.

Cell Address. See also Active Cell.
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Cell Attributes. Allows a user to define the appearance of spreadsheet.

Cell Reference. Is the particular cell (or range) for which the attribute value need to
be returned.

Close. A command that is used to close a Spreadsheet.

Columns. Referred by alphabetic characters in the grey boxes that run across the
Excel screen.

Column Field
A field that's assigned a column orientation in a PivotTable report. Items associated
with a column field are displayed as column labels.

Column Heading
The shaded area at the top of each Data pane column that contains the field name.

Comments. Hidden text that enables users to make comments about cells and their
values.

Complex Formulas. Involve more than one mathematical operation. It allows the
user to manipulate more numbers for data interpretation. It provides the user
flexibility to manipulate operations as needed in any data evaluation.

Constant

A value that is not calculated. For example, the number 210 and the text "Quarterly
Earnings" are constants. An expression, or a value resulting from an expression, is
not a constant.

Constraints

The limitations placed on a Solver problem. You can apply constraints to adjustable
cells, the target cell, or other cells that are directly or indirectly related to the target
cell.

Copy Area

The cells that you copy when you want to paste data into another location. After you
copy cells, a moving border appears around them to indicate that they've been
copied.

Data Form
A dialog box that displays one complete record at a time. You can use data forms to
add, change, locate, and delete records.

Data Label
A label that provides additional information about a data marker, which represents a
single data point or value that originates from a datasheet cell.

Data Marker

A bar, area, dot, slice, or other symbol in a chart that represents a single data point
or value that originates from a datasheet cell. Related data markers in a chart
constitute a data series.

Data Pane
The area of the window that displays the result set of your query.
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Data Points

Individual values that are plotted in a chart. Related data points make up a data
series. Data points are represented by bars, columns, lines, slices, dots, and other
shapes. These shapes are called data markers.

Data Region
A range of cells that contains data and that is bounded by empty cells or datasheet
borders.

Data Series

Related data points that are plotted in a chart and originate from datasheet rows or
columns. Each data series in a chart has a unique colour or pattern. You can plot one
or more data series in a chart. Pie charts have only one data series.

Data Source

A stored set of "source" information used to connect to a database. A data source
can include the name and location of the database server, the name of the database
driver, and information that the database needs when you log on.

Data Source Driver
A program file used to connect to a specific database. Each database program or
management system requires a different driver.

Data Table
A range of cells that shows the results of substituting different values in one or more
formulas. There are two types of data tables: one-input tables and two-input tables.

Database

A collection of data related to a particular subject or purpose. Within a database,
information about a particular entity, such as an employee or order, is categorized
into tables, records, and fields.

Default Workbook Template

The Book.xlt template that you create to change the default format of new
workbooks. Excel uses the template to create a blank workbook when you start Excel
or create a new workbook without specifying a template.

Default Worksheet Template
The Sheet.xlt template that you create to change the default format of new
worksheets. Excel uses the template to create a blank worksheet when you add a
new worksheet to a workbook.

Dependents
Cells that contain formulas that refer to other cells. For example, if cell D10 contains
the formula =B5, cell D10 is a dependent of cell B5.

Destination Area

The range of cells that you select to hold the summarized data in a consolidation.
The destination area can be on the same worksheet as the source data or on a
different worksheet. A worksheet can contain only one consolidation.

Detail Data

For automatic subtotals and worksheet outlines, the subtotal rows or columns that
are totaled by summary data. Detail data is typically adjacent to and either above or
to the left of the summary data.
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Drop Lines
In line and area charts, lines that extend from a data point to the category (x) axis.
Useful in area charts to clarify where one data marker ends and the next begins.

Drop-Down List Box
A control on a menu, toolbar, or dialog box that displays a list of options when you
click the small arrow next to the list box.

Embedded Chart

A chart that is placed on a worksheet rather than on a separate chart sheet.
Embedded charts are beneficial when you want to view or print a chart or a
PivotChart report with its source data or other information in a worksheet.

Error Bars
Usually used in statistical or scientific data, error bars show potential error or degree
of uncertainty relative to each data marker in a series.

Excel add-in

Components that can be installed on your computer to add commands and functions
to Excel. These add-in programs are specific to Excel. Other add-in programs that
are available for Excel or Office are Component Object Model (COM) add-ins.

Excel table
Formerly known as an Excel list, you can create, format, and expand an Excel table
to organise the data on your worksheet.

Expression

A combination of operators, field names, functions, literals, and constants that
evaluates to a single value. Expressions can specify criteria (such as Order
Amount>10000) or perform calculations on field values (such as Price*Quantity).

External Data
Data that is stored in a database, such as Access, dBASE, or SQL Server, that is
separate from Query and the program from which you started Query.

Field. Is a single item of data within a database or software program.
Font. Commands let you change the style, size, and colour of text.

Formatting Attributes. Cells can contain formatting attributes that change the way
letters, numbers, and dates are displayed.

Formula. Is an expression telling the computer what mathematical operation to
perform upon a specific value. It allows quick calculations and get totals of multiple
cells, rows, or columns in spreadsheet.

Formula Bar. Displays information entered or being entered as you type-in the
current or active cell. The contents of a cell can also be edited in the Formula Bar.

Functions. Are designed to provide one word access to a series of operations.
Grid

A set of intersecting lines used to align objects.

Gridlines in Charts

Lines you can add to a chart that make it easier to view and evaluate data. Gridlines
extend from the tick marks on an axis across the plot area.

Group
In an outline or PivotTable report, one or more detail rows or columns that are
adjacent and subordinate to a summary row or column.



GR 9 D&T- COMPUTING u4 234 GLOSSARY

High-Low Lines
In 2-D line charts, lines that extend from the highest to the lowest value in each
category. High-low lines are often used in stock charts.

History worksheet

A separate worksheet that lists changes being tracked in a shared workbook,
including the name of the person who made the change, when and where it was
made, what data was deleted or replaced, and how conflicts were resolved.

Horizontal Scroll Bar. Located at the bottom of the screen is used to move left or
right across the spreadsheet.

Identifier

A field name used in an expression. For example, Order Amount is the identifier (field
name) for a field that contains order amounts. You can use an expression (such as
Price*Quantity) in place of an identifier.

Index
A database component that speeds up searching for data. When a table has an
index, data in the table can be found by looking it up in the index.

Input Cell

The cell in which each input value from a data table is substituted. Any cell on a
worksheet can be the input cell. Although the input cell does not need to be part of
the data table, the formulas in data tables must refer to the input cell.

Insert Row
In an Excel table, a special row that facilitates data entry. The Insert row is indicated
by an asterisk.

Landscape. Is the orientation of the page that prints the image horizontally across
the page instead of vertically.

Mapped Range
A range in an XML list that has been linked to an element in an XML map.

Matrix

A rectangular array of values or a range of cells that is combined with other arrays or
ranges to produce multiple sums or products. Excel has predefined matrix functions
that can produce the sums or products.

Merged Cell
A single cell that is created by combining two or more selected cells. The cell
reference for a merged cell is the upper-left cell in the original selected range.

Microsoft Excel control
A native Excel control other than an ActiveX control.

Name

A word or string of characters that represents a cell, range of cells, formula, or
constant value. Use easy-to-understand names, such as Products, to refer to hard to
understand ranges, such as Sales!C20:C30.

Name Box. Displays the cell reference of the active cell. It will also show the name
assigned to a cell or range of cells. The Name Box can also be used to assign
names to cells or range of cells.

New. Command tat is used to create a new Workbook.
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Open. A command that is used to open n existing file from a flash drive or hard drive
of your computer.

Operand
Items on either side of an operator in a formula. In Excel, operands can be values,
cell references, names, labels, and functions.

Operator
A sign or symbol that specifies the type of calculation to perform within an
expression. There are mathematical, comparison, logical, and reference operators.

Outline

Worksheet data in which rows or columns of detail data are grouped so that you can
create summary reports. The outline can summarize either an entire worksheet or a
selected portion of it.

Outline Data
The data that is contained within a worksheet outline. Outline data includes both the
summary and detail rows or columns of an outline.

Outline Symbols

Symbols that you use to change the view of an outlined worksheet. You can show or
hide detailed data by pressing the plus sign, minus sign, and the numbers 1, 2, 3, or
4, indicating the outline level.

Page Break

Divider that breaks a worksheet into separate pages for printing. Excel inserts
automatic page breaks based on the paper size, margin settings, scaling options,
and the positions of any manual page breaks that you insert.

Page Break Preview

Worksheet view that displays the areas to be printed and the locations of page
breaks. The area to be printed is displayed in white, automatic page breaks appear
as dashed lines, and manual page breaks appear as solid lines.

Parameter

In Excel, you can add, change, or remove parameters to specify cells that are
editable in the viewable worksheet data of Excel Services. When you save the
workbook, the changes are automatically reflected on the server.

Password

A way to protect your worksheet or workbook. When you protect worksheet or
workbook elements with a password, it is very important that you remember that
password. Without it, there is no way to unprotect the workbook or worksheet. You
should always use strong passwords that combine uppercase and lowercase letters,
numbers, and symbols. Weak passwords don't mix these elements. Strong
password: Y6dh!et5. Weak password: House27. Use a strong password that you can
remember so that you don't have to write it down.

Paste Area
The target destination for data that's been cut or copied by using the Office
Clipboard.

Primary Key
One or more fields that uniquely identify each record in a table. In the same way that
a license plate number identifies a car, the primary key uniquely identifies a record.
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Print Area

One or more ranges of cells that you designate to print when you don't want to print
the entire worksheet. If a worksheet includes a print area, only the print area is
printed.

Portrait Orientation. Is the orientation of the page that prints the image vertically
across the page instead of horizontally.

Quantitative Data. Data that can be represented in the form of a number. This data
can be used for statistical analysis and gives greater accuracy in the final result.

Qualitative Data. Data that cannot be represented in the form of a number but
rather expressed as other variables like meanings of ambiguous words, gender
classification, religious preferences.

Quick Access Toolbar. Is located above the Ribbon, and it lets you access
common commands no matter which tabs you are on. It shows, the Save, Undo, and
Repeat commands by default.

Range
Two or more cells on a sheet. The cells in a range can be adjacent or nonadjacent.

Read-only
A setting that allows a file to be read or copied but not changed or saved.

Record
A collection of information about a particular person, place, event, or thing. When
Query displays a result set in the Data pane, a record is represented as a row.

Ribbon. Contain multiple tabs each with several groups of commands. You can add
your own tabs that contain your favourite commands.

Rows. Are referred by numbers that appear on the left and then run down the Excel
screen.

Row Heading

The numbered gray area to the left of each row. Click the row heading to select an
entire row. To increase or decrease the height of a row, drag the line below the row
heading.

Row Label
A field that's assigned a row orientation in a PivotTable report.

Save. A command that is used to save a file that has had changes made to it.

Save As. A command that is used to save a new file for the first time or save an
existing file with a different name.

Sheet Tabs. Separated workbook into specific worksheets.

Sorting. Is process of organising data in a particular order allowing for information to
be found easier.

Spreadsheet. Is the application that launched the personal computer into the
business world. A spreadsheet provides way to set up relationships between
numbers.

Table Pane
The area of the Query window that displays the tables in a query. Each table displays
the fields from which you can retrieve data.
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Template

A workbook that you create and use as the basis for other similar workbooks. You
can create templates for workbooks and worksheets. The default template for
workbooks is called Book.xlt. The default template for worksheets is called Sheet.xlt.

Text. Cells can contain letters, numbers, and dates.

Text Box
A rectangular object on a worksheet or chart, in which you can type text.

Text Attribute. Refers to how a particular font is presented.

Total Row
A special row in an Excel table that provides a selection of aggregate functions useful
for working with numerical data.

Totals
One of the five calculation types Query defines for you: Sum, Avg, Count, Min, and
Max.

Vertical Scroll Bar. Located along the right edge of the screen. It is used to move
up or down the spreadsheet

View

A set of display and print settings that you can name and apply to a workbook. You
can create more than one view of the same workbook without saving separate copies
of the workbook.

VisiCalc. Short for Visible Calculator. The first Spreadsheet programme and the
first fully functional computer application to run on personal computers.

Worksheet. s organised into a rectangular grid containing columns (vertical) and
rows (horizontal).



