

BTT 101


Excel Assignment: Class Marks

Student Objectives

· Learn to use functions in Excel (MAX, MIN, AVERAGE)

· Learn how to use short cut tools (right click)

· Widen columns

· Use the fill handle

· Use the merge & center button

· Sort data alphabetically

1. Launch Excel and open a new spreadsheet.  Save your workbook in the Excel folder in your personal workspace.

2. Create a spreadsheet using the information below. 

	MRS. SMITH"S HOME ROOM CLASS
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	STUDENT NAME
	Math
	Eng.
	Sci.
	Geo.
	His.
	Fr.
	P.E.
	Art
	Avg.
	Top.

	Mills, Robert
	75
	68
	82
	92
	75
	54
	70
	73
	
	

	Gardiner, Janice
	82
	74
	81
	84
	92
	60
	75
	79
	
	

	Desousa, Tony
	76
	62
	60
	74
	82
	74
	80
	80
	
	

	Lee, Vicky
	72
	76
	82
	86
	68
	79
	65
	84
	
	

	Cooper, Thomas
	30
	45
	40
	54
	50
	38
	64
	58
	
	

	Gates, Amanda
	90
	83
	79
	84
	74
	84
	94
	67
	
	

	Harris, Anthony
	86
	81
	75
	86
	95
	96
	80
	83
	
	

	Fernandez, Juan
	77
	74
	84
	88
	82
	90
	54
	79
	
	

	Brown, Jim
	43
	65
	48
	60
	75
	87
	78
	96
	
	

	Wallace, Arlene
	66
	82
	74
	80
	86
	90
	93
	91
	
	

	Simpson, Lisa
	95
	80
	90
	90
	88
	60
	60
	89
	
	

	
	
	
	
	
	
	
	
	
	
	

	Top Subject Mark
	
	
	
	
	
	
	
	
	
	

	Average Mark
	
	
	
	
	
	
	
	
	
	

	Lowest Mark
	
	
	
	
	
	
	
	
	
	


3. Center the title across the cells using the “merge & center” button from the toolbar.

4. Widen the name column to 6.00 by placing the mouse between the column A heading, left click and drag right, release at a width of 6.00

5. Using your knowledge of functions, calculate the top mark, average and lowest mark for each subject matter only.

6. Using your knowledge of functions, calculate the top mark and average for each student only.

7. Format all cells with averages to number, 1 decimal place.

8. Save this spreadsheet as Marks1.
9. The class has received the following new students:

· Williams, Joe
75
77
65
58
54
60
74
64

· Carson, Nancy
58
64
55
62
70
72
66
80

· Martin, Andrea
80
78
84
86
92
96
98
90

10. Using the right mouse button, add these new students & their marks after Janice Gardiner.

11. Calculate the top mark and average for the 3 new students (use the fill handle to copy the formula).

12. Sort this class by alphabetical order.  Highlight student names and marks (do not include the top, average or lowest marks below), then choose data and sort.  Follow the prompts. 

13. Save this as Marks2

14. Open a new word processing document and key the procedures for the following (in sentence form).

A. Use the shortcut menu

B. Insert a row

C. Insert a column

D. Delete a row

E. Delete a column

F. Move a column

G. Fill a formula right

H. Fill a formula down a column

I. Sort a column alphabetically

J. Explain what happens to text when you have more characters in a cell than the width of the cell. 

K. What happens if the cell next to the overflowing cell with text has information in it?

15. Save your word processing document as Marks 3.  

16. Print your marks 2 spreadsheet and Marks 3 answer sheet.

