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I what do t need to be able to do? Il Keg;wom{g :
| & wnderstand the fundamental components :l Spreadsheet: A program that helps you organise and calou- I
of a spreadsheet, such as cells, rows, and Late tnformation tn tables made of vows and columns.
I colwmns, and accurately enter and organise il Cell: A stngle box in a spreadsheet where You can put data, I
| dota within them || Like a number or a word. |
| 2 performe caleulations using basic | cell Reference: The unioue name for a cell, such as AL or BS, I
| artthmetic formulas (addition, subtraction, I which tells You lts exact Location using its colunmm Letter and I
multiplication, division) and apply row nmumber.
| spreadsheet functions like SUM, COUNT, || Data: Raw facts and figures that you collect, which are usu- |
I MIN, MAX, AVERAGE, COUNTIF, and (F to |l ally wnorganised before analysis. |
| awalyse numerical data. |I wformation: Organised facts and figures that have been |
I 2. analyse data, distinguish between data I glven meaning, making them useful to understand. I
and information, Ldentify primary and IV Formuda: A set of instructions that begins with an equals
| secondary data sources, and present || sign (=), telling the spreadsheet to perform a caleulation |
| information cleary using sorting, il using values from cells. [
| filtering, various formatting (including il Funetlon: A spectal pre-bullt command in a spreadsheet, Like I
currency, percentage, and conditlonal SUM or AVERAGE, that helps You do common or complex
I formatting), and appropriate charts I catculations quickly. |
| || Autofill: A clever tool that helps you quickly copy formulas |
| | or repeat patterns dowwn a columm or across a row n your |
'____________Jlspreaolsheet. I
e e e -
Ir Spreadsheets teaches You how to effectively use a digital table to organise, caleulate, analyse, and present |
information. You will learn the fundamental components of a spreadsheet, such as cells, vows, and |
| columnms. Yow'll understanol how each cell has a unique cell veference (Like A1), made up of its column
I Lletter and vow nuunber, which helps You Locate specific data. The unit progresses to showing you how to I
| make the spreadsheet perform caleulations automatically by writing formulas that always starvt with an |
I equals sign (=), using baste arithmetic Like addition, subtraction, multiplication, and division. You also |
learn to use functions, which are special pre-built commands like SUM, COUNT, MAX, MIN, AVERAGE, I
I counta, counTiF, and IF, to quickly analyse nwmerical data. I
|

S

You must understandthe difference between raw data and meaningful information, and tdentifying whether
| data comes from pr’tmmg (5ou collected it 5owsetf) or secowda% (someone else collected 1) sources. A key
| Part of what the assessment Looks for is how you gain skills in analysing data by sorting and filtering it,
I applying vartous {ormmt’c’w’»g (mem@ curventy, p/ercev{ntmge, boldt, and bowlers),to make tnformation
readable, and using conditional formatting to highlight important values. You will also Learn to present your
| findings visually using appropriote chavts, such as pie or columm charts, to make your data easier to
| wderstand at a glance.

The unit is assessed through a series of practical challenges in the last four lessons, where students
I apply their spreadsheet skills to create and analyse data for specific scenarios such as a school club
I register, a school trip budget, survey results, and sports day outcomes. Assessment s based on the
accuracy and completeness of data entry, the correct uplementation of various formulas and func-
It’Lows (neluding SUM, COUNT, MIN, MAX, AVERAGE, COUNTIF, and IF), the effective applica-

tow of formatting (such as bolding, borders, curvency, percentage, and conditional formatting),

I and the appropriate creation of charts to clearly present information



110 Test Your understanding questions
Heve are 10 multiple-cholce questions summarising the whole unit:

1. What ave the ey parts of a spreadsheet interface?
A) Columns, rows, and cells, B) Pages, paragraphs, and words, C) Slides, animations, and
transitions, D) Databases, tables, and records

= 2. what symbol must You use at the beginning of a cell when You want to use a function or a
= formula tn that cell?
tA)#,B) @ C) =,D) F

2. What (s the difference between data and information?

» A) Data s organised facts, while information s raw facts, B) Data s raw facts and flgures, while
information is organised facts and figures that have meaning, C) Data is always numbers, while
information is always text, D) There is no difference; they mean the same thing.

s 4. I You conducted a survey bn your elass to flnd out everyone's favourite colour, what kind of
= data source would this be?
= A) Secowdmg, B) T@V’cémg, C) Pvlmmﬁ, D) (ndirect

25 wWhich spreadsheet function s used to count the number of non-blank cells in a range?
s A) COUNT, B) SUM, C) COUNTA, D) AVERAGE

&. Which function would You use to find the largest value in a list of numbers?
A) MIN, B) MAX, C) AVERAGE, D) SUM

s 7. What (s the main purpose of the 'Autofill' tool in a spreadsheet?

EA) To awcomaticmtg penerate charts, B) To quicl@g copy formulas or repeat patterns down a

= columm or aevoss a vow, C) To check for spelling ervors in Your data, D) To automatically sort your
s odata from A to Z.

= €. what Ls the primary reason for ereating chavts in a spreadsheet?

2 A) To waRe the spreadsheet file smaller. ®) To hide sensitive data from view, C) To add colours and
= deslgns to the spreadsheet, D) To visually represent data, making it easier to understand and

= analyse.

2 9. what does a cell reference Like "C4" tell you?
EA) (t's the cell where colummn C meeets vow 4, B) IE's the thivd row tn column A, C) 1t's a caleulation
s to multiply € by 4, D) (t's the fourth column in row C.

= 10. Which type of formatting allows you to automatically change the colowr of cells based on
= specific rules, Like if o number is greater than 107

s A) Curvency formatting, B) Percentage formatting, C) Conditional formatting,

: D) Bold formatting
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