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WORKBOOKS FOR CLAIT 2006 - LEVEL 1
e Workbooks are supplied on CD-ROM for self-printing (unlimited copies)

e Purchasers can print unlimited copies for their own use

e You are allowed to print and photocopy the materials as much as you
like for use at the same training centre. You can place the materials on
an Intranet if required

e They are available in PDF format and Word format

e Purchasers can edit the Word format workbooks to produce
customised versions for use at the same training centre

¢ All practice data files are supplied

The following eight units are available on a unit by unit basis

NEW! 2 Editions These have expanded content, and include the practice tasks from
product codes PT1, PT2, PT3, PT4, PT5, PT6, PT7 and PT8 respectively. (Product codes
PT1, PT2, PT3, PT4, PT5, PT6, PT7 and PT8 also include the task solutions).

UNIT 1 - FILE MANAGEMENT AND e-DOCUMENT PRODUCTION
(Using Windows XP and Word 2003)

UNIT 2 - CREATING SPREADSHEETS AND GRAPHS
(Using Excel 2003)

UNIT 3 - DATABASE MANIPULATION
(Using Access 2003)

UNIT 4 - e-PUBLICATION CREATION
(Using Publisher 2003)

UNIT 5 - CREATE AN e-PRESENTATION
(Using PowerPoint 2003)

UNIT 6 - e-IMAGE CREATION
(Using Publisher 2003 and Paint Shop Pro)

UNIT 7 - WEB PAGE CREATION
(Using FrontPage 2003)

UNIT 8 - ONLINE COMMUNICATION
(Using Internet Explorer and Outlook 2003/7)
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CLAIT LEVEL 1 - UNIT 2 — CREATING SPREADSHEETS AND GRAPHS

CLAIT 2006 —LEVEL 1 —UNIT 2

CREATING SPREADSHEETS

AND GRAPHS

USING MICROSOFT EXCEL 2003

CONTENTS
INtrOAUCHION ....... e
What is a spreadsheet?.........ccoooovviiiiiiiciieiiin e,
Creating and saving a spreadsheet.............cccccceeeeeennn
Printing a spreadsheet.............ccoviiiiiiiiiiii e,

Practice Tasks 1 — 3

Recalling and editing a spreadsheet ................c..........

Practice Tasks 4 — 6

Inserting and deleting rows and columns.....................

Practice Tasks 7 -9

Aligning and emphasising text and numbers...............

Practice Tasks 10 — 12

Formatting NUMDbBErsS .........ccooooiii i

Practice Tasks 13 — 15

Applying borders and shading............cccoovvviiiiiiiennnnnnn.

Practice Tasks 16 — 18

Printing row and column headings ............ccccovvvveeee.

Practice Tasks 19 — 21

Inserting headers and footers.........c.ccccoeeiviviiiiienennnnn.

Practice Tasks 22 — 24

............ 5
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Contents (continued) Page

Using (and printing) formulae .............ccooviiiiieiiiiie e, 70
Practice Tasks 25 — 27

USING fUNCLIONS .....coeeiiie e 83
Practice Tasks 28 — 30

Creating pie Charts ... 91
Practice Tasks 31 — 33

Creating column charts..........cccveii i 104
Practice Tasks 34 — 36

Creating line charts.........ccocoii i, 119
Practice Tasks 37 — 39
Making changes to charts.........cccccoevi i, 127
Practice Tasks 40 — 45
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CLAIT LEVEL 1 - UNIT 2 — CREATING SPREADSHEETS AND GRAPHS

PRINTING A SPREADSHEET

In this section you will learn how to produce a printed copy of a spreadsheet.
Nﬁo\\ Ensure that Microsoft Excel is loaded with a blank spreadsheet window open.
Note: If you still have Excel loaded but do not have a blank spreadsheet

window waiting for new data to be entered, point and click on the New
Workbook icon on the toolbar, as shown below:

B3 Microsoft Excel

! File Edit  Wew Inse Farmak

iy I | e8]

e | -8
- &

N.’Qo‘\Type the following data into the spreadsheet.

A | B | ¢ [ D
1 |Batting averages
2
| 3 |Mame Runs
4 | Taylor 67
5 |Banks I
| B |Harris 81
7 |Briggs (3]s}
8 |Collins 58
| 9 |Huntley 90

=
[}

=
=

You will now print a copy of this spreadsheet as follows:

Before printing, ensure that the printer is ready i.e. that the printer is switched
on and is loaded with paper.

The easiest way to print a single copy of the current spreadsheet is to point
and click at the Print button on the toolbar.

B3 Microsoft Excal - Book1
(5] Fle  Edit  wiewN Insert  Form.

HRN=N" R N e &

: arial - 10 - | B
nd - £

NﬁO\‘ Print a copy of the spreadsheet by clicking on this button now.

Take care to only click on the print button once — if you click on it repeatedly
you will produce a print out for each click. There may be a short delay as the
document is “sent” to the printer, so please allow for this.
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CLAIT LEVEL 1 - UNIT 2 — CREATING SPREADSHEETS AND GRAPHS

It is most likely that your print out will be displayed in portrait layout.

Landscape

Portrait

Many spreadsheets are best printed in landscape orientation. To change the
print orientation to landscape, proceed as follows:

Nﬁ(’“ Select File..., Page Setup... on the menu as shown below:

Microsoft Excel - Book1
File | Edit Miew [Insert Formab Tools Data  Window  Help

] MNew... Chrl+M N |

e

=8 Open... Chrl+O I_.__Eg (TR

Chl+S F |

.-
g
5
B
=

Sawve Woarkspace. .

File Search. ..

Permissiu:u% 3

00| =4 |00 |7 | = | LD (P —
v

Web Pagk Preview

Liu]

10 i Page Set'@. a0

il Prink Area ]
12
13

|2 Prink Preview

The dialogue box shown overleaf will appear.
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Page Setup

| Margins | HeaderfFooter | Shest |

2)X]

Orienkation

L

85 Orixs
Scaling options. ..

%) adjust ko; | 100 10 5 :% normal gize

1 Eik ko | |page{s]| wide by |1 2 kal
Paper size: |.ﬁ.4 I w |

|
Print guality: |EuIIIIZI dpi l vl
First page number: ;:ﬁ.utu | /
/ /Ly 4 ] l Cancel

N“o‘\ Point and click on the Lan pe option.

NQ‘o‘\ Then click on the OK button.

B3 Microsoft Excel - Book1

@J File Edit ¥iew Insert  Forme
TV A= PERE e
: Arial - 10 -~ | B
i a1 = T

M%O“ Print a copy of the spreadsheet by clicking on the print button. This time the

page will be printed in landscape orientation.

Printing gridlines

N oM It is most likely that your print will not show any gridlines. To print gridlines
(which is recommended) then select File..., Page Setup...
as before, and click on the Sheet tab.

on the menu bar

Page Setup

| Margins | HeaderfFooter | Sh¥st |

Orienkation

L
(%) Portrait () Landscape

F‘rlnt Presview
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CLAIT LEVEL 1 - UNIT 2 — CREATING SPREADSHEETS AND GRAPHS

h°“°“ On the Sheet tab, point and click in the Gridlines box, so that a tick appears.

Page Setup
| Page | Margins | Header/Fooker | bt
[
Print titles
= Qpkions. ..
I =‘i=
Prink
erdllnes [ | row and column headings
[ Black and white |
[ ] Draft guality Cell errors as: . displaved 3
Page crdet |
(%) Down, then over EE EIE EE
) Ower, then down EE e =B
L
/ QK ] l Cancel ]

Nﬁo“ Click on OK and then print the spreadsheet again — this time gridlines will be
shown.

Print Preview

Before printing a spreadsheet, the Print Preview button will show you how the
spreadsheet will look when printed with the current settings.

Microsoft Excel - Book1

IEI_] File Edit Wew Insert Format  Tool

ARNEN" BENE RIS YA s N W
: Arial =10 print Preview| u

H1d - Lo

Nﬁo\\ Click on the Print Preview button and you will see the gridlines.

N\\O‘\ Close the Print Preview, turn off the gridlines print using Page Setup as
before, and then Print Preview again to see the difference.

Nm\\ Finally, close the spreadsheet without saving it.

Nm‘\ Now tackle the following three practice tasks. Ask your tutor to check your
work after each task so that any difficulties can be identified and rectified.

Save your files onto the floppy disk unless instructed otherwise.

Copyright Martin Barrett 2008 WWwWw ] ustclait.co.uk Page 19 of 136



CLAIT LEVEL 1 - UNIT 2 — CREATING SPREADSHEETS AND GRAPHS

Practice Task 1

CREATING A SPREADSHEET
SAVING A SPREADSHEET
PRINTING A SPREADSHEET

The data files required for this exercise are:

None

1. Switch on the computer
2. Load a spreadsheet application

3. Open a new workbook

4. Starting at cell A1 on Sheetl, type the following data into the new

workbook, as shown below:

Purchase order

ltem Qty

Pens 10
Pencils 20
Notebooks 25
Erasers 5
Pencil sharpeners 15

5. Save the spreadsheet using the filename purchase

6. Print a single copy of the spreadsheet

7. Close the spreadsheet application

End of task
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Practice Task 2

CREATING A SPREADSHEET
SAVING A SPREADSHEET
PRINTING A SPREADSHEET

The data files required for this exercise are:

None

1. Switch on the computer

2. Load a spreadsheet application

3. Open a new workbook

4. Starting at cell A1 on Sheetl, type the following data into the new
workbook, as shown below:

Sales by year

Year Sales % Profit
1985/6 £10,345 12
1986/7 £12,832 13
1987/8 £12,832 10
1988/9 £12,832 11
1989/0 £14,500 11
1990/1 £17,347 13
1991/2 £23,639 15

5. Save the spreadsheet using the filename sales

6. Print a single copy of the spreadsheet

7. Close the spreadsheet application

End of task
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Practice Task 3

CREATING A SPREADSHEET
SAVING A SPREADSHEET
PRINTING A SPREADSHEET

The data files required for this exercise are:

None

1. Switch on the computer

2. Load a spreadsheet application

3. Open a new workbook

4. Starting at cell A1 on Sheetl, type the following data into the new
workbook, as shown below:

Marks

Girls

Name English Maths Geography French | History
Collins 67 69 71 73 75
Taylor 56 59 62 65 68
Smith 78 76 74 72 70
Singh 78 77 76 75 74
Jones 67 68 34 56 67
Khan 69 70 72 56 65
Boys

Name English Maths Geography French | History
Kaufman 78 60 64 68 72
Hollins 56 39 44 49 54
Harris 34 77 76 75 74
Rusedski 78 68 34 56 67
McDonald 67 70 72 56 65
Parker-Brown Ellington 69 76 74 72 70

5. Save the spreadsheet using the filename marks

6. Print a single copy of the spreadsheet

7. Close the spreadsheet application

End of task
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