Microsoft Office:
Excel

X H




Page Layout Formulas Data Review

-'-D X Cut

& Copy ~
Paste 3 Copy

- ¥ Format Painter

Clipboard [ Font M Al

How many times can you undo and redo??

**REMEMBER** Once you save and exit this
option is no longer available.



THESE ARE THE
DIFFERENT TABS
IN A
SPREADSHEET.

THESE ARE
CALLED
WORKSHEETS

B H S @

=

Sample_Excel_file-1 (1)

FILE HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW DEVELOPER AC
"D db Cut Calibri -u A =8 ¥ EwepTe General
ER Copy ~ . e ) s
Pavste OF Foiiiiik Pk U- Z+ DA === & 3= EMerge&Center - - %
Clipboard [ Font M Alignment M Numl
128 - Jr
A 3 C D € F G Ho
1 iFuIl Name Faculty Payment Date Assignment1 Assignment2 Assignment 3 Average Pass / fail Fir
2 |Garry Johns FBL 12/09/2015 70 75 59
3 |Scott Ruffle 13/09/2015 69 81 86
4 |Gill Smith 14/09/2015 87 65 70
5 |David King 15/09/2015 67 54 54
6 |Craig Morrison 16/09/2015 75 52 87
7 |Phil Faith 17/09/2015 a1 39 67
8 |Dean Johns 18/09/2015 39 70 75
9 |Ann Smith 19/09/2015 45 69 41
10 |Janette Morrison 20/09/2015 62 87 39
11 Michelle Faith 21/09/2015 21 67 45
12 Paul Johns 22/09/2015 51 75 62
13 |Colin Smith 23/09/2015 23 41 21
14 | Jimmy Morrison 24/09/2015 30 39 51
15 |Peter Faith 25/09/2015 12 45 23
16 Rob Storer 26/09/2015 39 62 21
17 fChrissi Anderson 27/08/2015 55 21 51
18 |Edith Allen 28/09/2015 33 51 23
19 |lan Smith 29/09/2015 a 23 59
20|
21 |
22 |
23 |
« | Building Costs I Students | Survey | Animals Calls Per Month | Marks | Countries




COLUMN
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Sample_Excel_file-1 (1) - Excel 727 B - O X
FILE HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW DEVELOPER ACROBAT Andrew Tamlyn ~ H
- Cut P s v =B8N e ' ‘ T 7 e = AutoSum ~
h Egcopy ) Calibri '|11 '[ AA T =5 - = Wrap Text General - Lz..d [_;D é‘E'I' ;EE,)( ;] Fillv %Y H
Paste e oantey B I U EH- D A S== &5 EMegesiCenter - T- % 2 | % 3 F‘:m;:::'_ oot S;Iee': o e b e
Clipboard i Font = Alignment I Number I Styles Cells Editing ~
14 v Jr v
A B C | D | E | F G H I ) K L M N 0 P Q -
1 [Full Name |Faculty Payment Date Assignment1 Assignment2 Assignment 3 Average Pass/ fail First Name Last Name
2 |Garry Johns FBL 12/09/2015 70 75 59
3 |Scott Ruffle 13/09/2015 69 81 86
4 |Gill Smith 14/09/2015 87 65 70 l 'I
5 |David King 15/09/2015 67 54 54
6 |Craig Morrison 16/09/2015 75 52 87
7 | Phil Faith 17/09/2015 41 39 67
8 |Dean Johns 18/09/2015 39 70 75
9 |Ann Smith 19/09/2015 45 69 41
10 [Janette Morrison 20/09/2015 62 87 39
11 |Michelle Faith 21/09/2015 21 67 45
12 | Paul Johns 22/09/2015 51 75 62
13 | Colin Smith 23/09/2015 23 41 21
14 | Jimmy Morrison 24/09/2015 30 39 51
15 | Peter Faith 25/09/2015 12 45 23
16 |[Rob Storer 26/09/2015 39 62 21
17 | Chrissi Anderson 27/09/2015 55 21 51
18 | Edith Allen 28/09/2015 33 51 23
19 |1an Smith 29/09/2015 44 23 59
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$ Sample_Excel_file-1 (1) - Excel

?2 H - O X

FILE HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW DEVELOPER ACROBAT Andrew Tamlyn ~ H
'“'i_ X Cut P . da »~ == . e [ -1 _ e P = = = ZAutoSum * A
B 55 oy - Calibri |11 A A = /4 Wrap Text General %.4 L_D:‘ 8 ;x _u - ZY H
N, 8 Format Painter Iy~ - 0-A E== € Merge & Center ~ &=+ 95 » 3 9% F‘;‘::\T::"‘gﬂ F?r';:'a:fs S;;':_ I“‘f't De'_“e F°’:“a" & Clear~ ::t':'a_‘ ;":ﬁ
Clipboard s Font = Alignment e Number ! Styles Cells Editing ~
14 v Jr v
A B C D E F G H 1 J K L M N 0 P Q -
1 [Full Name Faculty Payment Date Assignment1 Assignment2 Assignment 3 Average Pass / fail First Name Last Name ]
2 GarryJohns FBL 12/09/2015 70 75 59
3 Scott Ruffle 13/09/2015 69 81 86
4 |ill smith 14/09/2015 87 65 70 | .|
5 _Davld King 15/09/2015 67 54 54
6 Craig Morrison 16/09/2015 75 52 87
7 Phil Faith 17/09/2015 41 39 67
8 Dean Johns 18/09/2015 39 70 75
9 Ann Smith 19/09/2015 45 69 41
10 Janette Morrison 20/09/2015 62 87 39
11 Michelle Faith 21/09/2015 21 67 45
12 Paul Johns 22/09/2015 51 75 62
13 Colin Smith 23/09/2015 23 a1 21
14 Jimmy Morrison 24/09/2015 30 39 51
15 Peter Faith 25/09/2015 12 45 23
16 ‘Rob Storer 26/09/2015 39 62 21
17 Chrissi Anderson 27/09/2015 55 21 51
18 »Edith Allen 28/09/2015 33 51 23
19 lan Smith 29/09/2015 a4 23 59



COLUMN HEADER

B EH S & s Sample_Excel_file-1 (1) - Excel 7 B - 0O X
FILE HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW DEVELOPER ACROBAT Andrew Tamlyn ~ H
ok %Cut g . da o == . = ' = T g = = =H zAutoSum * A

in N Calibri |11 !A A = L WrapText General | -~ ) ,: [E_DI? ]EER E‘T:: th —— SEI Fﬂdi]&
o ~ Format Painter Iy~ Z- O-A- E=E= € BEMegetiCenter - -9 > QB3 Foc:;alnu::‘nga. ?rr;:'ae fs Stylees' ns.e e' = O‘Ina & Clear~ Filter ~ 5:;“.

Clipboard i Font ™ Alignment [ Number I Styles Cells Editing

1a v Jr
| A B | C D E F G H [P ) K L M N 0 3 Q

1 Full Name Faculty Payment Date Assignment1 Assignment2 Assignment 3 Average Pass / fail First Name Last Name

2 GarryJohns FBL 12/09/2015 70 75 a9

3 Scott Ruffle 13/09/2015 69 81 86

4 |ill smith 14/09/2015 87 65 70 | .l

5 DavidKing 15/09/2015 67 54 54

6 Craig Morrison 16/09/2015 75 52 87

7 Phil Faith 17/09/2015 41 39 67

8 DeanJohns 18/09/2015 39 70 75

9 Ann Smith 19/09/2015 45 69 41

10 Janette Morrison 20/09/2015 62 87 39

11 Michelle Faith 21/09/2015 21 67 45

12 Paul Johns 22/09/2015 51 75 62

13 Colin Smith 23/09/2015 23 41 21

14 Jimmy Morrison 24/09/2015 30 39 51

15 Peter Faith 25/09/2015 12 45 23

16 Rob Storer 26/09/2015 39 62 21

17 Chrissi Anderson 27/09/2015 55 21 51

18 Edith Allen 28/09/2015 33 51 23

19 lan Smith 29/09/2015 a4 23 59



ROW HEADER
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Sample_Excel_file-1 (1) - Excel 727 B - O X
FILE HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW DEVELOPER ACROBAT Andrew Tamlyn ~ H
. mam— " ¢—b|
-D; Eg(c::tpy ) Calibri 'Ill '[ A== .!=-_ -~ %Wrame General v gm ;c?( :.-:] :i:t::Sum ’ éY H
Pt et romatbainer (B T U [E Q- A S ==& E | Emageacete - T % 0 | R 3| Condtonsl Formaras Cal | et Debte Format | ) (. fetd Sedd
Clipboard r.. Font e Alignment I Number M Styles Cells Editing ~
4 " Jx
4 A | 8 | C | D | E | F 6 H 1 ) K L M N 0 p Q
1 |Full Name Faculty Payment Date Assignment1 Assignment2 Assignment 3 Average Pass /fail First Name Last Name
2 |Garry Johns FBL 12/09/2015 70 75 a9
3 |Scott Ruffle 13/09/2015 69 81 86
4 |Gill Smith 14/09/2015 87 65 70 | |
5 | David King 15/09/2015 67 54 54 |
6 |Craig Morrison 16/09/2015 75 52 87
7 | Phil Faith 17/09/2015 41 39 67
8 |Dean Johns 18/09/2015 39 70 75
9 |Ann Smith 19/09/2015 45 69 41
10 | Janette Morrison 20/09/2015 62 87 39
11 | Michelle Faith 21/09/2015 21 67 45
12 | Paul Johns 22/09/2015 51 75 62
13 | Colin Smith 23/09/2015 23 41 21
14 | Jimmy Morrison 24/09/2015 30 39 51
15 | Peter Faith 25/09/2015 12 45 23
16 | Rob Storer 26/09/2015 39 62 21
17 | Chrissi Anderson 27/09/2015 55 21 51
18 | Edith Allen 28/09/2015 33 51 23
19 | 1an Smith 29/09/2015 44 23 59




Mouse pointers and symbol meanings

SELECT
You can click one cell or

click and drag to highlight
many cells.

CHANGE SIZE

You can click and drag to
make columns and rows
bigger or smaller

AUTO FILL
You can click and drag to
complete a list.

T
«
v

I
3

MOVE

You can click and drag the
whole cell to a different
place within the sheet.

I-BEAM

When you double click a
cell this will show to tell
you where to type.

COLUMN OR ROW SELECT
Place the cursor above the
column or row header and
you will see this. Click to
Select whole row or
column.
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+ Resizing multiple cells at once: go to worksheet Building costs

Page Layout Formulas Data Review View (., Tell me what you want to do..
Calibri I A A= = - fr_,:Wrap Text General -
I U -~ - DA E=E= EE ElMerge&Center - - 9 9 %3 9%
Font M Alignment P Number [
I Work Item
C D E F G H | J K L

W o NOW!m A WN -

-
>

Work Iter Company Labour
Permit  City of Sunderland

Excavatiot Johns Dev
Utilities N-Power
Water we Northumk
Foundatic Johns Dev

Th

'Equipmen Materials Sub-contr Subtotal Markup % Markup Total

+ < + m.
500 1000 1000 3000
1145 1456 1000 1000

s works for columns and rows!!!!!

Al

PR

Page Layout Formulas Data Review View ./ Tell me what you want to do
Calibn <M <A A == = -D/ v ;?Wrap Text General
FLl e - DA E== E3E ElMerge&iCenter - - 95 9
Font u Alignment fa Number
fe Work Item
C D E F G H | J K

WO 0~ O W bW N -

-
2

Work Iter Company Labour  Equipmer Materials Sub-contr Subtotal Markup % Markup Total
Permit  City of Sunderland _ 4 1500
Excavatiot Johns Dev 200 1800 2000 ;
Utilities N-Power | : ' 2000
Water we Northumt 500 1000 1000 3000
Foundatic Johns Dev 1145 1456 1000 1000

1
2
<
3

A ] C D E F G H )
Work item  Company Labour EqQuip W al Markup % Markup Total
Permnt ity of Sunderland 1500
Ex Johns 200 1800 2000
4 JUtilities  N-Power 2000
Water well Noathumbeian Water S00 1000 1000 3000
Found, Johns o 145 1456 1000 1000

. <woow

i3



> Cell Sty|ES1 stay on worksheet Building costs

© rmulas Data Review View Developer ACROBAT

N -lax

Insert Page Layout Formulas Data Review View Q Tell me what you want to do,
A‘. % Cut Calibni n ~ A A — == - —e Wrap Text General -
Past; "B Copy B I U » = o == B = e 00
OF Fooint Do | ~ A~ €= 3= [ Merge & Center ~ *- % * 00 3.0
Chipboard e Font Alignment s Number
Al v fe Work Item
A B G D E F G H [ J
1 |work item Company Labour Equipment Materials Sub-contractor Subtotal Markup % Markup Total
2 |Permit City of Sunderland ‘ 1500
3 |Excavation JohnsDevelopment 200 1800 2000 |
4 |Utilities N-Power 2000
5 |Water well Northumbrian Water 500 1000 1000 3000
6 |Foundation Johns Development 1145 1456 1000 1000
> ! |
8
9 '..“ ¥ Format Painter
10

Work Item Company
e Permit (City of Su
3 Excavation Johns De
ol Utilities  N-Power
ol Water well Northum
3 Foundation Johns De

=.|_»- 5 Wrap Text IGenenl

3= | EiMerge&Center ~ - % 9 4R
Alignment

Theme Fonts

O Ccalibri Light (Headings)

O Adobe Arabic
() Adobe Caslon Pro

jon Joul

b-contractor Subtotal Markup % Markup Total

() Adoba CaslonPro Bold 1500

() Adobe Devanagari

O Adobe Fan Heiti Std B .
o 3000

O Adobe Fangsong Std R 1000

O Adobs Garameond Pre

: O Adobe Garamond Pro Bold
O Adobe GothicStd B

' O Adobe Hebrew

'O Adobe Heiti Std R

| O Adobe Kaiti Std R

NN Dax




Format as a table: stay on worksheet Building costs

i ,3 S Comma 2 Cummency 2 Cumency Ta_.  Normal 2 toemal_Tape ;;
Percent2  [Normai | Bad Good Neutral g

Format As Table ? X
Where is the data for your table?
=3As1:356]
[ My table has headers City of Sunderland
Johns Development 200 1800 2000 ‘
| | 2000 1 L B
[ ok || conca | 500 1000 1000 3000 '
1145 1456 1000 1000 )

i e Tatie Ryl
2 Mew Pivattsie Styte



SUM Part 1: stay on worksheet Building costs

C ; '
K tavow B cqupment Bl ateriots B sot contractorBa ot Bl markonp 588 martup Bl Totai

City of Sunderiang 0 0 0 1500 | Oy of Sundertand
h Jorwn Develop: 200 1900 2000 0 | : Jores Dewelop 200 1800 2000
putases  N-Power 0 0 0 000 ‘ b N Bormer ® 0 0 wee
et well  Northumbrasn Wter 200 1m0 1000 wm | - Northumbrian Water 00 1000 1m0 oo
oundsticn  johvrs Development 1145 we 100 1000 4 st Devwelop 18 el 100 1o

Neemal_Tape

Neutrasl

Pormit _City of Sunderiand 0 0o o 1500
E i Johns Development 200 1800 2000 0
Utilities N-Power 0 0 0 2000
Water well  Northumbrian Water 500 1000 1000 3000

Foundation Johns Development 1145 1456 1000 1000



SUM Part 2: stay on worksheet Building Costs

Neuytral

City of Sunderland 1500} =SUM(
Excavat Johns Development 200 1800 2000 0 SUMinumbert, [number?] )
Sl Utilities N-Power 0 0 0 2000
Sl Water well  Northumbrian Water 500 1000 1000 3000 1
Foundation  Johns Development 1145 1456 1000 1000 4

Neutral

Permit City of Sunderland ) 0 o 1500 1500
Excavation  Johns Development 200 1800 2000 0 4000
o Utilities N-Power o o 0 2000 2000
B Water well  Northumbeian Water 500 1000 1000 3000 5500

Foundation Johns Development 1145 1456 1000 1000 4601



1l Animal numbers

Create Pie Chart Part 1: go to worksheet Animals

Animal Numbers
Elephant 12000
Impala 10000
|Buffalo 4500
|Rhino 3000|
|Leopard 6500
|Lion 18000/

=

I Animal numbers

Animal Nlm.ls|
Elephant 12000|
Impala 10000|
Buffalo 4500|
Rhino 3000|
Leopard 6500/
Lion 18000/




Create Pie Chart Part 2: stay on worksheet Animals

L -
Animal Numbers|
| L ] - ), O
Elephant 12000
Impala 10000 Numbers
Buffalo 4500
Rhino 3000
Leopard 6500
Lion 18000
L | ] a

slnghast smpan + Bl Rse o Lsspa L ()
A pie chant 15 used to show proportsons of a whole.
numbers that relate to a larger sum and always equal D%
o SARE A chart if it contains many shees as angles are hard to e

s Elephant w=impale » Buffalo » Rhino w=leopard wlion

O O

O



Create Pie Chart Part 3: stay on worksheet Animals
, ! o / Data Labels

‘ Legend

L8

«Peptant  « impals  « BufMalo

« Rhino @ leopard » Lion

Paste Options:
2R

Past ial...
aste Speci Pictn
Set Default Paste:




Autofill: go to worksheet Calls Per Month

(B Month Calls

Pl lanuary 56
el February 500
4 3| 480
51 480
6 460
7 465
8 450
9 400
10 ofe
11 302
2 320
13 322



Bar chart: stay on worksheet Calls Per Month

S File Home Page Layout Formulas Data Review View Developer ACROBAT Q
& X cut - - || | g . il
D B |Cahbn IJ @ B @ @ b -4. & tore l' W ol - r:, '.
Py B I U- PivotTable Recommended Table Pictures Online ShapsSmutAnSaeenshot & MyAdd-ins - Recommended
¥ Format Painter PivotTables Pictures o TR Pl

Clipboard n Tables lllustrations Add-ins Charts =

Month Calls
Month Calls e 567
January . 567 February | 500
February 500 480
March _ 480 480
April 480 460
May 460 465
June _ 465 450
July 450 400
August 400 388
September - 388 . 302
ocoe —
November 320 —~
December 322 |




Bar chart Part 2: stay on worksheet Calls Per Month

- Clustered Column Month Calls
. January 567 |
7777777 February 500| |
. ' March ago| | 600
| April 480 e
: ””I““” I May 460| |
172022020000 13 1 | P a6s| | 400
— LR E AL rd Ve July a50| | 300
E- A Oustered column chart is used to compare values S 3 few categories AuSus‘ m O
" — I Y, Use # when the order of categaries is not important. September 388 200

= : October 302| | 100
Illlllll November 320| | :
T I December 322 | & f\ & N A .

. g B T
o
Cancel




Bar chart Part 3: stay on worksheet Calls per month

' CHART ELEMENTS
[ Asis Titles
[ Chart Title
[C] DataLabeis

? / |
+ |
/
600 £ | [0 pataTable
P Y | [ EmorBars
| [ Gridlines
%00 O Legend
| 300 | [ Trendiine
100
0 Stfle  Color
¢ &
F
& &£ &

:“j <& 3\8 vg‘h ‘p* \o& \3* r‘*&\ c‘l&‘ eévc :
N

i

31T

- |

0,

Paste Options:

Paste Special... |
Set Default Paste.




Multi p|e USES: now go to worksheet Students

- - ] el
b f z“ Calibn . == % Waeplet General v { FT { ‘}
J By " &3
e o B T -~ v:L D'y A - «8 2 Conditional Format as

« N Format Painter Formatting ~  Table *

Chipboard ) Fort ™ e
18 v I~
AN s C D E J F 6 N ) K
1 Full Name Faculty Payment Date Assignment1 Assignment 2 Assignment 3 Average Pass 1t Name
2 Garry Johns FBL 12/09/2015 70 75 59 Garry Johns
3 ScottRuffle 13/09/2015 69 81 86
4 Gill Smith 14/09/2015 87 65 70
5 David King 15/09/2015 67 54 54
6 Craig Morrison 16/05/2015 75 52 87
7 Phil Faith 17/05/2015 41 19 67
8 |Dean sohns 18/09/2015 3 7 ) |
9 Ann Smith 19/09/2015 45 69 41
10 Janette Morrison 20/05/2015 62 87 35
11 Michelle Faith 21/05/2015 21 67 a5
12 Paul Johns 22/09/2015 51 75 62
13 Colin Smith 23/09/2015 23 41 2
14 Jimmy Morrison 24/05/2015 30 39 51
15 Peter Faith 25/09/2015 12 as 23
16 Rob Storer 26/09/2015 39 62 2
17 Chrissi Anderson 27/05/2015 55 2 s1
18 Edith Allen 28/09/2015 33 51 23
19 lan Smith 29/09/2015 44 23 59
20

21



MU'tlple uses Part 2. stay on worksheet Students

Numbper

s JOY ! SR (R S A ¢
is / fail First Name Last Name
Garry Johns

55535!555'!3!!35!5

O HashFill



MUItlple uses Part 3. stay on worksheet Students

Page Layout Formulas Data Review View ACROBAT
‘D '“x E“' Calibn M - A A T=2 ¥ EWeplat General = E,Px:r t
£ Co - =l
Paste f.“::“ baintey B T U~ H- DA === EE EMegetiCenter - - % > B Y Fco‘:::':":';"‘ ‘°T"
Clipboard ) Fomt Mo Alignment e Number e
24 v p 2
' A | B | c o E _ F | 6 | H | y

1 |Full Name Faculty Payment Date Assignment1 Assignment2 Assignment 3 Average Pass /fail First Name Last Name
2 |Garry Johns FBL 12/09/2015 70 75 59 Garry Johns
3 ISCO!! Ruffle 13/09/2015 69 81 86 Scott Ruffle
¢ |Gill Smith 14/09/2015 87 65 70 Gill Smith
5 |David King 15/09/2015 67 54 54 David King
§ |Craig Morrison 16/09/2015 75 52 87 Craig Morrison
7 _|Phil Faith 17/09/2015 41 39 67 Phil Faith
8 |Dean Johns 18/09/2015 39 70 75 Dean Johns
3 |Ann Smith 19/09/2015 a5 69 41 Ann Smith

0 |Janette Morrison 20/09/2015 62 87 39 Janette Morrison

1 Michelle Faith 21/09/2015 21 67 45 Michelle  Faith

2 ‘Pau| Johns 22/09/2015 51 75 62 Paul Johns

3 |Colin Smith 23/09/2015 23 41 21 Colin Smith

4 | Jimmy Morrison 24/09/2015 30 39 51 Jimmy Morrison

5 lPeter Faith 25/09/2015 12 45 23 Peter Faith

6 |Rob Storer 26/09/2015 39 62 21 Rob Storer

7 |Chrissi Anderson 27/09/2015 55 21 51 Chrissi Anderson

8| Edith Allen 28/09/2015 33 51 23 Edith Allen

9 |1an Smith 29/09/2015 4 23 59 lan Smith

3
A

Does your spreadsheet look like this?
* If it does then go to the next slide.
* Ifit doesn’t please redo previous slide.



Multi ple uses Part 4. stay on worksheet Students

4y O

"»1 x Cut Cakbni M - AN F=Ea= W =+ Wrap Text General - }:. ./ Comma 2 Cumrency 2 Nommal 2 Percent 2 Normal %TD L‘)\ i ==

Paste : :09'/ ) B I U -~ « O A EEE &3 =] Merge & Center ~ .9 » 4% Conditional Format as Bad Good Neutral Calculation - insert Delete Foemat : . . Sort & Find &
. ormat Painter Formatting *  Table * — . . . & Clear Filter * Select =

Chpboard - Font ™ Alignment ’. Number - Styles Cels Edting

2 - S«

E A B C D E F G H | ) K L M N 0 P Q R S T U Vv w X Y

1 Full Name Faculty Payment Date Assignment 1 Assignment 2 Assignment 3 Average Pass/fail First Name Last Name

2 Garry Johns FBL 12/05/2015 70 75 59 Garry Johns

3 ScottRuffle 13/05/2015 69 81 86 Scott Ruffle

4 Gill Smith 14/05/2015 87 65 70 Gill Smith

S David King 15/0%/2015 67 54 54 David King

6 Cralg Morrison 16/05/2015 75 52 87 Cralg Morrison

7 Phil Faith 17/09/2015 a1 39 67 Phil Faith

8 Dean Johns 18/05/2015 35 70 5 Dean Johns

9 Ann Smith 15/05/2015 45 69 a1 Ann Smith

10 Janette Morrison 20/09/2015 62 87 39 Janette  Morrison

11 Michelle Faith 21/05/2015 2 67 as Michelle Faith

12 Paul Johns 22/05/2015 51 75 62 Paul Johns

13 Colin Smith 23/09/2015 23 a1 21 Colin Smith

14 Jimmy Morrison 24/05/2015 30 39 51 Jimmy Morrison

15 Peter Faith 25/09/2015 12 as 23 Peter Faith

16 Rob Storer 26/05/2015 35 62 21 Rob Storer

17 Chrissi Anderson 27/05/2015 S5 21 51 Chrissi Anderson

18 Edith Allen 28/09/2015 33 51 23 Edith Allen

19 lan Smith 25/05/2015 44 23 59 lan Smith



Multi ple uses Part 5. stay on worksheet Students

T —
l[Hj' . > AutoSum ~ QY p
¥ Fill +
Insert Delete Format Sort & Find &
59 - - » | &Clear~ Filter = Select -
86 Cells Editi 8] Sort Smallest to Largest
: | Sort Largest to Smallest
87 [m Cystom Sort...
| X 2
67 ' Y Filter 1
: -
a Y
a8
“‘ :—gx Z AutoSum ~ AY p
a i + Fill =
51 Insert Delete Fotmat B S?rt & Find & Sort Warning ? %
45 23| - v Filter ~ Select ~
62 21 Cells Editing Microsoft Excel found data next to your selection. Since you have not
21 51 selected this data, it will not be sorted.
51 23 What do you want to do?
= » @ Expand the selection]

pntinue with the current selection

The person with the highest mark for assignment 3 is? s [Tond




N19 v X Vv = F

4 A | 8| ¢ | o | e | [ B S S T

1 _Full Name Faculty Payment Date Assignment 1 Assignment 2 Assignment 3 Average Pass / fail First Name Last Name
| 2 |Craig Morrison 16/09/2015 Craig Morrison

3 i Scott Ruffle 13/09/2015 69 81 86 Scott Ruffle

4 Dean Johns 18/09/2015 39 70 75 Dean Johns

SH Gill Smith 14/09/2015 87 65 70 Gill Smith

Gﬁ Phil Faith 17/09/2015 41 39 67 Phil Faith

7 |Paul Johns 22/09/2015 51 75 62 Paul Johns

8 |Garry Johns FBL 12/09/2015 70 75 59 Garry Johns

9 |lan Smith 29/09/2015 44 23 59 lan Smith

10 | David King 15/09/2015 67 54 54 David King

11 | Jimmy Morrison 24/09/2015 30 39 51 Jimmy Morrison

I; Chrissi Anderson 27/09/2015 55 21 51 Chrissi Anderson

Thank you for taking the time to use this guide. If you wish to have any further digital literacy help, please book an
appointment via the website at https://londonlibrary.sunderland.ac.uk/studyskills/digitalliteracyskills/ or press here to email

(please include your bh number and preferred times).

Book a Digital Literacy session




