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

Unit 8: Christmas Party 
I. Prerequisite Knowledge of Pupils: 
1. How to perform calculations; 
2. How to use the SUM function; 
3. How to make charts using a spreadsheet;
4. The concept of percentage;
5. The concept of pie charts. 
II. Learning Objectives: 
1. To strengthen pupils’ skills in using formulas for calculations through practice;   
2. To carry out calculations on a balance sheet;
3. To make pie charts;
4. To learn about the advantages of pie charts. 
III. Notes for Teachers: 
1. The teacher may make changes to the content of the worksheet to match pupils’ levels and capabilities. 
2. For detailed instructions on making charts, refer to the “Ball Games for Everyone” unit. 
3. “百份率” (percentage) in the Chinese version of Excel is known as “百分比”.  
4. In the third step of making a pie chart, click “Data Labels”, and then choose to show or hide percentages. 
5. Refer to “Poster Design Contest” unit for more about modifying charts in spreadsheets. 
IV. Suggested Learning Procedures
1. Show pupils pie charts from the Hong Kong Budget for the past year. Lead a discussion on how to balance income and expenses. 
(Websites for reference: http://www.budget.gov.hk, http://www.budget.gov.hk/2013/eng/highlights.html)
2. Guide pupils to open the file “Christmas Party.xls”. 
	1. 
	A
	B
	C

	1
	6B’s Christmas Party – Balance Sheet

	2
	Item
	Expenses($)
	Income($)

	3
	Food
	
	

	4
	Drinks
	
	

	5
	Decorations 
	
	

	6
	Prizes 
	
	

	7
	Others
	
	

	8
	Expenses covered by 

class teacher
	
	

	9
	Expenses paid 
by class
	
	

	10
	Total
	
	

	11
	Number of participants =     

	12
	Fee per pupil =


3. After typing in all the data, use the SUM function to find the total expenses. In cell B10, enter “=SUM(B3:B7)” to calculate the sum of expenses, and then press the “Enter” key to get the total of 1355.  
4. Lead pupils to discuss the features of a balance sheet. 
5. In cell C9, enter the formula “=B10 - C8” to calculate the fees to be paid by the class. In cell C10, enter the formula “=C8 + C9” to calculate the total income. 
6. In cell C12, enter the formula “= C9/C11” to calculate the fee for each pupil.
7. In cell C11, change the number of participants to 33, and then press the “Enter” key to get the result of 35, which means each pupil has to pay an extra $2. (Try different values in cell C11, e.g. 34.)    
	1. 
	A
	B
	C

	1
	6B’s Christmas Party – Balance Sheet

	2
	Item
	Expenses($)
	Income($)

	3
	Food
	450
	

	4
	Drinks
	175
	

	5
	Decorations 
	105
	

	6
	Prizes 
	530
	

	7
	Others
	95
	

	8
	Expenses covered by 

class teacher
	　
	200

	9
	Expenses paid by class
	　
	1155

	10
	Total
	1355
	1355

	11
	Number of participants =     
	35

	12
	Fee per pupil       =
	33


8. Use the cursor to highlight the expenses data in columns A and B (as indicated by the red rectangle above). Next, on the “Insert” tab, in the “Charts” group, click the desired chart type, and then choose the first pie in the “Pie” section.  
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9. If the percentages are not shown in the pie chart, hover the cursor over each pie piece to see the percentage of each type of expenses. Pupils can find the answer to Question 3 from the chart. 
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10. The teacher may ask pupils to find the percentage of each type of expenses. 
11. Lead pupils to discuss the features of pie charts as a method of data presentation. 
12. Discuss with pupils the advantages of making pie charts using a spreadsheet. 
13. Pupils may save the completed spreadsheet file. 
V. Extended Learning: 
The teacher may assign topics for pupils to make specific pie charts, such as the class’s income/expenses and daily work time allocation. 
Suggested Answers 
	2. 
	A
	B
	C

	1
	6B’s Christmas Party – Balance Sheet

	2
	Item
	Expenses($)
	Income($)

	3
	Food
	450
	

	4
	Drinks
	175
	

	5
	Decorations 
	105
	

	6
	Prizes 
	530
	

	7
	Others
	95
	

	8
	Expenses covered by class teacher
	　
	200

	9
	Expenses paid by class
	　
	1155

	10
	Total
	1355
	1355

	11
	Number of participants =     
	35

	12
	Fee per pupil =
	33


1. Each participant has to pay an extra $2. 
2. The prizes make up 39% of the overall expenses. 
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Series 1 Data point “Prizes”


Value: 530 (39%)   
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