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


Unit 1: Changing the Seating Plan 
I. Prerequisite Knowledge of Pupils
1. Basic computer and mouse skills; 
2. How to open and save a file; 
3. How to enter data using a keyboard.
II. Learning Objectives 
1. To open a spreadsheet;
2. To learn about the layout of a spreadsheet;
3. To learn to enter data;
4. To make changes to data in the cells; 
5. To copy, cut and paste data to and from cells. 
III. Notes For Teachers
1. Teachers may make changes to the content of the worksheet and spreadsheet to match pupils’ levels and capabilities.

2. A spreadsheet can contain many cells; but pupils can only see a handful of cells at once due to the limited screen size. As a start, pupils only need to work on one sheet of data. (See Appendix: Introduction to Spreadsheet) 
3. “Cell” is translated as “儲存格” and “address” as “位址” or “參照位址” in the Chinese Excel version.  
4. As beginners, pupils need not learn to use absolute addresses such as $B$6 and $K$12 in formulas. 
5. The term “cell” is used herein. Cell B2, for example, means the cell in column B, row 2. 
6. As data is copied and pasted, a flashing border appears around the copied cell. Turn off the flashing border simply by pressing the “Esc” key.
7. Pupils who have not yet learnt to type in Chinese may use the file “Changing the Seating Plan (Eng).xls”, which contains the English names. 
IV. Suggested Learning Procedures:
1. To familiarise pupils with the concepts of a cell and an address on a worksheet, the teacher may introduce the learning topic through an activity. Pretend that each seat in the classroom is a cell, identified by an address (consists of a column letter and a row number), and ask pupils to find their own seat and their classmates’.

2. Have pupils find the answers to Questions 1 and 2 from the seating plan on the worksheet.
3. Guide pupils to open the file “Blank Spreadsheet.xls” and introduce the concepts of workbooks, worksheets, column headings, row headings and addresses.   
4. The teacher may use the cursor to select different cells and have pupils identify their addresses (e.g. B2, C6, H10, K5, M20). 
5. The teacher asks pupils to select several cells using the cursor, noting that the address will appear in the “name box”, and that the cell’s column and row headings are highlighted at the same time.
6. Have pupils give examples of the uses of tables in daily life, such as calendars, timetables and score sheets. 
7. Open the file “Changing the Seating Plan.xls”. 
	
	A
	B
	C
	D
	E
	F

	1
	David
	Carol
	Ann
	#Peter
	Alan
	June

	2
	Ben
	*Mary
	Nancy
	Jimmy
	Leo
	Jack

	3
	Ada 
	Mark
	Martin
	Helen
	Rose
	Teresa

	4
	Tom
	Bill
	Dick
	Albert
	Janet
	Charles

	5
	James
	Connie
	Betty
	Candy
	John
	Susan

	6
	Sam
	Amy
	Thomas 
	Lily
	George
	Judy


8. Select cell B3 with the cursor and enter a pupil’s name, then press the “enter” key to complete the change. Change the other names in the same way. 
9. The teacher may demonstrate how to copy or cut data from one cell to another. For example, select cell D4 and copy and paste it into cell F5. 
10. Question 4 only involves moving the * and # to another location. Instead of re-typing all the data, pupils can simply make the changes in the “formula bar”. The teacher should ask pupils to select the cell to be edited, move the cursor to the “formula bar”, delete the old data, and then press the “enter” key to complete the change.   
11. Pupils may save the completed worksheet file. 
V. Extended Learning:
Let pupils create spreadsheets for score sheets, calendars, timetables, etc. 
Suggested Answers (1)
1. John
2. C2
	
	A
	B
	C
	D
	E
	F

	1
	David
	Carol
	Ann
	#Peter
	Alan
	June

	2
	Ben
	*Mary
	Nancy
	Jimmy
	Leo
	Jack

	3
	Ada 
	Susan
	Martin
	Helen
	Rose
	Teresa

	4
	Tom
	Bill
	Dick
	Mark
	Janet
	Charles

	5
	James
	Connie
	Betty
	Candy
	John
	Albert

	6
	Sam
	Amy
	Thomas 
	Lily
	George
	Judy


4. C2

	1. 
	A
	B
	C
	D
	E
	F

	1
	David
	Carol
	Ann
	Peter
	Alan
	June

	2
	Ben
	Mary
	Nancy
	Jimmy
	Leo
	Jack

	3
	Ada 
	Susan
	Martin
	Helen
	Rose
	Teresa

	4
	Tom
	Bill
	Dick
	Mark
	Janet
	Charles

	5
	James
	Connie
	Betty
	Candy
	John
	Albert

	6
	Sam
	Amy
	#Thomas 
	*Lily
	George
	Judy


Suggested Answers (II)
1. John

2. C2

	1. 
	A
	B
	C
	D
	E
	F

	1
	David
	Carol
	Ann
	#Peter
	Alan
	June

	2
	Ben
	*Mary
	Nancy
	Jimmy
	Leo
	Jack

	3
	Ada 
	Susan
	Martin
	Helen
	Rose
	Teresa

	4
	Tom
	Bill
	Dick
	Mark
	Janet
	Charles

	5
	James
	Connie
	Betty
	Candy
	John
	Albert

	6
	Sam
	Amy
	Thomas 
	Lily
	George
	Judy


3. C2

	2. 
	A
	B
	C
	D
	E
	F

	1
	David
	Carol
	Ann
	Peter
	Alan
	June

	2
	Ben
	Mary
	Nancy
	Jimmy
	Leo
	Jack

	3
	Ada 
	Susan
	Martin
	Helen
	Rose
	Teresa

	4
	Tom
	Bill
	Dick
	Mark
	Janet
	Charles

	5
	James
	Connie
	Betty
	Candy
	John
	Albert

	6
	Sam
	Amy
	#Thomas 
	*Lily
	George
	Judy
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