ICT IGCSE Practical — Revision Presentation

Spreadsheets

« 20.1 Create a Data Model
« 20.2 Test the Data Model
« 20.3 Manipulate Data

« 20.4 Present Data
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ICT IGCSE Practical — Revision Presentation

Spreadsheets

Cell References

A B D Columns
- < Yellow Cell Reference
2 - B2
3
Green Cell Reference —
Column D3
Rows
Reference G
. |
T A This is a range of cells. More than one
: cell has been selected. G6:G11
i A range will be typically used when you
From ||¢ zz are calculating values from a number of
Row6 ||’ ; cells.
To 9 52
11 10 35

11

31

12

Total 209 [T
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Spreadsheets
Named cells >> Right Click on the Cell >> Select Define Name >> Enter New Name for Cell

i R R A B|lClDE F G H 1 K L c2 -

; - 1 A B c Calil
) - Mew Mame 7 x :
| i : - : :
: m ” s 3 Name: Red
@) : ; vl Scope: Workbook ~ 2 |.¥.
g ’ 5 Comment:
o | p—
1"
. 6 L ] Red -
m 1) o 7
s 1 Al B C |D
N e 8 L c |
9 g Refersto: | —pormulasigcsz 35 1
o FILE LI L L, 10 _ Cancel 2 - |:
Q Define Name.., .- rez e = e 3
S _
- Named ranges >> Right Click on the Cell >> Select Define Name >> Enter New Name for Range
< i
L o 5
@ . ' M| N | o | = B Mobile Phone Price New Name 7 %
- Mobile Ph P 4 Samsung s3 £ 250.00 Name vone]
. . MName: P
5 B — :"E ;“250 — ; Iphone 4 £ 30000 D:Z -
. [ SiLns W v
— PaTeres A Samsungsd £ 275.00 ribes
4 Iphone 4 £ 300.00 P ' Comment:
. at ' | phone 5 £ 250.00
5 Samsung s4 £ 275.00 & s zawment
A F v ok, Galaxy Fame £ 160.00
6 | phone 5 £ 250.00 R
= s | Phone 5s £ 360.00
7 |Galaxy Fame £ 160.00 i f': ""“j‘"
8 | Phone 5s £ 360.00 Sams;ungNote 3 £ 290001 gefersto: | _rormjastnssssoss F&
| Tota
9 Samsl.unchte 3 £ 250.00 Define Name... . Cancel

i
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Spreadsheets

Formatting

[
5 - . -
. . HEI ht 15.00 (20 pixels] Al . A Task 1 Formatting it 4 d
BEL ciohi: 1500 COpicla | | Text formatting including
AUUEE T3 HoursIn i A 0 C
7 |39475 310 To Yumj I d i
8 39475 3.10 To Yumj
ROWS 9 40714 Alice In Murd
(@) 10 |40686 Alice In Murd
5 = ] :
o N @ Merge & Center| ,[ g)j? Mumber |, Font Border Fill Pr
'c — — : Text alignment
(=g i ‘@r Merge & Center Horizontal:
m 2 — I
= 2 :_ﬁ Merae Acros Center ¥ | Indent:
N Vertical: o =
A
o Release UK | insh | Regio center =
n
e Title > Format Cat No, RRP Genre ify distri
. Date Disc's c'-ﬂ..d...c»..ﬂ Code Justify distributed
U 6 40000 13 Hours In A Warshouse 1 ovD LGDM13S € 9wl 1be Hotes | | Textcontrol
9-,'. 7 30475 110 Yo Yuma 1 ovD IIA.I'H"‘--‘-.* £__1999 16 1h 2 \Wasten | Wrap text
m n ]‘Mn 110 Yo Yuma (B0U [1/\‘-'_: aA Dl Ray GBI £ U9 '<'4 1be 2 Wastern Shrink to fit
9 407 1 |Akce W Murderand 2 ovo LGDMAOY € 9% |:- 1be 2 Film | )
) ) vAmCens s LAt Ty 183 o€ £
> 10 40000 |Abca n Murdertand (RENTAL) 2 M NTAL  [LGDRMADY | va it 1be 2 Film | [ Merge cels
s 20140651 [y In The Striped Pyusemas VD MRLGOSUY? € 1999l 12 [Deama | | Right-todeft
Q) 12 /40650 Boys & Oy 2 'wn MRLCOWMAI  |€ 1999 112 |ibe 2 [Donma | Text direction:
— 13 ADGSY Boys Arw B K The 2 ovD ’r"l GOSN { 199112 12 2 Dirama ! Context ~
3
< 34140112 [Happlly Nover Afte 2 ! OvD LGOS 189 £ 19 L2 2 Orema !
2. 15 40112 Happily NEver Ater Doutile Pack |2 ovD LODM212 I 1he 2 ]
w I8 40651 Hard Days Nght 1 ovD MIRLOOOMST |4 1999 L 1b¢ 2
1740269 |Hany Brown 1 OVD LGDMZ0S 19 u'-n_ 22
L0 ADRTH  |Heamiands 1 ovD taRLoons) (il 16991 1he 2 Borders and Hi-l & A- =
1Y 40260 imaginanum of Doctee Paenassus The (BLU RAY) |1 DLU RAY [LGEM200 i 249 ‘J PG 2 Adrenu
30 /40200 maginarum of Doctor Pamussus. The (RENTAL) |1 RENTAL _[LGDRWM200 i o 12 PG 2 Addveriu Shadlng e
11 40650 N the Bedoom 1 ovD le\(il'll‘dl\ 19 ‘_"l."v 1bc Dvama __ Bgttclm Border
22 40252  |Niys (RENTAL) 1 RENTAL  |LGDR 156 . AL Action | o
" = = [—D&' A-l[E== = _E Top Border
[@‘,: % 9 *63 _;03 Conditiona| -
=) 90 >0 | Enemattinn Theme Colors i Left Border
£ English (U.K) Fl EEEEEEN )
Currency ! , | Right Border
$ English (U.S)) = I -
ol € Euro (€ 123) Mo Border
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More Accounting Formats...

a4
|| Standard Colors
HE EEEER
o

All Borders
Qutside Borders
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Spreadsheets

Number Formatting

. =0 .00 | Condition:
a 00 =0 Enormattinn
LIFnglish (LK)

Forma cels 2 | Tip: Formatting
Tl Mumber | Alignment | Font | Border | Fill | Prot
Category:
= [Genera Sampe Youcanformata |[@p
Q Currency we.ez H :
) number in
-EI' g;izuntlng Decimal places: |2 <
2 | Eme - [ Use 1000 Separator (,) numerous Ways
ercentage ) ) - Q .
N Fraction fegatie umoers including using the
556 Text .10
o Special Eraien methods shown
Custom -1234,10
S « on the left.
Q
>
Q - e —
E TR
o
w Number |Aligr|ment | Font I Border | Fill |Prntectiar| |
€ 55-55 gateggry:
General . | Sample
€ 75.75 t_'Er £0.00
€ _ w g;izunting Decimal places: |2 =
'IL'IITIE - Symbol: | €Euro (€ 123)
ercentage
:E E?.'ﬂﬂ Fraction ¢ Megative numbers:
£ ?Eietnﬁﬁc -£1,234.10
- eX
Spedal -£1,234.10
Custom -£1,234.10
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e

§ English (U.5.)
€ Euro (€123)

Maore Accounting Formats..,

Tip: Currency

Sometimes a 0
will be displayed
as a dash when
the numbers
have been
formatted as a
Currency using
the method
shown on the
left.

You need to
ensure the
formatting of the
cell is set to
Currency and not
Accounting.
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Spreadsheets

Hide and Show Columns/Rows:

I - —_
Sy ot
Coun =2 Copy 3
NOR [ P.aste Options: .
cuB = "

Paste Special...
Code Insert "

Delete L
MNZE )
USA Clear Contents -
MAL f]; Format Cells... 12
MNZE Column Width )
RSA Hide 2’
BRA lnkida "

LI_
T ers 5 Copy

dimne
Andreas Thorkildsen
Osleidys Menendez

Athlete

Nigel George
Ryon Ramsay
Sparkle Browne
Karen Roach
Aiesha Mcmeo
Tizzy Roach
Anna Lewis

g0.5 i Paste Options:

71.5 =
Paste Special...
Gende
Insert
Mal Delete
Mal Clear Contents
Femal| % Format Cells..,
Femal Column Width...
Fema e
SENE Unhide
Fema = ™ L

Insert and Delete Columns/Rows:

B 7 =5~ 4~ i
M M | 0 P
#  Cut
53 Copy
|78, Paste Options:
=
Paste Special...
Number| A =
if throws Insert _
6 [12]=tp
B Clear Contents

To hide/show Rows or Columns to
you need to right click on either the
column letter or row number. You
then need to select hide/show.

If you have hidden the C Column then
you would have to select the B & D
columns to unhide the C column.

row.
4)

1) First select either the column letter or row
2) Right click your mouse >> select insert
3) This will insert a row before the selected column or

If you would like to delete a row or column you
simply highlight the row number or column letter >>
right click >> Select Delete.
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Spreadsheets
Merging Cells:

Paste B I U- &+~ &-A- === EE|[Everceacente]| 8- % » | 5250 . .
’ Clii-::::atpamter. Font & -‘h.lignn1||l’;§ Mge"g"&g”ter Number Tlp: Merglng Ce"s
Al - Jx | Olympic record Ef| Merge Ac Merge&{_:enter . .
o) A B [ ¢ D E | 0 MergeCe weme | 1. Highlight the cells you
n:; 1 |Clympicrecord B| Unmerge Excel :ra1rtghegrc1eel want to merge
1 2
2 : Javelin Mame Country in metres Year City i m;i:p‘;fr' 2_ CIiCk on the Merge &
(") 4 |Men Andreas Thorkildsen NOR 90.57 2008  Beijing Excel
:' 5 |Women Osleidys Menendez  CUB 71.53 2004  Athens 1| 2 Center |C0n
9 6
U )
g.. Shading and Patterns:
> : . . .
3 : i s L Tip: Shading Cells
— » ¢
< e e S| P Saogard e ——
Wl == E EREs e it | | You may be asked to
' e ey = : ' e put a specific pattern
o s - E:E.,..,. into a cell. You can do
Y | secainina this by right clicking
;?; T ~ T e your mouse and
e ‘;; = i - selecting the Fill
- | wm] | e o m f ST Option. You can then
= 2 S £ Sy ] | 221, You can then
> == | | colour
— )
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Spreadsheets

Headers & Footers

Header &
Footer

Page Layout Formulas Data Review View Acrobat

PR s e xnw H @ A2

PivotTable Table Picture Clip Shapes SmartArt Screenshot = Column Line Pie Bar Area Scatter Other Line Column Win/Loss @ Slicer | Hyperlink Text | Header V
- Art - v ¥ - v ¥ v

A Charts ~ Box || & Footer
Tables IHustrations Charts . Sparklines Filter Links Te .
9. L A1 - € £ | Olympic record [hesrnroe | Click on Insert for
o 2 TR — o B H ! ! K L m  mmera | hegder and footer.
t vmnic recor !
[l
o T ——
q J
N Footer
9 a EJ ) I8 ‘ ;:;: et s 1 Diterere Fist Page ¢ Scale with Document
a " Page  Mumbes Current Cument  File File Sheet Acure Goty Detterere Ood & Eren Pager & Align weh Page Margin
U You can SWltCh from Mumber of Pages Date Tane  Path Marme Hlarms fkoster v
m e FIEARSE S8 FOMIET LR | S D
o header and footer. Al - £ | Olympic record o o Fooles l
. [T a7 [AR.J | Bl 231 ol 0 i1 A WMOTNTTECTT Attt tme Toule: an it pags 50 | T Tel Tal T T
> You can also add file ' 5 s c D || twtysoumn et | # = ; ‘
3 names, paths etc. -
— q | vacrAnmad, 1234, So7sl
<
2,
(7]

& G- T——

Home Insert Page Layout Formulas Data Revie

1 | fj—l l 3 IEU D [@] Ruler [¥] Formula Bar

You can gm Normal| Page |fage Break = Custom Full Gridiines [7] Headings
normal ViEW 1 YOU Layout | | Preview ' Views Screen
Workbook Views Show

select any cell and then | BET CherylLowi
: N 1 Vi x 3 ewis
click on Normal. | ibscnermahdiad [ NETYLLewIs

Back to Normal
View

View the document in Normal view, || SRRl iERnEl "‘-i! L

I -
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Spreadsheets

Creating Graphs

. A e [ c T oflelels]]|]e Highlightthe cells that will be required

5 Task 1: Mobile Phone Sales to create the chart.

3 . .

[ ]

A |- Sales Select the correct chart (Bar, Pie, line
o . etc.)

5 January| Febuary| March| April| May|June|Tg . )
= |6 Iphone6 15 15 | 15 [40[ 15 15 * You add labels to your axis by using the
2 7 |Samsung s5 18 18 18 18 | 18 | 18 .
N = Sonv Xnaria 5 5 5 | 5[5 1[5 select data option.
s
8 | I N"'-OC ‘ a;, ge::te
o ‘ “ Ea o &4 Reset to Match Style
o it | |Column| Line  Pie Bar | I—— -
> 1. S e = fill change Chart Type...
3 .| 2-D Column ) 7 53 Select Data... i T————
< = ﬂ P ﬂ il e my s | =S
a‘ | E L ‘ ; HI | | H( ‘ % Format Plot Area.., — & -'v- e

dh¢ 3-D cq Clustered Column Mobile Phone Sales

] 35
30
25
20 Iphone 6

A graph is used to visual display data 1;;£EEEEE o
which is easy to read and interpret. T
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Spreadsheets
Formulas
= ||=na+Ca * Formulas can be typed into the formula to bar to work
out simple calculations.
o ot - £ | -navca * A formula will begin with a = (equal sign).
n:; A B c | o | A
-,% - » Refer to the cell reference (A4) before you write your
N formula .
FU? s 4 | - | 65 | & * You can either type the cell reference or click on the
9-':- ; 3 X 45 135 ce"'
Q 9
> 10 29 23 6 .
- * You can create simple formulas to:
S, + « ADD (+)
@ =D37E3 e Multiply (*)
e Subtract (-)
=[]3.lllr-|1|j * Even if you update the numbers in the cell the formula
will automatically work out the new value.
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Spreadsheets

Simple Functions

Cell Range for Total,

Max &Min (Jan Sales).

Cell Range for Total &

Average (Monthly Sales).

Jx | =MAX(Bb:B9)

[

= | =MIN{B6:B9)

0

g i | |Average
© | Iphone6 15 15 15 | 40 | 15 | 15 )| 115 | 19.167
®  Samsungs5 TS TS T8 | 18] 18] 18| 108 18
N | Sony Xperia 9 9 9 9 9 30 5
S | Other 6 2 30 4 1 10 53 8.8333
8 D Total: 40

5" 1 Max:| 18 18

> 2 Min 5 2

S5 -

=

<

2.

wn

=SUM(B6:G6)

The =Sum Function
will calculate the
total (Sum) of the
numbers in the
range.

=AVERAGE(B6:G6)

| —

The =Max Function
will find the highest
number in the range.

The =Min Function
will find the lowest
number in the range.

The =Average Function

will calculate the average of
the numbers within the
range.

Functions are predefined formulas and are already available in Excel.
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Spreadsheets

Absolute Reference & Relative Reference

When you use AutoFill to duplicate a formula into the
NV B orsees cells below then you must use absolute cell referencing
O > if you want the cells to be referencing to one particular
5 B C D E |
) cell.
'% Task 2: Percentages
; 10% L 25%] Absolute cell referencing will lock in a particular cell. To
o Student | New Student | oo o absolute cell reference you must insert a dollar sign
. Di it Pri
S Price oo - before Letter and number of the cell.
- R e — S
; _ 229.45] £ 2295 [ £ 20651 | £ 57.36 |
S 360.59| § =woETT—=zr £ 9015
Q I 439.95| £ 4400 [ £ 39596 | £ 109.99 \\
) | *
'§,. || 53999 f ==roorte——=s2»| £ 135.00 =Bb $E$3
wn

In the example to the left if you do not
use absolute cell referencing on the
25% then the Price will be multiplied
against the content in E4.

WWW.YAHMAD.CO.UK
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Spreadsheets

=Count and CountA

=Count(Range)

This function will

count the cells

within the range

that contain only

numbers.

Mohile Brands

=CountA(Range)

Mumbers
1
3
1
_I
-9 4
(D 4
AJ
A}
- 34
(1] 0}
(D
2
Count
Mumbers

Count

Mumbers

Max
Min

COUNT(

Count All
Phones

sguey ay|

Apple

Apple

Samsung

This function will

sSony

Apple

count all the cells

Blackberry

within the range that

sSony

are not empty.

Apple

Apple

Samsung

HTC

Sony

Count All
Phones

Count All
Phones

BT

=COUNTA(|

Count All Bags

A(valuel, [valueZ], ...} |

larehe |

Y-

The count function will only Count the cells.
Do not get confused with Sum.
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Spreadsheets
Count IF
=Countif(Range,Criteria) A ACo8S Some times you may
LOWIS VUITTON
| | | L [wmcmcons have to count all c_eIIs
© | This function will count the e apart from a certain
5 | cells which contains a 2 [MARCUACOBS criteria.
) - . . 8} HERMES
N specific criteria from the 2 [meacicos
Fé" range o In this example you
g WARCACOBS we want to count all
> | Example: We need to the brands apart from
» | count the Prada bags from |F—==t ] Marc Jacobs
< rada
(%] UL L] 13
(7). the range All bags apart .
from e - =countif(Range,
Prada =COUNTIF{ | TopShor “<>Marc Jacobs”)
Marc lacobs | COUNTIF(range, criteria) |

=Countif(Range,”Prada”) or =Countif(Range,”l119”)
Not: =Countif(Range,“<>criteria”)
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Spreadsheets

Count Functions with Criteria's

Cars Brands . t
=Loun
Mizsan PathFinder 2014
- =CountA
Toyota land cruiser| 2008 ,
=Countif
(@) _I GMC Yukon 2007
5 5 Mercedes|clclass 2014 .
Q) Instructions:
C M Missan |PathFinder 20049
FD'. -0 Toyota land cruiser 2008 In the cells shadet
; a) GMC Yukon 2013 the correct Count
o - Mercedes |clclass 2007
o U[% Tovota land cruiser 2014
Q) chevrolet |Captiva 2009
-+
Q) Missan PathFinder 2012
p~ chevrolet | trailblazer 2013
>
2 Count All ¥
— un . Bar
ﬁ Cars PathFinder 2012
(7)) Toyota Yukon 2014
Missan land cruiser «=7011
All car All car All car
Brands models models
apart apart from apart
from land cruiser from 2013
Toyota

WWW.YAHMAD.CO.UK

Some times you may have to use the
following to find a specific criteria:

< - less than
> - more than
= -equalto

=countif(range,”>=2012")
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Count Functions

Presentation

=Count(Range) - This will count a range of cells which only includes numbers.

=CountA(Range,Criteria) - This will count all the cells which are not empty.

criteria.

=Countif(Range,Criteria) - This will count a range of cells which includes a specific

criteria.

Not =Countif(Range,”<>Criteria”) — This will count everything apart from the specific

sisAjeuy ejeq :0z 191dey)

] _coms

12 Count All Books =COUNTA(A4:A10)
13 Sales from Virgin =COUNTIF(B4:B10,"virgin")
14 Sales from Amazon =COUNTIF(B4:B10,A14)
Not
Count

WWW.YAHMAD.CO.UK

=CountlF(Range,Criteria)

When you reference to a
criteria you can either
write the criteria in
speech marks or
reference to a cell that
contains the criteria.
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Spreadsheets

Count Function Exam Examples

Use a COUNTIF function in cell C7 to count the number of products made by the
Supplier with a Ccode that matches the contents of cell B7. This function must include
both absolute and relative referencing and must not use a named range. Do not count
any entries in rows 1 to 23.

Replicate this function into cells C8 to C21 to count the number of products in stock
made by each Supplier.

In cell C2 use a function to count the number of trips to the destination where the
value in the Dcode column matches the contents of cell B2. This function must
use the correct named range.

sisAjeuy ejeq :0z 191dey)

Replicate this function into cells C3 to C8 to calculate the number of trips booked
to each of the other destinations.

In cell B11 use a function to count the number of item codes in this invoice.

WWW.YAHMAD.CO.UK
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Spreadsheets

Sum IF
E Books Shop Price |Student Discount Dis;::::\r;atilu Fin;iww'r)i::tinc
4 Diary of a Wimpy Kid: Virgin 5.50 Yes £ 0s | £ 4.95
5 Harry Potter and the Sorcerer's Stofe |Amazon 8.00 no £ £ 6.00

n 6 The Heroes of Olympus Virgin 4.50 Yes £ 04 | £ 4.05

g 7 The Hunger Games Amazon 5.50 MNo £ - £ 5.50

o} 8 The Maze Runner HMV 6.50 Yes £ 0.6 | £ 5.85

(=g 9 The Book with No Pictures Virgin 3.50 Yes £ 03 | £ 3.15 H . H

2 10 Mockingjay Amazon 5.00 Mo £ £ 5.00 C”te”a. YOU can elther .

N reference to a cell or write the

(e) 12 Count All Books 7 Total 2 B B 2

55 T e —— : e criteriain quotation marks.

8 14 |Sales from Amazon 0 Lowest

) 16 SumRange: This will sum up

> v __Sumi (Final Price) | only the criteria values from

> 18 |Sumup total Virgin Sales |=SUMIF[Btl:BlD,"\nrgln",Fd-:FiD]l

T oAy Fa R | T the sum range.

<

m . .

o Criteria

Al
=SUMIF(B4:B10,"virgin" ,F4:F10)
tum_Range

A sumif will only sum (add) up from a specific criteria
(condition) from the sum_range.

WWW.YAHMAD.CO.UK
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Spreadsheets

Sum IF with Absolute and Relative Cell Referencing

IF v (7 K & f| =SUMIF($B55:98312,H5, S5E$5:5E512) The Ran e and
. A B c D E F G H I ) K the Sum Ran ge
Task 4: Sumifs (Part 2)
2 have absolute
2
4 Mobile Phone Brand ar of Release al (Price®Sales) ol B:c Ecolumn) | Year of Rel¢ 1
(@) = |Xperia M Sony 2014 2,758.85 SUMIF($BS5:SB$12, H5, SES5:SES12) C el I ref erencin g C
- 6 Iphones Apple 2013 ] 9,636.90 amsung || SUMIF(range, criteria, [sum_range]) |
% 7 HTC One HTC 2013 4,327.08 [apple | 45| 2014
p—4 8 Samsung Galaxy S§l[Samsung 2012 5,279.40
(D 9 |lphoned Apple 2013 1,619.97 Sales Total [refertoF Year of Rel¢ When the formUIa
- 10 Samsung 55 Samsung 2014 10,935.12 column) 2012 H H
8 11 Samsung 54 Mini Samsung 2013 2,001.25 Sony 2013 IS repl Icated the
12 | XperiaZ sony 2012 13,529.16 Samsung 2014
= —— absolute cell
O
Q ' : referenced cells
m .
> |=SUMIF(5B55:5B%12,H5,5E55:5E512) W stay the same
| | | | -
o .- St and will not move
P . . y P ' . . J . position.
©v : Task 4: Sumifs (Part 2)
3 - .
4 Mobile Phone Brand ear of Release al (Price*Sales) Sales [refer to Ecolumn) Year of F H 5 IS rel at I Ve C el I
5 XperiaM Sony 2014 2,758.85 Sony | a7 2012 .
6 |Iphones Apple 2013 9,636.90 40 2013 refe r en C I n g . It
7 |HTC One HTC 2013 4,327.08 | lapole  ISUMIF($B$5:$8$12,H7,5E55:5E512 .
8 Samsung Galaxy M |Samsung 2012 5,279.40 [ SUMIF(range, criteria, [sum_range]) | WiI II move down
9 |Iphone 4 Apple 2013 1,619.97 Sales Total frefertoF Year of F
10 Samsung 55 Samsung 2014 10,935.12 column) 2012 When the formUIa
11 Samsung 54 Mini Samsung 2013 2,001.25 Sony 2013 - -
12 XperiaZ Sony 2012 13,529.16 Samsung 2014 IS repl |Cated .
13 Apple

WWW.YAHMAD.CO.UK
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Average IF

Muobile Phone

Xperia M

d | Year of Release| Price Sum IF

£119.95 Sales refer to Ecolumn)

77

HTC One
Samsung Galaxy 54

3
4
5
6 Iphone5
7
a8
9

Iphone 4

10 | Samsung S5
11 Samsung 54 Mini
12 XperiaZ

Average IF

Sales refer to E column)

33.5

Criteria 13.33333333

22.5

Average

Range R

sisAjeuy ejeq :0z 191dey)

=fwErmEElF{$E$}5:55512,51%@5:%512}

‘ AVERAGEIF(range, criteria, [average_range]) ‘

A averageif will work out the average from a specific criteria

(condition) from the average range.

WWW.YAHMAD.CO.UK
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Spreadsheets

SumlF Function Exam Examples

In cell C2 use a function that includes both absolute and relative referencing_; to
calculate the sum of the Minutes column if the SCode column contains GBA. Do
not include rows 1 to 10.

Replicate this function into cells C3 to C8 to sum the total Minutes for each
SCode.

In cell D2 use a function to add the total number of days (using the Duration
column) booked for this destination. This function must use the correct named
ranges.

Replicate this function into cells D3 to D8 to calculate the total number of days
booked for the other destinations.

sisAjeuy ejeq :0z 191dey)

In cell C11 use a function to add the total number of days (using the Duration
column) for holidays starting in the month of January. This function must include
both absolute and relative referencing and must not use a named range.

Replicate this function into cells C12 to C22 to calculate the total number of days
booked for the other months in 2010.

WWW.YAHMAD.CO.UK
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Spreadsheets

IF Statement

If the units sold is more than or equal to the targets
sales than the target has been met.

(@)
) $
© 1) AppIY HC
FD" 4 Tv Shows Season | Units Sold | Target Sales| Price VAT Final Price Total Sum | on target | 2} Wark ou
; 5 |Dn|:e Upon ATime | 2 23 15 £1250 | £ 219| € 1469 | £ 33781 |:hF|[CE:=:D5,"Dr1 target","off target”)
9 A | ThawWasallkinm Nasd =3 A5 il F12 En F T IR F 18 ’RK F T132 K] | T AV VARArle A
O
m 3
Y 1. Logical Test
Zg Is units sold more than or equal to
Y]
B | the target sales. =IF(C5>=D5,"on target"," off target")
& *
@ 2. If the statement is true then the
“true statement” will be printed in 1. Logical 2. True 3. False
the cell. Test
3. If the statement is false then the
“false statement” will be printed in
the cell.

WWW.YAHMAD.CO.UK




ICT IGCSE Practical — Revision Presentation

Spreadsheets

IF Statement with a Calculation

If student discount has been given (“Yes”) then for the
true statement you have to calculate 10% of Price. This
will be the value for the student discount. If the student
discount does not contain “Yes” than the false value (0)

will be shown.

IF - K « Jf | =IF(D4="Yes",CA*10%
A B C D F
: Task 1 Book
2
5 Books Shop Price |Student Discount Stude:;ﬂi:oount Fi“:i::j:tinc

|D|ar',r of a Wimpy Kid: Virgin £550 Yes J IF({D4="Yes", Ca* 1D‘36 D]|

E Harrnr Dntal nd tha Barrarar'c Stana [ Amasan

-IF(D4="Yes",C4*10%,0)
2

sisAjeuy ejeq :0z 191dey)

* *

2.
True
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1. Logical Test
Does the Cell in D4 equal “Yes”

2. If the Logical Test is true then
the calculation (10% of the price)
will be shown.

3. If the statement is false then
the false value (0) will be shown.
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Spreadsheets
Nested IF

A nested if will contain more than one true

either A, B or Free.

1. Logical Test 1

statement. In this example the delivery type will be Does the Cell in C4 equal “A”

2. If the Logical Test 1 is true

The Nested if will check the first logical Test. If the first then 3.50 will be printed.
test is false then it will check the next logical test. If
both tests are false then the false value will be shown. Does the Cell in C4 equal “B”

3. Logical Test 2

IF (" XV =IF{Cd:"a",3.5!,IF{C4="b",4.50,0}}

2. If the Logical Test 2 is true

B C D

If value is false run the
next if statement

sisAjeuy ejeq :0z 191dey)

4="b",4.50,0})
h

ifvalueis still fase |~ then 4.50 will be printed.
then print the false
statement

If both logical tests are false the
Ise value (0) will be printed.

-|F(c4— a" 3 50, IF( Ca="b" ,4.50,%))

*

2.
True
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Spreadsheets

Exam Question Example: Nested IF

In cell F27 use a formula to calculate the discount using the Sub fotal, Number
of units and the three discount rates A, B and C.

Multiply the Sub total by:

« Discount A if less than 5 units are sold

« Discount B if between 5 and 19 (inclusive) units are sold

« Discount C if 20 or more units are sold. m

sisAjeuy ejeq :0z 191dey)

T~ = ¢ o 1 | Step 1: Identify the cells which cells will be
R used for the formula. Cells are shaded in
11 Number of items S
12 Number of urit 5 B12: Yellow for now. (B12, B15, B16, B17 & F26)
1: Discount percentage rates Logical TeSt
]? Discount A 0.05 (Number of Units) . . .
18 Discount & 2 Step 2: Identify the cell which will be used for
iz Item Item Code Type Unit Cost Units Item Total the Iogical TeSt (Blz)-
20 Trail Special MO0027 Mountain 1369 5 6845
21 Roadster3 RO021 Road 487 5 2435
22 Diamond Mountain MO018 Mountain 224 10 2240 . .
23 Trekker W4 Wjbnd 50 0 5000 Step 3: Identify the Logical Tests and True
24 Trekkerz Topper HO045 Hybrid 800 1 800 -
;Z Sub total 17320 condltlons'
27 Discount amount
28 Invoice total
Step 4: Identify the False Condition.
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ICT IGCSE Practical — Revision Presentation

Spreadsheets

Exam Question Example: Nested IF (Working out the True and False Conditions)

In cell F27 use a formula to calculate the discount using the|Sub fotall Number
of units and the three discount rates A, B and C.

Multiply the Sub total|b',':

. Discount A iflless thar@units are sold |

* Discount B if between 5 and|19 (inclusive) units are sold
«  Discount C iff20 or more units are sold. m

z = = = : adl Lowest Highest
# Invoice created by:
4 Yasar Ahmad 1234 5678 5 20
w If(B12<5, If(B12<20,
11 Number of items S . v
12 Number of units E} | Blz-
13 . . . .
14 Discount percentage rates L0g|ca| TeSt Dlscount A DISCOUI’It E DISCOunt C * F26
15 Discount A 0.05 i
< Ee P (Number of Units) B15, B16, B17))
17 DiscountC 0.15
18
19 Item Item Code Type Unit Cost Units Item Total Remember to CIose the
20 Trail Special MO0027 Mountain 1369 5 6845
21 Roadster3 RO021 Road 487 5 2435 Brackets. Always close
22 Diamond Mountain MO018 Mountain 224 10 2240 g
23 Trekkerz HOD44 Hybrid 500 10 5000 Wlth a bIaCk braCket'
24 Trekkerz Topper HO045 Hybnd 800 1 800
25
| p— e F26: ‘
% Invoice total Sub Total | =|F(R]2<5,P-'1:I.|Fl812420,nlﬁ,n] 7")‘. L
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Spreadsheets

If Statement Exam Example

In cell D11 use a formula to returnEif the value in the Minutes late column is less than

or equal to zero or to returnf the value in the Minutes late column is greater than
zero.

Nested IF Exam Examples

In cell H4 enter a formula to display, the word|Yes Iif the hours worked are greater than the
contract hours, display the word m f the hours worked are the same as the contract hours
or display the word|Incomplete|if the hours worked are less than the contract hours.

=if(Hours Worked > Contract Hours, “Yes”,
If(Hours Worked = Contract Hours, “No”, “Incomplete”))

sisAjeuy ejeq :0z 191dey)

In cell E3 enter a formula to display the viewing cost if a local taxi is used. If the
distance to the property is:

e |ess than 5 kilometres, the cost will bel2 dollars

e 5 kilometres or more and less than 15 kilometres, the cost will be|5 dollars
e 15 kilometres or more, the cost will be|10 dollars.
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Nested IF Exam Examples

In the Unit Retail column (Cell F24) use an IF function to calculate the retail price of
each unit.

If the|Code is D then multiply the named cell Discount by the Unit Purchase price.

If the|Code is N then multiply the named cell Normal by the Unit Purchase price.

If the|Code is P then multiply the named cell Premium by the Unit Purchase price.
If the Code is not D, N or P then return the|Unit Purchase price.

Replicate this function so that the Unit Retail price for each item is shown.

In cell J2 use a formula to calculate the sales commission on this property. The sales
commission is $10,000 plus:

sisAjeuy ejeq :0z 191dey)

o Ifthe property has an Area (sq ft) of less than or equal to 500 square feet (sq ft),
[5% of the Price

e Ifthe property has an Area (sq ft) greater than 500 square feet (sq ft) and less than

4000 square feet (sq ft),[7.5% of the Price|

e If the property has an Area (sq ft) greater than or equal to 4000 square feet (sq ft),
10% of the Price
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Spreadsheets
Vlookup

Using VLOOKUP is similar to looking up a person’s name in a telephone book to get a telephone
number. VLOOKUP looks at a value in one column, and finds its corresponding value on the
same row in another column.

0
>
% A ertiyr Fove Yo 13 eor T Warerst e o —
. SRR (Raan  jese kK 8% § St T o e I L )
I et ot e el Table_Array or
Q =———1% R s—=a==c= M |lookup table
O | e L e
Q :’ ! II i
(o \ I I ]
Q { {
> i —
: —
g S—
= —
LS -
(7 ] —_—

We need to use a lookup function to find the corresponding data from the
lookup table for each book title .
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Spreadsheets
Vlookup

1. Lookup_Value

Shop Stock Level
BOOK NAME (Lookup Value) | Authdr(tookup) | o8 | e =5
9 Divergent =Wl (A4
% The Fall of Arthur | YLOQKUP value, table_array, col_index_ |
= i i i
2 \
S 2. Table_Array 1) Select the lookup value. The lookup
) SUM - (* X « f| =VLOOKUP(A4, Task 1 - LOOKUP Table'lA2:C33 value will appear also in the lookup table
;I_.)r - et emarrey—=r— T (table_array).
; , BOOK NAME (Lookup Value) Author Shop f:
3 2icathingFre |swanneCollins |amazon 1B 2) Select the Iookup table (table array).
ﬂ_) 3 iThe Fall of Arthur J.R.R.Tolkien |Powell's Bookﬁ . . -
S 4 lHarry Potter And The Goblet OF Fire ). K. Rowling__|virgin ! This may be in the same sheet, next tab or
&’ 5 jinsurgent Veronica Roth _|Powells Books | another excel file. Select the lookup value
& {The Hunger Games Suzanne Collins |Amazon !
7 iThe Heroes of Olympus RickRiordan _ |Powell's Books ! and then the output value.
g EHarTPotter and the Sorcerer's Stone 1. K. Rowling BGGKT Million i
Make sure you absolute cell reference the

Lookup_Value

WWW.YAHMAD.CO.UK

Output value

table_arrray.

table.

Tip: If the table array is on an external sheet then
it will automatically Absolute Cell Reference the
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Spreadsheets
Vlookup
3. col_Index_num )
3) Select the column in the
SUM v (* X « f| =VLOOKUP(A4,'Task1- LOOKUP Table' Isnsz 5C$3 table for the output value.
(:?_ A B c
% , BOOK NAME (Lookup Value) Author shop ok . In this example the shop is
~+ . .
2 | Catching Fire Suzan VLOOKUPflockup_value, table_arrdy, col_index_m in the thlrd COIumn Of the
N The Fall of Arthur J.R.R. Tolkien | |Powell's Books ‘4 s SEIECtEd table SO therEfOre
9 i | Harry Potter And The Goblet Of Fire J. K. Rowling Virgin 0 4 you WOUId Write 3
(w) Insurgent * Veronica Roth | |Powell's Bj‘cuks 15 : ’
9_" FreHomer-Garres | Suzanns Callin 0 s
; Lookup Value Column -3 4) You need to select false
= which is an exact match.
g 4. Range_Lookup This means the Viookup will
7} . only find an exact match for

% | =VLOOKUP(A4, Task 1 - LOOKUP Table'lA2:C33,3,

the output value.

1e)

Remember to close the
brackets.

=VLOOKUP(A4,'Task 1 - LOOKUP Table'lA2:C33,3 FALSE
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Spreadsheets

Look up a Output Value from a Table Arrray

Tip: When you are looking at the table array you must start from the cell you are looking up.

In this Example:

Lookup Value — Player Name (C5)
Lookup Output — Goals Scored (E5)

The output value will always be right of the lookup value.

Lookup Value

Player Name Club Goals Scored
David de Gea Man Utd
Sergio Busquets Barcelona
Manuel Neuer Bayern Munich
David Silva Man City
Zlatan Ibrahimovic PSG
Xabi Alonso Real Madrid
Yaya Toure Man City
Mesut Ozil Arsenal
Gerard Pique Barcelona
Radamel Falcao Monaco

Franck Ribery

Bayern Munich

Sergio Ramos

Real Madrid

Club Gowls Sscored | Assits 1
Men Ut 0 »
Narowlona 1 10{L8 Lyge
Henl Magdne A5 1148 Ugw
Barrwio ra 1 )
Bartelora 12 IjLe L
“f =24 Lookup Output
Monacn n 4 e
___Manuta " 12|Fremier
Juventua - _l_UJMIl
Man City L 12|Fyemier League
PSG n dlgue &
Man City 15 L5 Pramier League
Real Madne _0‘ . Ojsacge
Barcelona 12 s
Barcalona 7 AlLa Uga
i AlCoso Roal Madng 5 6L Liga
hiage S Pie i Oflague &
sul 02 | Arsenal 6 L7[Evuming Luagus |
it Salva Man City ] 14|Syaming Loaguw |
antier fayorn Mursch h L
Glantuigy Buldan Juventua 0 0 veein 0
I = -
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Approximate Lookup

Lookup
Value
(@)
>
)
o
=+
o
q
N
Q
O
]
=+
Y]
>
>
Q
< Table
(7]
7y Array

Code
-MDDSSS

Lookup
Value

=

DVD Name Genre
Rush Hour Action
D00888 | The Hobbit Adventure
C00555 |Pride & Prejudice ||Drama
C00555 |Titanic Drama
AD0555 [THOR Action
AD0555 [lron Man Action
C00555 |Life Of Pi Drama
AD0555 |The host Action
B0O0222 (Sinister Horror
B0O0222 [The Ring Horror
DO0BBS |The hunger games |Adventure
BO0222 (The Conjuring Horror
A Action
B Horrar
C Drama
D Adventure

Table
Array

When the lookup value does not have an exact match in the table
array then you have to use an approximate match. With the
grades example if the percentage (%) is 90 or more than the grade
will be A*.

Pupil Name |Percentage |Grade
Mohammed | ﬁLﬂ.*
Abdulla 67||C
Yousef 54(D
John 70|B
Khalid 55D
Rashid B6|A
Hammad 82||A
Ahmed 25|
Hatem 55D
Majed 3B(F
Hassan 99|(A*
Ronaldo B81|A
20 u
30 F
» 40 E
a0 D
60 C
J0 B
80 A
90 AF
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HLOOKUP works horizontally. You will Ma | AD | DS | sA | ¢ |
be required to select the row rather
than a column for a VLOOKUP.

_Manager| Admin | Deputy | Sales | Eleanerﬂ

S [ Ma | AD DS sA al 1) Select the lookup value.
3 =HLOOKUP(P4)
FD'. | HLOOKUP (leokup wvalue, table_array, row_index_num, [range_lookup]) |
q
N r r
o IF - % « Jfx | =HLOOKUP(P4,'Job Codes'!5B$2:5F53
°° A B C D | HLOOKUP{lockup_value, table array, row_index_num, [range_lockup]) | 2) SEIeCt the Table Array
8 ) and absolute cell reference
= 2 1 | MA cL Ad DS SA if required.
> 3 2 | Manager Cleaner Admin  Deputy Sales
>
o IF - X « fc| =HLOOKUP(P4,'Job Codes'l$B$2:$F$3,2| .
ﬁ A B C D | HLOOKUP({lookup_value, table_array, row index num, [range_lookup]) | 3) SeIeCt the ROW to flnd
7} 1 the output data. In this case

2 1 ma O Ad DS S the data is in Row 2.

3 2 | Manager Cleaner Admin  Deputy Sales ‘

a

IF - * " J | =HLOOKUP{P4,'Job Codes'|5B52:5F53,2, FALSE) 4) You need to Select
A B C D | HLOOKUP{lockup_value, table_array, row_index_nurn, [range lookup .
N Approximate or exact
MA cL Ad DS SA match.
3 Manager Cleaner Admin  Deputy Sales
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LOOKUP
SUM ~(* X « £ | -LODKUP(E6,3CS6:5C515,5B56:5B515)
A B c D E | F G H

Lookup

S
Q) Taskl: Using the Lookup Function find the Sales Person Name and Branch for each Order ID.
©
=+
2 Branch | Sales Person Name | OrderlID Order ID | Sales Person Name | Branch
N |Leeds Lionel Messi 4541 4541 =LOOKUP{EG,5C56:5C515,5B56:5B515)
o Manchester |Cristiano Ronaldo 4542 4544 +-J 7| LOOKUP(lookup_value, lockup_vector, [result_vector])
6 Leeds Andres Iniesta 4543 4549 I E LDGKUP(IDD"‘UP—WI'I"E* array)
Q) London Zlatan Ibrahimovic 4544 4542 I Cristiano Ronaldo |Manchester |
5" I Leeds Radamel Falcao 4545 _

. Manchester |Robin van Persie 4546
g . Liverpool  |Andrea Pirlo 4547
Q) Liverpool |Yaya Toure & & 4548
<_ -|Manchester |Edinson Cavani I I 4549
!’, Liverpool  |Sergio Aguero I I 4550
é |

L

3. [Result_Vector]

S
_ WWWYAHMAD.COUK |

2. Lookup_Vector

WWW.YAHMAD.CO.UK

Looks up a value either from a one-row or
one-column range or from an array.

Provided for backward Compatibility
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Spreadsheets
LOOKUP
SUM - * « Jx | =LOOKUP(EG,5A512:5D512,5B56:5B53)
A B c D E | F G H
] Lookup
2

Task2: Using the Bar Code Look up the Item Name and Supplier Code for each Item.

3

4 3. [Result_Vector]
5 SuppliercﬂdEL Ite >
Milk

(@)

=

Q)

©

(=g

(")

q

8 Bar Code | Item Name | Supplier Code
-t 6 |L34GG 4542 -LOOKUP(E6,$A5$12:5D$12,3B56:B59)
8 7 MAASS Eggs 4543 B LOOKUFP{lockup_value, lookup_vector, [result_vector])
3 2 LE?234 Bread 4541 I LOOKUP(lockup_value, array)

> 9 L676GF .Butter 4 4544 I Butter L676GF

3 10 .

= U Bar Code 1. Lookup Value

(28 12 | 4341 4542 A 4343 4544

n 13 |

The Lookup_Vector and the Result Vector
needs to be the same length (hnumber of
cells).

WWW.YAHMAD.CO.UK
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Using Extract with LOOKUP Functions

In this example the first character of the Barcode needs
Barcode Brand

to be used a single lookup value in the Table array shown
Lookup » Iism:uza below the table. The match will be an exact Match.
o] Value "BC00765 - . —
O EF0123 4 |AB00123|=VLOOKUP(LEFT(A41),  |Pathfi
j=1 CD00769 5 BC00765 | | LEFTitext, Inum chars]) |
= EF00183
N AB00324 Cell Reference for lookup Number of Characters looking up from left
Q EF00725 i , L . .
8 AB00226 4 |AB00123 :"JLGGKUP{LEFTQAALI],5&51?:53521,2,FALI5EH BI00
= DEQO1ZT 5 BCOO765 | | YLOOKUP{lookup_value, table_array, col_index_num, [range_lookup]) |u'li
o | AB00153
%’ CD00123 Extract Functions:
,% EF00130 Left: Returns the specified number of characters from the start
g. Table - n Samsung of a text string.
Array B Nokia Right: Returns the specified number of characters from the end
C Apple of a text string.
D LG Mid: Returns the character from the middle of a text string,
E sony given a starting position and length.

In cell C20 use a formula to look up the type of cycle. Use the first character of the
Item Code as the single lookup value and the named range Type for the array.

WWW.YAHMAD.CO.UK
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Lookup Exam Examples

In cell D22 use a lookup function to show the Job Description. Use the Code column for
the lookup value and the Job codes table for the array. This function must include both
absolute and relative referencing and must not use a named range.

Replicate this function so that the job description is shown for each of the other
employees.

In cell G22 use a formula to calculate the pay for this employee. This will look up the
rate of pay from the named range RATE and multiply it by the number of hours worked.
Choose an appropriate format for this cell. This function must not include absolute cell
referencing.

Replicate this formula so that the amount of pay is shown for each of the other
employees.

In cell D22 use a lookup function to show the job description. Use the Job code column
for the lookup value and the range code for the array.

Replicate this function for each employee.
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Lookup Exam Examples

In the Destination column use a lookup function to show the destination name.
Use the Code column for the lookup value and the file JXDEST.CSV for the array.
This function must include both absolute and relative referencing and must not
use a named range.

Replicate this function so that the destination name is shown for each of the
codes.

In the Name column use a lookup function to show the staff name. Use the SCode
column for the lookup value and the external file NBCODE.CSV for the array.
Make sure that you use both absolute and relative referencing within your
function.

sisAjeuy ejeq :0z 191dey)

Replicate this function so that the names for each of the 7 members of staff are
shown.

WWW.YAHMAD.CO.UK
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Test the Data Model (Test Table)
- = © L5 | Use anested if statement to work out the Bonus Type
1 Task 3:(Tr (A B .C) & Final Bonus
2
Bonus Type Bonus per
Q. 3 Gosl Add Basic Bonus to (Goals* Bonus Type):
o 4 Bonus A £ 1,000.00
'g.. 2 e * If goals scored is less than is less than 16 than goal
= 7 bonus is type A.
N 8 BasicBonus: |£ 15,000.00
o 9
O ,  Name Goals | BPTPS | final Bonus * More than or equal to 16 and |ess than 30 than goal
gl- 11 |Ronaldo 35 Bonus C £190,000.00 bonUS is type E
12 Messi 17 Bonus B £ 40,500.00
g 13 Rooney 29 Bonus B £ 58,500.00
) 14 |Silva 5  |BonusA | £ 20,000.00 * More than or equal to 30 than goal bonus is type C.
<_ 15 Xavi 12 Bonus A £ 27,000.00
2. a
Cell Data chosen Test Data Type  Cell reference Expected Actual
reference
1 Extreme Cl11 Bonus A Bonus A
25 Normal Ci12 Bonus B Bonus B

WWW.YAHMAD.CO.UK
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Test the Data Model (2015 Nov Example)

11 In cell G4 enter a formula to calculate the pay for this employee using their pay rate and
hours worked.

Select appropnate data that you can enter into cell F4 to test this formula. Enter this data in
the Data chosen column of the test table in your Evidence Document.

(@)
93,- Record in the Expected column of your test table the value you expect to see in cell G4.
© . .
4 Enter your test data into cell F4 and record the result in the Actual column of your test table.
q
N
=
o 1 TWCT - Week 14 Payroll
~+
Q) 2 Employees
p~ 3 Payroll Mumber Employee Paycode Payrate Contract hours Hours worked Pay Overtime?
3 4 |Too42 Hernandez B2 9 35 25! 225
< 5 T0046 Castro F1 7.5 35 e 0
2. N
7
Pay rate Contract hours Hours worked Pay
3s] 25| =pa*r4|
75 a5 n
Input Output
Cell reference Data chosen Cell reference Expected Actual
F4 25 | G4 225 225

Tip: You should always expect to see the actual

outcome before you complete the formula.
WWW.YAHMAD.CO.UK
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Test the Data Model

12 In cell H4 enter a formula to display the word Yes if the hours worked are greater than the
contract hours, display the word No if the hours worked are the same as the contract hours
or display the word Incomplete if the hours worked are less than the contract hours.

Contract hours Hours worked Pay

3[ SSI

Overtime?
251 225'=IF{F4:=-E4,"‘1"es",IF|[E4=F4,"N0","Incamplete"}}|

Select three items of appropriate data that you can enter into cell F4 to test this formula.
Enter this data in the Data chosen column of the test table in your Evidence Document.

Record in the Expected column of your test table the output you expect to see in cell H4.

Enter each item of test data into cell F4 and record each result in the Actual column of your
test table for each item of test data.

Contract hours Hours worked Pay Overtime? Input Output
35 324 Yes S Cell Data Cell Expected Actual
re chosen reference
F4 36 H4 Yes Yes
Contract hours Hours worked Pay Cvertime? [ 35 H4 No MNo
35 I 35 I 315 No F4 | 34 H4 Incomplete | Incomplete
Contract hours Hours worked Pay Overtime?

35 I 34 I

306 Incomplete
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Conditional Formatting

ew Acrobat

Highlights (Colour scales) cells based on criteria.

S Wrap Text General
£ EdMerge&Center v 3~ o 5 | %0 ;% [Conditional

1) Highlight the cell range in which you wish to apply Conditional Formatting. |

-—" Greater Than...
. nQ q e

= 2) Click On Home >> Conditional Formatting. ] =
% 3) Click on Highlight Cell Rules 1 L) LessThan.. [y Top/Bottom Rules >
3 4) Select the Criteria type (Less Than, Between, Equal To, Contains etc) 1= petween.. B ostovas ,
= 5) Enter the criteria. =1 e
N g == & Equal To... == Color Scales »
(=) k -
oo — ext that Contains... ;é Icon Sets >
U Home Insert Page Layout Formulas Data Review View Acrobat a_J "LJ
= Ut =) E - REE=" Date Occurrin Ej  NewRule..
E’l' I.;Copy ] Calibri 11 v A A= f\g! '?/-v ' S Wrap Text Number - i?éﬁ 'E —i ADW e _?t Clear Rules N
> P —— o Rl Bl S E|=|= | £ E FEMerge&Center~ | @@ o 9 | %8 08 F?r?niitttii‘::;a 3 =i puplicate Values... £ Malnage_F_{ules.{ -
: board . Font x Alignment " Number
n—, 0 J 0 ) 5 1)
< M »y‘n ! . . 1) . " Mn
w A " u v W x v 2 AR Al AC AD Al Al AG " »s LB 4 o8 c s |
7 = 7 T 5 O T

I s‘l‘nckln.VShut L Yoot Thet Comtons y x 2

-~ | Frwrnvat cwle that rostam e bewt
i E ; y i - pt a '. A 0| Pl enn PR s Dah Gepen Tent
Class A| § s |8l g E |8 bl SE I Y,
3| : 3i| ! i
; }
’ 1 / e / 0 0.0 J o ‘ 0.0 \ 0 0.0 U . na ¥ criteria COlOUI’
‘ _’_M xulla / 't 2.0 [ % | w.o A 5 (T} A " 53.3
3 [Mohammed L 1" a1 [ 1 53,0 [ " 6.7 ( ' 530 0
o 4 [|Amed A 0 oo || W o_; 0o || o | ool u 0 | oo Jl b A*C - Green
] { n 0.3 A w | aa ]l e K 1.3 A M| A* D-
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Spreadsheets

Validation

* Data Validation prevents invalid data from being entered into a cell.
* For example, you could reject invalid dates or numbers greater than a given value.
* You can also force input to be chosen from a dropdown list of values you specify.

(@)
g A " ') Data Review View Acrobat —— - — .
t — « Uata validation T X
: ' B C ct { = =
g .i. =._IJ onnections Al ‘} i 1? ‘ '?;,::7 E‘E _,g ‘ ] settngs !ro.nm:mx
- Z| sort Filter ( e Textto Remove Data | [ EShowieraralect aher o deth i kered
N Class A .7 Advanced | Columns Duplicates balidat ] When Uses exters rmisid dota, thow ds error dert
(=) inections Sort & Filter | ;éJ Data Validation.., ] 1::- Lithe;
o T T TSR Cirde Invahd Data , Il - m————
Q) a Abdull r‘l 1 . R ) h Circles J fou oy npen /, Lor Al
o+ D Iwearmes B 1: Click on Data >> Data Validation Q
A | L ] .Al llllll ] A
g ° A L i .
Q 0 Kay 0 Hen X m Wizl Ened =
= [ . ) :
1L Lutw | ettings Input Message  Error Alert v Pemt rwn ey b b | or B
e A Tabront ¢ = < i 9 .
w _II8 id =t itari | 8 = rase Ui
Allow: ]
Li ¥ S =i b st « | |4 1gnore blank L g_
Ist Source R [ 1n-cell dropdown b g 3. You may enter an
— . 18 [ | error message
o mr Source: r
This example we have to refer BN veemwyer = IWAE
to a list to lookup specific i 1
. 14
values Wh |Ch can be ente red 1 Apply these changes to all other cells with the same settings L

into the cell (/,L or A)
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Clear Al

Conc

2: Select the list and then the source
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Spreadsheets

Validation
o “ SN b s Data Review View Acrobat
1 1] Connections — K Clea == =
T re VE Y oo 22 B
3 E [ ﬁl Sort Filter B iieanced Textto Remove
% b A Columns Duplicates {alid
n ClaSS A § g inections Sort & Filter /
3 tly | =
Q) : E = 18 1rcle Invand Data
-gl' 3 1 James / = Vv W X Y Z ‘:k Clear Validation Circles ;
(]
e o] 2 |asdula r [ 3. You may enter an
8 B armed Lo B 1: Click on Data >> Data Validation error message.
) & | B Ahmad A °
(W) 2| s |sov P .
m - ‘ ) . -
E"' Data Validation - -
£ H
. Input Message | Error Alert @ o b= 2
g Thls example We have to 'l.l'EI“EIEItiD-I:I critepria : E %ﬂ -;-; ;:' %D -i-;
% only allow marks to be o T | 2| ° | £ |5 |°
Whole number ~ [ 1] Ignore blank £
¥, | entered from 0 to 27 for — = = A >
m =
the Word Processing Exam. betueen z 28
. Minimuim: 9 You can only enter a mark from 0 to 27.
If a mark outside of the 0 = 17 . |
9 Maximum: | |
range is entered than an 2 = 13 == o
error message Wi" be [T APply these changes o all omer cells with e same sethings 0 0.0 ‘ u ‘ 0 | 0.0 ‘ u
shown. Clear Al Cancel 2 8L5 ‘ A ‘ 13 | 43.3 ‘ E

2: Select the Whole Number and then enter the
Min and Max numbers in the range.
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Spreadsheets
Rounding

Round to 1DP Round Up Round Down INT
65.69 =ROUND(C3,1) =ROUNDUP(C3,0) =ROUNDDOWN(C3,0) =INT(C3)
75.75 =ROUND(C4,1) =ROUNDUP(C4,0) =ROUNDDOWN(C4,0) =INT(C4)
64.23 =ROUND(C5,1) =ROUNDUP(C5,0) =ROUNDDOWN(C5,0) =INT(C5)
87.87 =ROUND(C6,1) =ROUNDUP(C6,0) =ROUNDDOWN(C6,0) =INT(C6)

34.23

=ROUND(C7,1)

=ROUNDUP(C7,0)

=ROUNDDOWN(C7,0)

=INT(C7)

@)
>
o
'2_
= Total =ROUND(SUM(D3:D7),0) =ROUNDUP(SUM(E3:E7),00) =ROUNDDOWN(SUM(F3:F7),0) =INT(SUM(G3:G7))
g S o S o S = S o
8 Round to 1DP Round Up Round Down INT
o £65.69 £65.70 £66.00 £65.00 £65.00
p~ £75.75 £75.80 £76.00 £75.00 £75.00
;?_: £64.23 £64.20 £65.00 £64.00 £64.00
'5, £87.87 £87.90 £88.00 £87.00 £87.00
= £34.23 £34.20 £35.00 £34.00 £34.00
Total £328.00 £330.00 £325.00 £325.00
=ROUND Rounds a number to a specified number of digits.
=ROUNDDOWN | Rounds a number down, towards zero
=ROUNDUP Rounds a number up, away from zero
=INT Rounds the number down to the nearest integer
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Spreadsheets

Filtering

Tip: Filtering is used to interrogate the data very similar to how a query works in Access.
Highlight the cells you want to filter and then select the filter icon from the tool bar.

O A% e A TeE e B o I el il Data
m A J Format Paintes nJ70u (34] » A EEE E®E e [ LA ur !;;vl..:.‘” d ‘-.v'v‘.n" n,.’.‘ tert Dedete Formal 2 Cieas "u‘."’:';‘: ’,:v:,.-. Can be
-gl- a6 - % Country | b fesss sorted
- n B n f ’ i " | I X | L N (5] P
N l‘ nl"“'l":' SO Narm Lo tr \metres Y r i
9 1 Men Andreas Thorkildsen  NO# ; 90.57 2008 ﬂr|‘.|n:
U 4 Women Osleidys Menende:  CUB 1.5 2004 Athems
m !\I[('\um!r( Athlets Code Gendear Throw Thiow Throw Throw Throw Throw Best Total _Number Average necovﬂ
E’r 4 1 2 | 1 5 throw  thrown of throws breaking
>
Thr Thre The e ¥ Numt * | Avers
3 Hos ' ] thrown of throwy |
— ) I 1 44592 0 ] . .. .
S oty sass 6 78 Tip: You can also do additional filters:
-— 292.1% 0 48,7
» o
450 A A N
} —— — [ e Equals ---- =
Tlp' ~ g e st Greater Than --- >
You can tick the v o0 Greater Than Or Equal To --- >=
7 0834 Than O Eg\

data you would és s Less Than ---- <

. 65,7 » 10

like to show. - o it - Between ---- Data And Data

o A1
o Canent 1
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Spreadsheets

Filtering

Interrogate the data to find all the calls where the Length is Long and where the
SCode is VCR or RSP

Print this data.

Make sure that your name, Centre number and candidate number are printed in
the header of the page.

Interrogate the data to find all the calls where the Length is Long
Print this data.

Make sure that your name, Centre number and candidate number are printed in
the header of the page.

Interrogate the data, to find all the Red items with a Unit Purchase price between 0.51
and 0.58 Euros.

Interrogate the data to find all the items where the Dcode is CUB or USA and the
discountis Y.

sisAjeuy ejeq :0z 191dey)
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Spreadsheets

Show Formulas

(1 ¥ = = T ATHLETES ™ Microsoft Excel W —

Home Insert Page Layout Formulas Data Review View Acrobat
ft 2 @ @ @ _ﬂ @ ﬁ m'/l g 25 Define Name ~ %35 Trace Precedents | 5] Show Formulas

- \ ’ b - S Use in Formula =:§Trace Dependents ‘\’l> Error Checking ~

n Insert AutoSum Recently Financial Logical Text Date & Lookup & Math Mare Name : >

=5 Function - Used ~ . - v Time v Reference ~ & Trig * Functions ~ | Manager B Create from Selection <{« Remove Arrows v (£) Evaluate Formula

Q) Function Library Definad Names Formula Auditing

©

-+

(1]

- Total Mumber Average Record

N thrown of throws breaking

9 =SUMIF(E8:8,"<>NT",E8:]8) =COUMTIF(E8:I8,"<=NT") =ROUND(L8/M8,1) =IF(D8="Male",IF{K8>5DS3,"yes", "no"),IF(K8>5D54, "Yes","na"))

) =SUMIF(E9:)9,"<>NT",E9:19) =COUNTIF(ES:]9,"<>NT") =ROUND{L9/M3,1) =IF{D9="Male" IF{K3=5D53,"yes", "no") IF(K9=5D34,"Yes","no"})

9_).. =SUMIF(EL0:J10,"<>NT", E10:J10) =COUNTIF(EL0:J10,"<>NT") =ROUND(L10/M10,1) =IF(D10="Male"IF(K10>5D53,"yes" "no") IF(K10-5D34,"Yes","na"})

[«}] =SUMIF{E11:J11,"<>NT",E11:111) =COUNTIF(E11:J11,"<>NT") =ROUND{L11/M11,1) =IF(D11="Male" IF(K11>5D53,"yes", "na") IF(K11>5D54,"Yes","no"))

> =SUMIF{E12:J12,"<>NT",E12:112) =COUNTIF{E12:J12,"<>NT") =ROUND({L12/M12,1) =IF(D12="Male" IF(K12>5D53,"yes","na") IF[K12=5D54,"Yes","no"))

Q

< ine i

@ Tip: Make you can see the full formula — you may have to adjust the column

(%}

widths before you print.

To show formulas click on the formula tab and click on show formulas.
To Return to normal view you have to click the Show Formulas Icon.

You will definitely be asked to print your formulas.
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Spreadsheets

Printing & Saving

Tip: Make sure you select the
appropriate print settings.

WS S — T ) ot (711 (et e T — L e
_ ' . " - o -
Ek 953 Tt &
n - ¥ A FRR 2R Gew — -~ - -
nn [ - » an - L e
= 5 -
5 P o e P R P P R B e B o Y
m e T an - n» "o e na " R » ” oy
o] S Pl S SRS LR LA R
H - Ten LA ne "nm N an me um aau » = o
o T A s S T
- w eeh Miws aniies wwiwiecows 4wl M
.- Rl an ne =i na - . o amer . L.t ) -
N e Tenh o» =“=n "e »nn " L1 w» ﬂll’l . o vy
° e s mn ) =i 21 - e L. -1l ™a -
e
] Tip: , — .
& ” mosenn ., SR & |
> If you are asked to s Toemsmroom | o
i argins ooter ee
3 show row or Orientation
. B () Portrait b @ Landscape
= | column headings
wn q
= then select this
option
P ‘ Print
[] Gridlines Comments:
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1) Click on Custom
scaling options >>

Sheet 1

G gc:wn,:endnver EE IE E-I-‘EE
Custom Scaling Options... S |- = "SI S5

[T Bladk and white
Cell errors a

Settings

] Print Selection
Only print the current selection

Print Active Sheets
Only print the active sheets

Print Entire Workbook
_Q_ww'fhmb

= Print Selection
Only print the current selection

Tip: Make sure all the columns
fit to one page if requested.

| [¥iRow and column headings!

Page order

_L] Mo Scaling

'1U—U Print sheets at their actual size

& Fit Sheet on One Page
%M Shrink the printout so that it fits on one page
<[ Fit All Columns on One Page

.1 Shrink the printout so that it is one page wide
el -

%_ Shrink the printout so that it is one page high

Custom Scaling Options...

%/ "j= Fit All Columns on One Page
A Shrink the printout so that it is one page wide

-

Dana Safun




