Spreadsheets – Worksheet 1
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GETTING TO KNOW EXCEL

Task 1

· On worksheet 1, move the cursor to the following cells and type in the number next to it.

	Cell
	Number to type in

	D7
	2

	G15
	16

	A22
	7

	T55
	32

	B24
	22


Task 2 

· Select Column D and make it bold
· Select Row 15 and colour it yellow
· Select Block of Cells A19 to C27, make the text bold and blue, make the background pink
Task 3
· Select Cell G15 and using the function bar change the number to 26

· Select Cell B24 and without using the function bar, change the number to 13

	Extension Task:
· Copy Cell G15 and Paste to Cell K27

· Cut Cell A22 and Paste to Cell D7

· Select Block of Cells B24 to D31 and Copy to Cell K6




Spreadsheets – Worksheet 2


INPUTTING AND PRESENTING DATA
Three class mates have been undertaking some research for their Science homework.  Anna, Beth and Simon have been looking at the differences between their height, weight and shoe size.  Below are the results;

	Name
	Height
	Weight
	Shoe Size

	Anna
	120cm
	35kg
	3

	Beth
	127cm
	37kg
	2

	Simon
	140cm
	40kg
	4


Task 1
Transfer this data to the Spreadsheet, starting in Cell B2
Task 2 
· Make all the titles and names bold
· Give the Column titles a yellow background (Cells B2 to E2)

· Give the names a blue background (Cells B3 to B5)
Task 3
· Select all the information, click ‘Format’ on the menu bar and then ‘Cells’.  Now add a border.

	Extension Task:
Four Footballers were comparing how many games they had played in and how many goals they had each scored.  John played in 12 games and scored 4 goals, Richard played 6 times and scored 3 goals, Harry played 8 times and didn’t score and finally, Shaun played in 15 games and scored 9 goals.  

Transfer this information to a Spreadsheet, like you did above.



Spreadsheets – Worksheet 3


EXCEL AS A CALCULATOR!
Task 1
Select Cell C8.  In the Function Bar type =2+2 then press return.  

Do the same for the following and see if you can work out the answer before excel!

	D7
=5+3
	E4
=7+7
	A3
=10-3
	K15
=20-5

	G17
=2*2  
	F32
=5*3

	H13
=12/6
	J23
=15/3


(* is the symbol used to multiply)

(/ is the symbol used to divide)
Task 2 
Move on to Sheet 2 at the bottom of the screen for the next task.

You will need to Copy this table from

A WORD document found in the Class 8 files called 

EXCEL AS A CALCULATOR TABLE

Paste it into your new Sheet in Cell reference C4

	 
	Monday
	Tuesday
	Wednesday
	Thursday
	Friday
	Total

	Apples
	23
	12
	6
	32
	18
	 

	Oranges
	14
	12
	15
	45
	13
	 

	Pears
	12
	17
	3
	21
	8
	 


The table shows how much fruit Mr Jones sold at his Greengrocers in one week.

· Using the Cell references we can create a formula to find the total number of apples sold in the week. 

Click on Cell I5 

In the Formula Bar type =D5+E5+F5+G5+H5

Press ENTER

Cell I5 now shows the total amount of apples sold in the week.  Excel has added the values of each cell for us.
· Using this method see if you can find the total number of oranges sold in the week 

Task 3
There is a shortcut to adding Cell values together……

Using the AutoSum function find the total number of pears sold in the week.

	Extension Task:
Mr Jones realised he had made a mistake, on Monday he had actually sold 22 pears.  Change the information in the table and see what happens to the total figure……it’s a bit like magic!


Spreadsheets – Worksheet 4


MAKING GRAPHS
Task 1

Copy the following Table from

A WORD document in Class 8 files called

MAKING GRAPHS TABLE

	 
	Monday
	Tuesday
	Wednesday
	Thursday
	Friday
	Total

	Apples
	23
	12
	6
	32
	18
	91

	Oranges
	14
	12
	15
	45
	13
	99

	Pears
	22
	17
	3
	21
	8
	71


Paste to your Worksheet

· Select all the Data and run the Chart Wizard

· Create a Bar Chart, give it a suitable title and label the x axis and the y axis

· Place the Graph in your open Worksheet so you are able to see the Table and the Graph at the same time

Task 2 

Unfortunately, Mr Jones the Greengrocer has made some mistakes.  On Wednesday he actually sold 36 apples, 45 oranges and 23 pears.  

· Make these changes to the Table and note what happens to the Graph

	Extension Task:
Using the Data for apples only, create a Pie Chart using Chart Wizard showing how many apples were sold each day of the week.  (Don’t include the Total Cell)

If you can, do the same for oranges and pears.



