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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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FORMATTING NUMBERS

In this section you will discover how to change the way that numbers are
displayed in a spreadsheet.

For example, take a look at the following spreadsheet and notice the different
ways in which the numbers are displayed.

A | B | . | D
1
2 |aTY SIFE PRICE
3 2000 1.25 £3.50
4 500 3.34 £6.50
5 400 278 £11.A0
B

The numbers in column A (QTY) are displayed in integer format — integer
means a whole number, with zero decimal places.

The numbers in column B (SIZE) are displayed to 2 decimal places.

The numbers in column C (PRICE) are displayed with a currency symbol
and to 2 decimal places.

These are just a few examples of how numbers can be formatted. The
formatting used is normally determined by choosing the most appropriate for
the information in the spreadsheet, making it easier for readers to understand
the data that it contains.

N\‘\o\\ To explore formatting, type the following into a new spreadsheet.

E‘_W File Edit Mew Insert Faormat  Tools

ARN=N" NEWE = ANk A Nl =

i Arial ~10 - B I O |2
B0 v f
A S ¢ | D
1
2 |aTy SI7FE FRICE
3 2000 1.25 35
4 500 3.34 B.5
5 400 2.78 1.5
B

To format column C as currency, proceed as follows:
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Nﬁo‘\ Highlight column C by pointing and clicking in the column heading.

@_1 File Edit  Miew Insert  Format  Tools  Data

ARNEA" NERE 1= NN A N N

i frial -0 | B I U|=
1 hd &
A | B oD |
[ 1 |
|2 |aTY SIZE PRICE
LE] 2000 1.25 35
4] 500 3.34 B.5
e 400 278 115
| 6 |
7
a
g |

M;\')O“ Select Format, Cells on the menu bar.

@_] File Edit  Wew Insert | Formab\Jools Data  ‘Window  Help

B (A S S (& |f|:‘ 'Cglls...\A Ctri+1 |_ -

! arial =) @ Al * &3 o,

i = A Colurmn 3

A B Shest v | F

1— AutoFormat, .

2 |0TY SIFE PR

T 2000 125 Conditional Formatking. ..

[ 4] 500 3.34 Style. ..

| 5 | 400 278 e

| 6 |

B

a

The following dialogue box will appear:

Format Cells

o Alignment Fonk Border || Patterns | Probection The format Ce”S dialogue bOX
' : : : ) presents a number of tabs,
each of which provides a

_ number of ways in which to
?g;ig“”ti”g General format cells have no 0 lls and cell contents.

b specific number Format,
| Time

| Percantage

| Fraction Make sure that the Number tab

| Scientific .
e is selected as shown here.
| Specia
Custom

Cateqory: arnple

[Mumber
| Currency

Notice how there is a whole list
of categories within the
Number section, allowing for
many different ways in which to
display numbers.

Ok ][ Cancel ]
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For CLAIT level 1 you only have to concern yourself with the top three formats
i.e. General, Number and Currency.

NﬁO\\ Select the Currency category by pointing and clicking it in the list.

Format Cells

Mumber | Aligfment | Font | Border | Patterns || Protection
Cakeqgory: Sample

| General :

| Murnbey [ —
Decimal places: |2 o |
| Accounting g =
Date Symbol:

| Time :[£ v |
|Percentage : ; i =
et ['-.I_.e.g.atwe numbets: .
| Scientific _ '
Tt [£1,234.10

| Special [ -£1,234.10

| Custam | [£1,234.10

| Currency Formats are used For general monetary values, Use Accounting
| Farmats ko align decimal poinks in a calumn,

[ Ok A ][ Cancel ]
|

This dialogue box allows you to change three aspects of displaying a currency
value i.e. number of decimal places, currency symbol and options for
displaying negative values.

Nﬁo\\ In this instance the “default” values are the|lones that we want (i.e. 2 decimal
places and a £ sign). So simply click on OK to apply this formatting.

Your spreadsheet will appear as follows:

EL] File Edit ‘iew Insert Format  Tool

RN RERE N BN a R

i izl -0 ~-|B I U
1 - =
- -

D
|2 |ATY SIZE PRICE
[E52| 2000 1.25 £3.650
4 500 334 £5.50
51 400 278 E11.50

B
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NﬁO\‘ Now highlight column B, and select Format, Cells again.

e M%Eﬂ Window i
TR T ENE- . R Rl - (R0 O Ry )

 arad AR IR i!iF'_'f-"'.ﬁ.'l
Bl - (3 = ] : 3 B B g

i - T = ) [ I e ) [T i [ [
1
L2 |ary SIE PRICE
EX 200 e T
4] | amu] enen
i A 278] £ns0

il Farmal Cells X
% Ml || Sleremend Fori EBordar | Paiteens | Probechon
E Category: waple
|11

12 ML
_ljl I'_-Jlm,l
LA Ll o] Ganerl format colls have fd

|[] Date spaific rinbesr format,
5] oo

16 Practon®

T

E St

18 Tt
KEl et

- ¥
121
| 42|
=1
|24
=
% I

kgi\o“ Choose the Number category to display the following dialogue box:

Format Cells

Murnber | flig@ment | Font || Border | Patterms || Protection |

Cakeqgory: / Sample

| General ‘
|

[ Currency
| Accounting
| Date

| Time []Use 1000 Separatir ()
|Percentage
| Frackion
Scientific

| Text

| Special

| Cuskam [-1234

Decimal places: ||:|

Megative numbers:

Mumber is used for general display of numbers, Currency and Accounting
offer specialized Farmatting For rmonetary value,

[ Ok \ 4[ Cancel ]

|

|
N\\O‘\ Change the number of decimal places to 0 (g\lher by typing 0O in the box, or
clicking on the scroll arrows). Then click on OK and your spreadsheet will
look as follows:
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] File Edt  Wiew Insert Format

Too

IRREN" BERENR= REY A Y

: Arial 10 - B I U
C16 - f
A | B C
1
2 |aTy SIZE FRICE
3 2000 1 £3.50
4 500 3 £6.50
3 400 3 E11AD
B
7

Removing the decimal places in the Size column has resulted in the values
being rounded up or down and displayed as whole numbers (i.e, integer

format).

Although the values in the size column are being displayed as 1, 3 and 3 it is
important to note that the spreadsheet is still storing the original values in
these cells (i.e, 1.25, 3.34 and 2.78).

N@“ To prove this, highlight column B again, choose Format, Cells, Number and
set the number of decimal places back to 2.

N Close the spreadsheet without saving the changes and tackle the following
tasks which will give you practise in formatting numbers.
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Practice Task 13

OPENING A SPREADSHEET
FORMATTING NUMERICAL DATA

The data files required for this exercise are: bonus2

1. Switch on the computer
2. Load a spreadsheet application
3. Open the spreadsheet file called bonus2

4. Format all the numbers in the Salary column to show a £ sign and 0
decimal places (i.e. integer)

5. Format the numbers in the Bonus % column to show 1 decimal place
6. Save the spreadsheet using the new filename bonus2new
7. Print a single copy of the spreadsheet

8. Close the spreadsheet application

End of task
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Practice Task 14

OPENING A SPREADSHEET
FORMATTING NUMERICAL DATA

The data files required for this exercise are: break?2

8.

9.

Switch on the computer
Load a spreadsheet application
Open the spreadsheet file called break?2

Format all the numbers in the Spring column to show a £ sign and 2
decimal places

Format all the numbers in the Summer column to show a £ sign and 2
decimal places

Format all the numbers in the Autumn column to show a £ sign and 2
decimal places

. Format all the numbers in the Winter column to show a £ sign and 2

decimal places
Format the numbers in the % Increase column to show 3 decimal places

Save the spreadsheet using the new filename break2new

10. Print a single copy of the spreadsheet

11.Close the spreadsheet application

End of task
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Practice Task 15

OPENING A SPREADSHEET
FORMATTING NUMERICAL DATA

The data files required for this exercise are: accuracy?2

8.

9.

. Switch on the computer

Load a spreadsheet application

Open the spreadsheet file called accuracy?2

Format all the numbers in the column headed 4 to show 4 decimal places
Format all the numbers in the column headed 3 to show 3 decimal places
Format all the numbers in the column headed 2 to show 2 decimal places
Format all the numbers in the column headed 1 to show 1 decimal place
Format all the numbers in the column headed 0 to show 0 decimal places

Save the spreadsheet using the new filename accuracy2new

10.Print a single copy of the spreadsheet

11.Close the spreadsheet application

End of task
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