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5-14 ICT in Learning & Teaching

Collecting and Analysing - Spreadsheets

	Teacher Guide


	Attainment Target
	· Use simple spreadsheets.

	Exemplification of Strand
	· Demonstrate understanding of the need for accuracy in data entry.
· Use simple spreadsheets and show an understanding of the information displayed.
· Tackle simple problem solving activities using suitable software.


	Resources Needed
	· RM Window Box PC

· Number Magic - Yellow level.

· Number Magic - Green level for activity 2 (Yellow does not allow use of Formula Builder for adding rows) with Pupil File 1 question sheet.  This can be altered if needed.


	Outline of Activities
(2 activities)
	Children do not need to be able to use formulae until Level D.  However spreadsheets have limited use without using formulae.  As entering data into spreadsheets was covered in Stage 3 it was decided to introduce step by step instructions for using the simple column totals function at this stage.  In activity 2 the use of the formula builder is introduced as another way of calculating totals.  This may be used as an extension for some pupils as this technique is repeated in Stage 5.
Activity 1: Children enter data into a spreadsheet and are shown how to use the add function to find column totals.  The context for this exercise is computer tokens but the same principle can be used for any collection of data to be totalled, e.g. lunch numbers for a week, traffic survey, tuck shop or enterprise project sales.
Activity 2: (Optional) This uses a ready made spreadsheet on a Traffic Survey from the Number Magic exercises.  It does totals across the rows as well as down columns so the formula building function has to be used.  Make sure children load Green level as Yellow level does not have Formula Builder.  Answers are provided (page 5)



	In this activity you will learn to:

· create a simple spreadsheet using ‘Column Totals’ function.



Activity 1: Counting Computer Tokens – Using Column Totals
Your school is collecting tokens for computer software.  Each class has been collecting and counting their own and now you want to find out how many have been collected altogether.
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Load Number Magic –Yellow Level – Click OK and select Start a new file – Click OK.
2. Enter this data into your spreadsheet.  It is quicker to work down a column pressing Enter after each entry.  Save your work in the My work folder.  If you make a mistake you can change the number in that cell.  Click on the cell to be changed and press Del or Backspace or Ctrl Z.  Type the correct number.
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3. To add up the numbers of tokens you have to tell the computer which cells to add - B2, B3, B4, B5, B6, B7 and B8.  To do this click in cell B2 and drag down to highlight to cell B8.  Notice that cell B2 stays white and the rest are black.  Click on Grid then Number Function.  Go across to Column Totals.
4. Click on Column Totals and the total will go into the cell below –B9.  The total should be 379.  If you do not have this answer check that you have the correct numbers entered and highlighted then try again.
5. Class 4 find some more tokens.  Change class 4 to 70.  To do this click on cell B5, type in 70 and press Enter.  Your total should change to 400.
6. Try making other changes and watch how your total changes too.
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To show your information on a bar chart highlight the data you want to graph and click on the graph tool on the tool bar.

8. Save your spreadsheet and graph and print out if the teacher wants you to.

	In this activity you will learn to:

· use a simple spreadsheet using ‘sum’ function in Formula Builder.



Activity 2: A Traffic Survey – Using Formula Builder
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1. Load Number Magic at Green level and click OK.

2. Click on Exercises. 
3. Scroll down to Traffic Survey, click to select it, then OK.
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4. The spreadsheet Traffic Survey opens: 
5. You are going to change all the ?s to totals.  Notice there are ?s at the end of the rows as well as at the bottom of the columns.  Start with the rows.  Click in cell H7 – that is where you want the total for cars to go.  This is important!!  Remember to do this each time.
[image: image7.png]Aberdeenshire
COUNCIL A




6. [image: image8.bmp]Click on Formula Builder.  (or click on Activities on the menu bar and select Formula Builder) 
7. The Formula Builder box opens.  Click on SUM( ).
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This box opens and asks which cells to add up.[image: image10.png][sum(c7 to 67)
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  Put your cursor in cell C7 and drag across the row so that cells C7, D7, E7, F7 and G7 are highlighted.  Remember that cell C7 will stay white and the rest will be black.
9. Check the box now says SUM(C7 to G7), as these are the cells you want to add, and click OK.  The Formula Builder box returns with the cells to be added filled in.  Click Enter.  The total is put into the cell you highlighted at the start (H7)
10. You are now asked Please choose a new cell or click Finish.  Click on cell H8 and repeat the process for vans then for all the other vehicles.  Once the rows are done, do the same for the columns to find the totals for each day.  Remember to save your work regularly.

11. When you are finished putting in all the totals click Finish in the Formula Builder box and save again.

12. Ask your teacher to check your totals then see if you can work out the total number of all the vehicles for the week. 

13. You will now be able to answer questions about this survey.  Your teacher may ask you to do Pupil File 1.
Answers to spreadsheet totals: 

	Week beginning
	17/4/1998
	
	
	
	
	

	Traffic Type
	Monday
	Tuesday
	Wednesday
	Thursday
	Friday
	Totals

	Cars
	20
	21
	16
	10
	12
	79

	Vans
	12
	4
	9
	10
	4
	39

	Lorries
	5
	10
	3
	6
	8
	32

	Bicycles
	2
	10
	4
	8
	2
	26

	Buses
	6
	7
	3
	3
	8
	27

	Motorcycles
	7
	5
	6
	8
	4
	30

	Others
	0
	0
	12
	0
	0
	12

	Totals
	52
	57
	53
	45
	38
	245


Answers to Pupil File 1:

1. Tuesday (57 vehicles)

2. Cars (21)

3. Yes, always most cars
4. Lorries 32, buses 27, 5 more lorries than buses

5. Any sensible answer – likely to depend on where the school is situated – e.g. farm vehicles, emergency vehicles, road construction vehicles, etc.
6. a) cars total now 94


b) Thursday’s total now 60
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