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

Unit 10: Bulletin Board Design Contest
I. Prerequisite Knowledge of Pupils: 
1. How to use the calculation functions of spreadsheet; 
2. How to make charts in a spreadsheet; 
3. How to use column charts and other chart types. 
II. Learning Objectives: 
1. To strengthen pupils’ skills in using spreadsheet functions through practice (including formulas and charts); 
2. To customise tables;
3. To add “chart titles”, “primary horizontal axis titles”, and “primary vertical axis titles” to tables and charts;
4. To resize tables and charts. 
5. To customise charts. 
III. Notes for Teachers: 
1. Teachers may make changes to the content of the worksheet to match students’ levels and capabilities. 
2. There are many ways to customise tables and charts. The suggested answers are provided as examples; teachers should encourage pupils to become actively involved in their own work.  
3. Pupils may apply the computer skills they have acquired, such as selecting the font and colour, adding borders, using the Insert function, changing the page setup, printing tables and customising the page header and footer. 
4. Pupils should be given sufficient time to finish their work. 
5. Before printing their tables and charts, pupils should be reminded to click Print Preview to make sure the size, shape and position are correct. 
IV. Suggested Learning Procedures: 
1. To arouse pupils’ interest in making charts, the teacher may show examples of completed tables and charts for pupils’ reference. 
2. Guide pupils to open the file “Bulletin Board Design Contest.xls”. 
	1. 
	A
	B
	C
	D
	E

	1
	Genre 


Month
	Chinese Language 
and Literature
	English Language and Literature
	Mathematics and Others
	Total

	2
	Sep
	145
	138
	140
	

	3
	Oct
	124
	140
	122
	

	4
	Nov
	133
	146
	131
	

	5
	Dec
	161
	150
	170
	

	6
	Jan
	152
	141
	132
	

	7
	Total
	
	
	
	

	8
	Average number of books borrowed per month =
	


3. Use the SUM and AVERAGE functions as well as the fill handle to complete the calculations. (For details about the functions, refer to the “Going Shopping”, “Reading is Fun”, and “Changes in Weather” units.)
4. To apply a table style, use the cursor to select a range on the worksheet to be formatted. On the “Home” tab, in the “Styles” group, click “Format as Table”. Then choose the desired table style.  
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5. There are two ways to adjust row heights and column widths: 
(i) [image: image10.png]


Simply move the cursor to the boundary of a column header, say, between columns A and B. the cursor will change to a bold, double-headed black arrow    . Click and hold down the left mouse button and drag the arrow to adjust the column width. Similarly, to adjust the row height, move the cursor to boundary between two adjacent rows. The cursor will change to a bold, double-headed black arrow   . Click and hold down the left mouse button and drag the arrow to adjust.  
(ii) [image: image11.png]


The method above can be used to adjust a column’s width or a row’s height. To change the width of multiple columns or the height of multiple rows, on the “Home” tab, in the “Cells” group, click Format. Then click “Row Height” or “Column Width”.  
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6. To customise tables, use the functions below:  
(i) [image: image12.png]


[image: image13.png]


Adding borders: On the “Home” tab, click the     icon and choose the desired border type. 
(ii) [image: image14.png]


Applying colours: On the “Home” tab, click the     icon and choose the desired colour.  
(iii) Setting the font colour: On the “Home” tab, click the     icon and choose the desired colour. 
7. Before printing the table, click Print on the “File” Tab, then click Page Setup. Set the size of the table and cutomise the header/footer.  
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8. Make different tables using other table styles (see examples 2 and 3). 
9. Use the cursor to highlight the borrowing records. On the “insert” tab, in the “Charts” group, choose Column to create a column chart (see example 2). To make a 3-D column chart (see example 2), click the “Column” icon and then choose the desired chart. 
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10. To add a “chart title”, “primary horizontal axis title” and “primary vertical axis title”, select the inserted chart and on the “Layout” tab under the “Chart Tools” ribbon, in the “Labels” group, select the desired layout option and type the desired text in the appropriate places. 
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11. Make and customise a line chart (see example 3). 
12. Lead pupils to discuss different ways of customising tables and charts. 
13. Encourage pupils to present their tables or charts and share their experience in the process. 
14. Pupils may save the completed spreadsheet file. 
V. Extended Learning: 
The teacher may assign project topics to pupils. For example, the teacher can have pupils work in groups to make different charts. This is to train them in gathering information, sorting data and analysing tables and charts.  
 Suggested Answers 
1. Table (example 1) 
	Genre
Month
	Chinese Language
and Literature
	English Language

and Literature
	Mathematics 
and Others
	Total

	Sep
	145
	138
	140
	423

	Oct
	124
	140
	122
	386

	Nov
	133
	146
	131
	410

	Dec
	161
	150
	170
	481

	Jan
	152
	141
	132
	425

	Total
	715
	715
	695
	2125

	Average number of books 

borrowed per month =
	425
	


Table (example 2) 
	       Genre

Month
	Chinese Language and Literature
	English Language and Literature
	Mathematics 
and Others
	Total

	Sep
	145
	138
	140
	423

	Oct
	124
	140
	122
	386

	Nov
	133
	146
	131
	410

	Dec
	161
	150
	170
	481

	Jan
	152
	141
	132
	425

	Total
	715
	715
	695
	2125

	Average number of books
borrowed per month =
	425
	


Table (example 3)
	        Genre
Month
	Chinese Language   
 and Literature    
	English Language   
and Literature     
	Mathematics      
and Others        
	Total

	Sep
	145
	138
	140
	423

	Oct
	124
	140
	122
	386

	Nov
	133
	146
	131
	410

	Dec
	161
	150
	170
	481

	Jan
	152
	141
	132
	425

	Total
	715
	715
	695
	2125

	 Average number of books 

borrowed per month =
	425
	　


2. Table (example 1) 
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Table (example 2)
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Table (example 3)
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