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


Unit 3: Ball Games for Everyone 
I. Prerequisite Knowledge of Pupils:
1. How to open a spreadsheet;
2. How to select a worksheet;
3. How to enter data;
4. The concept of bar charts.
II. Learning Objectives:  
1. To create bar charts using a spreadsheet;
2. To read bar charts and answer simple questions;
3. To move and resize a chart; 
4. To edit the data in a chart.
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 a bar chart on paper. 
3. Excel offers two types of bar charts: the vertical “column charts” and the horizontal “bar charts”. Pupils should start with the more common “column charts”. 
4. Chart formatting in spreadsheets is an enrichment task. As beginners, pupils are advised to leave the “chart title” and “axis titles” blank. 
5. Pupils may choose to also work on making “bar charts” and other diagrams.

IV. Recommended Learning Procedures: 
1. Start off by reviewing the concept of bar charts with pupils.
2. The teacher may survey the class on their favourite ball games and make a table based on the figures gathered. 
3. Guide pupils to open the file “Ball Games for Everyone.xls” and enter the number of persons into cells B2 to E2. 
	1. 
	A
	B
	C
	D
	E

	1
	Type of Game
	Football
	Basketball
	Badminton
	Table Tennis 

	2
	Number of people
	
	
	
	


4. Use the cursor to highlight the data in rows 1 and 2 in columns A through E (as indicated by the red rectangle below). 
	2. 
	A
	B
	C
	D
	E

	1
	Type of game
	Football
	Basketball
	Badminton
	Table Tennis

	2
	Number of people
	11
	4
	8
	12


5. On the “Insert” Tab, in the “Charts” group, click on the desired chart type to start creating a simple chart. 
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6. To move a chart, click the left mouse button on an empty area of the chart and a grey line will appear around it. Hold down the left mouse button on an empty area of the chart to drag it to any desired position.  
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7. To resize a chart, click on an empty area of the chart and a grey line will appear around it. Hover the cursor over one of the dots around the edges until the cursor becomes a two-headed arrow(. Then click and drag the left mouse button to resize the chart. 
8. Find the answer to Question 1from the chart.
9. When the number of people in the worksheet is changed, the chart automatically updates to reflect the edited data.
10. The teacher may let pupils try entering different values and observe the changes in the chart.
11. Guide pupils to discuss the advantages of making charts with spreadsheets. 
12. Pupils may save the completed worksheet file.
V. Extended Learning:
1. Have pupils make simple bar charts to show, for example, the most popular fruits.  

2. Divide pupils into groups to gather data and make charts about, for example, the number of classmates participating in different extracurricular activities. 
Suggested Answers 
1. (i)
Table tennis 
(ii)
Basketball 
(iii)
Football and table tennis 
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