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

Introduction
This module is designed around the IT Learning Targets for Key Stage 2 (P.4 – 6). The module content is largely tailored for mathematics learning. This module consists of 10 topics using examples from daily life. It is hoped that through different learning activities pupils will learn how to manage data and create tables and charts using spreadsheets.     
The content of this module is created in Microsoft Excel, which is supplied to schools by the Education Bureau. Spreadsheets perform many basic functions; but as a beginners’ course, this module will focus on two primary functions: creating worksheets and charts. Depending on pupils’ abilities and interests, teachers may consider using the recommended learning activities herein (or create their own activities), where students will apply the basic techniques they learn to real-life examples, thus fulfilling the learning objectives of this module.
Learning Objectives
The learning objectives of this module are split into core and enrichment objectives. Students should have a thorough understanding of the core topics before moving on to the enrichment topics. 
(Core objectives)
· To learn about the uses of spreadsheets in daily life;

· To present numerical data in tables;
· To do simple calculations such as sum and average;

· To perform calculations using simple formulas;
· To present numerical data using bar charts, line charts and pie charts.
(Enrichment objectives) 
· To change the appearance of a worksheet;
· To present numerical data in different formats; 
· To make statistical tables and charts more readable by adding legends and headings;
· To use the sort function.
Lesson Planning
Each topic comprises a worksheet that comes with “Suggested Answers” and other sections such as “References for Teachers”, “Prerequisite Knowledge of Pupils”, “Key Learning Objectives”, “Notes for Teachers”, “Suggested Learning Procedures” and “Extended Learning”. These can give teachers a better idea of the entire teaching process. Among the ten topics, pupils are encouraged to start with “Changing the Seating Plan”, which introduces starters to spreadsheets.    
Recommendations for Usage
· The activities in this module are suggested for reference only. Teachers can create their own activities to meet the learning objectives of this module. 
· The steps given in this module are based on MS Excel 2010 and are meant for reference only. Functions may differ depending on versions; please refer to the respective manuals. 
Module Structure
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	Making a Fare Table
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	Reading is Fun
	Changes in Weather
	Finding the Area of Rectangles  
	Christmas Party 
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	Bulletin Board Design Contest
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Overview 
	Target Grade
	Learning Topic
	 Key Learning Objective(s)
	Prerequisite Knowledge of Pupils

	P.4
	Changing the Seating Plan
	Managing data using a spreadsheet; entering and editing data
	Knowledge of basic computer skills

	P.4
	Making a Fare Table
	Devising and entering formulas
	How to enter data into a spreadsheet

	P.4
	Ball Games for Everyone
	Making bar charts
	Knowledge of bar charts; How to enter data into a spreadsheet 

	P.5
	Going Shopping
	Using the fill handle to copy data and formulas
	How to enter data and formulas for calculations

	P.5
	Reading is Fun
	Using the SUM function; making “clustered
bar charts” and “stacked bar charts” 
	Knowledge of compound bar charts; how to make bar charts

	P.5
	Changes in Weather
	Using the SUM and AVERAGE functions; making bar charts and line charts 
	Knowledge of line charts; how to make charts

	P.6
	Finding the Area of Rectangles
	Using a formula to measure changes in the 
area of a rectangle 
	Knowledge of the formulas for the perimeter and area of a rectangle; How to use formulas for calculations  

	P.6
	Christmas Party 
	Performing calculations; making pie charts 
	How to perform calculations and create charts

	★
	Who’s the Champion?
	Performing calculations and using the sort function to manage a score sheet 
	How to perform calculations

	★
	Bulletin Board Design Contest
	Completing a design project: add headings and data labels to charts and make tables and charts look better
	How to perform calculations and create charts
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