Computer Awareness Programme (Module 6) － Calculation and Charting with Spreadsheet

Unit 5: Reading Is Fun 
I. Prerequisite knowledge of pupils:
1. How to enter data;
2. How to use a spreadsheet to make column charts;
3. The concept of compound column charts.  
II. Learning Objectives:
1. To use the SUM function;

2. To make “clustered column charts”; 
3. To make “stacked column charts”;
4. To read compound column charts and answer simple questions; 
5. To compare and evaluate the uses of the two types of column charts. 
III. Notes for Teachers:
1. Teachers may make changes to the content of the worksheet to match pupils’ levels and capabilities. 
2. Pupils should first learn to draw compound column charts on paper. 
3. For detailed instructions on making a column chart, refer to the “Ball Games for Everyone” unit. 
IV. Suggested Learning Procedures: 
1. Start off by reviewing the concept of compound column charts with pupils. 
2. Guide pupils to open the file “Reading Is Fun.xls”. 
	1. 
	A
	B
	C
	D
	E
	F
	G

	1
	Class
	Class A
	Class B
	Class C
	Class D
	Class E
	Total

	2
	Boys
	12
	13
	11
	14
	15
	

	3
	Girls
	15
	21
	14
	12
	13
	


3. Use the SUM function to calculate the total numbers of boys and girls. In cell G2, enter “=SUM(B2:F2)”, which calculates the sum of the values in cell B2 to F2. Then press the “Enter” key to get the answer (65). In cell G3, enter “=SUM(B3:F3)” to get the other answer (75). 
4. Use the cursor to highlight the data in columns A through F of the first three rows (as indicated by the red rectangle below).
	2. 
	A
	B
	C
	D
	E
	F
	G

	1
	Class
	Class A
	Class B
	Class C
	Class D
	Class E
	Total

	2
	Boys
	12
	13
	11
	14
	15
	65

	3
	Girls
	15
	21
	14
	12
	13
	75


5. On the “Insert” tab, in the “Charts” group, click the desired chart type. Select the first chart in the “Column” section. A “clustered column chart” will appear. 
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6. Repeat step 4 and select the second chart. A “stacked column chart” will appear. 
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7. Place the charts side-by-side for comparison and answer Question 2. 
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8. The teacher may demonstrate how to make a compound column chart that contains more data, for example, one that shows the number of pupils in each class and each grade. 
9. Guide students to compare and evaluate the two chart types and discuss their respective uses. 
10. Pupils may save the completed spreadsheet files. 
V. Extended Learning:
Divide pupils into groups to gather information and make compound column charts about, for example, the daily reading time in each grade or the number of participants in different sports.  
 Suggested Answers 
1. The total is 65 for boys and 75 for girls. 
(i) Stacked column chart
(ii) Clustered column chart 
(iii) Stacked column chart 
(iv) Clustered column chart
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