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Aim

* I can enter data and formulas into a spreadsheet.

Success Criteria

I can 'Ldentlfg cells using rows and columns.
I can type text and numbers into cells.
I can use the SUM J‘unction to add numbers together.

I can use the SUM functlon to perform J‘urther calculations.



Introducing Spreadsheets -»

What do you know about spreadsheets already?
Does anyone know what they are used for?

What can they do?

Discuss with a partner and be ready to feed back any ideas.
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Cell References

Al - I

Everything in a spreadsheet goes into a cell (like a box in a grid).

Each cell is named by the row and column in which it is located.

See the Cells and Data Spreadsheet as an example.
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Cell References

B C D E F

A

apple

5 pear




Formatting Cells

Watch then practise

how to change cell
colours and borders,
font size, style, colour
and alignment, row
height, column width.

Cells can be formatted to look clearer or more

interesting, similar to word processing or desk

top publishing.

You can also select
an entire row, column
or the entire sheet
and then adjust or
format multiple rows
or columns at the
same time.

Explore the
formatting features so
you can present your
work attractively, if
you have time after
each future activity.
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Formatting Cells

Font Style

Borders Font Size

Cell Colour
>

Font Colour

A
Click and

drag between
rows or
columns to
adjust height
or width.

Click on a
row or
column

heading to

highlight
entire row or
column.

A 1

@ Wrap Text

j Format Painter = E Merge & Center =

Clipboard P Alignment Fl

General

%‘ % *

Number

-,

17 -

A B C D E F

apple

Note: The exact look may change in different versions of the software.
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Calculations

x I-'u.utn:uSum|* A 7 "ﬁ
¥ sum One advantage of spreadsheets is the ability to do
Average 4| calculations quickly, like a calculator.

Count Numbers

Max

kin
Next we are going to look at the Number

More Functions...

Operations Spreadsheet.

As well as typing text and numbers into a cell, we
can instruct the computer to add the contents of

two cells automatically.

This is done using the SUM function.
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Calculati
“ Home Insert Page Layout Formulas Data Review View

i7

S C t Y - —

_=1 & Cu Calibri 16 A A == B = Wrap Text General - j
F‘_t 4 ey A = S 0 .00 | Condi
dste - - - - gg% ';E;E - - 0 . - andl
1€ Format Painter B /7 U P-A- = == FF i Merge & Center - | B - o, v | 58 5% Cond

Clipboard u Font u Alignment u Mumber u
D5 - fe | =SUM(BS+C5)

A B C Formula Bar| D E E G
1
§

N\

The function appears in the formula bar here.

In this case:
A formula is always shown by using the ‘=‘ sign =SUM(B5+B6)

first, followed by ‘SUM’

The calculation then goes inside the brackets
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= AutoSum| ™| A&
2 5Sum
Average

Count Numbers
Max

Min

More Functions...

Calculations

What if we changed the contents of the cells now?

Next, we are going to enter calculations for

Subtract, Multiply and Divide.

To multiply we use the *’ symbol, e.q.

Numbers: 3 * 4 = 12 Cells: B5 * C5

To divide, we use the /" symbol, e.q.

Numbers: 12/ 4 =3 Cells: B5/ C5
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Use the
Spreadsheets
and Activity
Sheets to try
entering and
formatting data,
then using
calculations for
the Number
Operations.

Try It Yourself

*

) Numb

Number Operations

Can you create the following spreadshee
calculate the correct answers in the cells

Numb:

Number Operations

Open the Number Operations Spreadshi
number operations and calculate the cor

= Activity 1: Number Oper
)
A First Number | Second Num|
: 10 2
. 12 4

6 3
, 20 5

- Activity 1: Number Oper

)
a First Number |Second Numl
. 10 2
. 12 4

6 3
. 20 5

’ cany the formula

The Multiplier

Can you create the following spreadshe
green and yellow boxes are automatical

A 5 ©

Activity 2: The Multig

6 Fdit the values in the gr
calculate the result

What happens when you change the nu
»

.
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x

The Multiplier

Try the following spreadsheet. What dc
change the numbers in the green and y¢

Activity 2: The Multip

. I -

Edit the values in the gre

calculate the result
5
*
- *
m plonit
* twiokcok ¥

Number Operations

Cells and Data

Open the Cells and Data Spreadsheet. Practise how to name each cell using numbers and letters. You
could work in pairs or with an adult. Try entering your own words or numbers and changing the font
colour,

A B C D E F

4

1
apple
2
3

4

5 pear
6

Number Operations

Open the Number Operations Spreadsheet. Can you enter the correct formulas to perform each of the
number operations and calculate the correct answers in the cells.

Activity 1: Number Operations

. First Number | Second Number|  Add
10 2 12 | Enter the formula required to add
5 7 the first number and second

6 | number together, giving the total

- 6 3 in the final column.
20 5
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Beat the Computer

How do we refer to cells?

How do we insert calculations into cells and what sgmbols do we use?

Can anyone ‘beat the computer’ using The
Multiplier?

One person must suggest a pair of numbers
to type in for automatic calculation.

Can anyone say the answer before the
computer calculates it?
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Aim

* I can enter data and formulas into a spreadsheet.

Success Criteria

I can ldentlfg cells using rows and columns.
I can type text and numbers into cells.
I can use the SUM J‘unction to add numbers together.

I can use the SUM functlon to perform J‘urther calculations.
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